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This Start-Up Guide provides the steps for Administrators to build Rosters for their Activities. 
 
Creating your Roster 

The Student Eligibility & Information database is integrated with Rosters. This makes creating 
rosters easier since there is no need to add student information every time you enlist students 
for different activities. 
 
On the Administrative view of the Activity Scheduler, click Rosters to open the module. On the 
Rosters screen, click the Edit icon next to the Activity to create its Roster. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the Activity and 
click its Edit button 



On the next screen, select the Roster Template and click the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After clicking Continue, you can begin adding students to the Roster. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fill out the empty fields with the correct information. All fields (Number, Position, Height, Grade) 
are optional except for Name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the roster template you 
want to use and click Continue 

Note: Take into account that there 
are different roster templates 

suitable for different sports 

1. Filter the student 
list by choosing from 

one of the options 

2. Select the student names and click 
the Add button. Press and hold Shift 

Key + Click or Control Key + Click 
(Command + Click for Mac) on the 

names to select multiple 

3. After clicking the Add button, 
the selected students are 

transferred here. Click Continue 
to proceed to the next step 

Click here to add 
student/s that are not on 
the list or registered yet 

Fill out the fields with the 
correct information, then 

click Save & Continue  

Click here to sort lines 
according to number 



Note: If you click Save & Exit, the system will save the changes and take you back to the Roster 
queue page. 
 
Set all the additional personnel information for this roster on this page. All fields are optional. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Manage Rosters in the Rosters queue screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Save to finish the 
process and create your 

Team Roster 

Click the Edit icon to 
modify the newly 

added Roster Click here to 
view the list  

Select Yes to publish it. 
Or No to hide it from 

the public view 

Check off the box to 
delete the Roster list 



Sample Roster preview that you can print, email, and download: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Roster Viewing Options: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here if you wish 
to make changes to 
your current view 


