

How to Guide
Add Sponsors and Members to an Organizational Account





The Primary Contact can add additional teachers, or Sponsors, who can download books for students and members. Sponsors can also add additional educators as Sponsors.
Sponsors and members can be added one by one or in a group using a downloadable spreadsheet.
Add Sponsors and Members One by One
 
Sponsors
Select the "Sponsors" link on the "My Bookshare" page.

Select “Add a Sponsor”.


Enter the information and select "Save." The new Sponsor will get an email prompting him/her to create a password.
[bookmark: _GoBack]

Members
Select “Members” from the “My Bookshare” page.
[image: C:\Users\larar\Pictures\Step by Step Guide\New Sponsor My Bookshare with Members Link.png]

Select “Add a Member”.
[image: C:\Users\larar\Pictures\Step by Step Guide\Manage Members Add Member.png]
Enter information and select “Save”.
[image: C:\Users\larar\Pictures\Step by Step Guide\Add New Member Pop Up.png]


Add a Group of Sponsors and Members

On the "Sponsors" or "Members" page, select the cloud icon to access the “Upload Roster” page.

Download the “New Member Roster Template”.
[image: C:\Users\larar\Downloads\Unnamed image (77).png]
The Template has three tabs: “Members”, “Sponsors”, and a “Help” tab. Select “Members” and “Sponsors” and enter names and information.
[image: C:\Users\larar\Pictures\Step by Step Guide\Roster Spreadsheet.PNG]
Save and upload the file. Members and Sponsors will be added to your roster in 2-4 business days.
[image: C:\Users\larar\Downloads\Unnamed image (79).png]
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Step 2: Upload a New Member Roster

Send the roster to Bookshare by uploading your saved copy below. Select the “Browse” button and choose your saved roster.
Then select the “Upload” button.

NOTE: Your Members and Sponsors will be added to your lst after Bookshare has reviewed and processed your submission.
Please allow 2-4 business days for processing.
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Step 2: Upload a New Member Roster

Send the roster to Bookshare by uploading your saved copy below. Select the “Browse” button and choose your saved roster.
Then select the “Upload” button.

NOTE: Your Members and Sponsors will be added to your list after Bookshare has reviewed and processed your submission.
Please allow 2-4 business days for processing.
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