ADD MEMBERS AND SPONsors

Hi, my name is Kristina Cohen and I'm an education program manager with Bookshare XE "Bookshare" .  Today I'm going to show you how to add members and sponsors to your Bookshare membership.  When you have faxed or mailed in your signed organizational agreement, and you have received your welcome e-mail from us, you can reset your password and start the process of adding students and other teachers to your membership.  There are three ways that you can complete your membership.
For certain types of organizations, you will be prompted to use a specific group proof of disability form.  We will provide this form for you to fill out and send back to us.  I will show you what that form looks like momentarily.  For other types of organizations, you can add students individually.  This is ideal for adding just a few members.  Once you have made those additions, you will see the new members on your account immediately.
The other way to add members is if you have a large group of members. Essentially you can use a roster that we will provide you.  Again, this is ideal for adding a longer list of members.  When you have sent that list to Bookshare XE "Bookshare" , we will add those members to your account within one to two business days.  So let me show you what those three options look like on the Bookshare website.
As I mentioned, for certain types of organizations, you will be prompted to send us a group proof of disability form.  This is what that looks like.  Please be sure to complete it with all of the appropriate organizational information, contact information, and then obviously member information.  If you have any concerns about student confidentiality, please feel free to contact our membership team and we can work with you. We will accept student pseudonyms and/or student I.D. numbers, but it will be important for you to contact our membership team first.
So please complete this form and mail or fax the form to us.  Within a couple of business days, we will have your membership established.  For the other ways to complete your membership or add members and sponsors go to the Bookshare XE "Bookshare"  website and log in.  Once you have logged in, you will notice your task bar on the top, left corner of the website.  Under the task bar you have a few different options.
You have a quick search option, my account, my organization, change password, and log out.  Please select my organization.  To add a few individual members you'll, select my organization.  In my organization, you have a few different options.  Move to the right.  The third option over is members.  Select XE "Select"  members.  And this is where you can add individual members.  On this member’s page, you will see your student roster.
As you scroll down the student roster to the bottom of the page, the first tab or option that you have is add a member.  Select XE "Select"  add a member and a window will pop up where you will fill in the appropriate member information.  I'm adding in the first name, last name.  As I move down the window, you will have grade.  Select the grade from a drop down menu.
Add birth XE "Birth"  date, and then select qualifying disability and also whether or not that student has an IEP or a 504 plan.  Select XE "Select"  that.  Save the information.  And you will notice the student I just added shows up immediately on my roster.  You can actually start downloading for that student.  Now in the same way that you added individual members, you can add individual sponsors to your rosters.
Again, under my organization, go to the fourth tab over and select sponsors.  You will see your sponsor roster.  In this case, I have a resource specialist, the classroom assistant, a teacher of the visually impaired, and a librarian on my roster already.  I'm going to add one additional sponsor.  As you scroll down the page, the first option you have to the lower left corner is add a sponsor.  Select XE "Select"  that.  
A window will pop up where I can fill in the appropriate sponsor information.  It's very important to complete this with the most current, e-mail for the sponsor because essentially they will receive a welcome e-mail from us and information about agreeing to our organizational terms.  Go ahead and fill in sponsor information, first name, last name, title.  In this case, I have an aide at the school working with qualified students, so I am going to fill the form in with their current e-mail and current phone number.
Save that information.  And you'll notice the sponsor that I just added showed up on my list immediately.  That sponsor, when they've agreed to our terms and reset their password, will be able to download for qualified students immediately.  I mentioned a third way for submitting student members to your account.  That third way is using an upload roster option.
Under my organization move to the right of the page.  The fifth option is upload roster.  Select XE "Select"  that.  The first step is to download a new member roster.  This is an Excel XE "Excel"  spreadsheet that you fill in with member information, also sponsor information.  I'm going to select the roster, open the form.  You have the option to enter in your member information.  From the left of the page, moving right, you have columns for the member first name, last name, qualifying disability, which is a drop down menu, date of birth, district, school, grade, and whether or not that student has an IEP or 504.
You can enter in any number of qualified students.  Make sure you save that.  As you go down to the bottom of the spreadsheet, you have a couple tabs.  The first one is member roster.  As you move to the right, the second tab is sponsor roster.  Here in the same way that you entered in any number of qualified members, you can enter in your sponsors or additional staff.  Moving to the right on the sponsor tab, you have sponsor first name, last name, title, district, school, e-mail address, again the most current e-mail address, street address, city, state, zip, and phone number.
Once you have completed that, please save the form.  Go back to the upload roster page.  There you will need to browse for that form and select Upload.  It will then upload to Bookshare XE "Bookshare" .  And as I mentioned, within one to two business days your membership will be complete with your new members and sponsors.  One additional thing that I want to cover is individual memberships for your students.
These are great in that they give your students their own login information so that they can use Bookshare XE "Bookshare"  on their own independently.  This gives your students the option to use Bookshare from home or out in the community so you don’t have to log in for them and download for them.  The easiest way to give your students individual members is by going to my organization and selecting the third option to the right, members.  You will be on your student roster or your member roster.
All you have to do is select the students that you would like to have individual memberships.  Select your students by selecting the boxes next to their names on the far left.  As you move down the page, the third option to the right is individual membership form.  When you have selected your students select individual membership form, and a form opens.
I'm going to enlarge this so you can see it.  Essentially the individual membership form has downloaded.  The student information is auto populated on the form.  The form has the sponsoring organization, the qualifying disability information and the student's unique member I.D.  This is great in that the parents don't need to track down proof of disability forms, etcetera.
When we receive the form, we’ll know that this student is already linked to an organizational membership and we won't ask that the parent submit any additional proof of disability forms.  Student information is already on that form and all you'll need to do is get a parent/guardian signature for any student under 18.  When complete, fax or mail the form to us and within a couple business days the parent or student, depending on age and whose email address was provided, will receive a welcome e-mail.
It's very important to include a current e-mail.  Whether that's a parent's e-mail or a student's e-mail, it's up to you and the parent, so please make sure that's current, so that the right individual gets the welcome e-mail.  To recap, the group proof of disability form is used for certain types of organizations; otherwise, add individual members and individual sponsors are added using our online organizational management tools.
I also demonstrated how you can upload a roster and send that to Bookshare XE "Bookshare"  for larger groups of students and sponsors, and also how to get individual memberships memberships for your students.  As a final thought, if you ever have additional questions, please feel free to contact us at Bookshare.  Go to the Bookshare website and far right upper corner, and you’ll find the contact us option.
You can contact us about any number of questions, etcetera.    I'd also encourage you to review any of our additional online learning guides.  These are located on our training page under the help section of our website.  We have a variety of learning guides including:  What is Bookshare XE "Bookshare" ?  Who is eligible for a Bookshare membership?  How do you I sign up my school?  How do I search for and download books?  How do I read with Read Out Loud XE "Loud" ?  How do I read using Victor Reader Soft XE "Victor Reader Soft" ?  And then a guide on additional resources on our website.  So I encourage you to take those additional learning guides and enjoy.  Thanks for your time.
