CalMUSE - Fraternity & Sorority Information System
Chapter Presidents’ Instructions 4 '}@’ R

Please review th©VERVIEW below and follow théACTION STEPS (next page) to validate
your Chapterdoster information  (required for GPA report processjng

Action Steps

To process accurate GPA reports, we need ALL CHARPPRESIDENTS to logon to CalMUSE,
then review and make any necessary edits to tbstiens.

Step 1 — Logon to CalIMUSE ( chapter signatory access):
https://students.berkeley.edu/osl/studentgroups/signatories/index.asp?qrouptype=G

» Authenticate through CalNet

* Agree to being a designate — someone who has aocpssileged chapter member
information. (Your past president should have maalea designate before leaving office.)

* Remove the past president as a chapter desigha&sessary.

Step 2 - View your chapter’s roster

At the top of the page of the initial roster scréean option selection menu. Make sure the foltavi
buttons are selected and cli@g

Status: (0 ) Active ( ) Pending ( ) New Members ( ) Members ( ) Alumni ( ) Chapter Officers

Type: (0 ) Roster ( ) Status Updates ( ) Chapter Roles ( ) Council Roles ( ) Residence

|Go |Update query

PRINT this screen and annotate/make notes on it...
* Is your roster COMPLETE?
0 Who’s missing?
o Missing members will have to go through memberstegiion and then be approved by
you, see Step 7 below

Problems or Questions: Em&andSLife@berkeley.edu




Step 3 — Status Updates

At the top of the page of the initial roster screean option selection menu. Make sure the foltawi
buttons are selected and cli@id

Status: (0 ) Active ( ) Pending ( ) New Members ( ) Members ( ) Alumni ( ) Chapter Officers

Type: ( ) Roster (o) Status Updates ( ) Chapter Roles ( ) Council Roles ( ) Residence

| Go |Update query

* Review and update Member Status information thatis¢o be changed —i.e.:
o “Pending” members — who have initiated the member regisingirocess with your
chapter but have not yet beapproved or rejected by you, the chapter president.
= Note: A pending member that has completed all 5 begnmegistration steps and
have been approved by the chapter president widinaatically have a member
status of New Member”
o “Alumni” - Members that have graduated or are on leave ftal (i.e. not registered or
taking any classes this semester)
o0 “Members’
0 “Resigned” i.e. no longer a member of your organization.

* When all updates have been completed scroll dowlrchek on th button

Step 4 — Modify Member(s) Join Semester

Background
GPA reports will be processed based on a membéois ‘Semester.”

In Council Ranking reports, chapter GPAs are listed and ranked 3 ways, angbth semester will
determine which members fit into the following qaiges:

* All Chapter Members (members and new members)

* Members

* New Members

UPDATE requirement — from any roster.
* ltis desirable to update every member with theesrjoin semester
* Click on the individual chapter member’s naftek) to update the Join Semester

Members that join your chapter during the THIS s&erewill automatically have this semester as
their join semester.

Problems or Questions: Em&andSLife@berkeley.edu




Step 5 — Update Chapter Officer Information
At the top of the page of the initial roster screean option selection menu. Make sure the foltawi
buttons are selected and cl|@id

Status: (0 ) Active ( ) Pending ( ) New Members ( ) Members ( ) Alumni ( ) Chapter Officers

Type: ( ) Roster () Status Updates (0 ) Chapter Roles () Council Roles ( ) Residence

| Go |Update query

» Using the drop-down menus select the appropriaaptein roles for your officers and end-date
0 During Phase |, CaIMUSE does not support multiples per individual members, so
please pick the most appropriate role for this memalb this time
o Chapter roles may not match or include all titlseduby some chapters, please pick the
most appropriate roles for your officers
* When all updates have been completed scroll dowlrchek on th button

NOTE: from this screen you can also “Designatetaj additional chapter members to have read and
update access to your chapter’s roster. Use with €&S Life staff recommends minimizing the
number of officers who have this capability.

Step 6 — Update Residence Information

At the top of the page of the initial roster scréean option selection menu. Make sure the foltai
buttons are selected and cli@

Status: (0 ) Active () Pending ( ) New Members ( ) Members ( ) Alumni ( ) Chapter Officers

Type: ( ) Roster () Status Updates ( ) Chapter Roles ( ) Council Roles (o0 ) Residence

| Go |Update query

* Using the drop-down menus select the appropriaideace status for each member:
o Live-in (house)
0 Live-out (house)
o0 Abroad 6-mo
0 Abroad 1-yr
*  When all updates have been completed scroll dowlrchek on th button

Problems or Questions: Em&andSLife@berkeley.edu




Step 7 — Request that Missing Member(s) REGISTER wi th CalMUSE
In reviewing your roster, you may find that members missing.

SAMPLE - Send the followingmail to your missing chapter member(s):

Email SubjectiMPORTANT Chapter Membership Registration

<BROTHER / SISTER>
We are in the process of updating our rostersegairement from Fraternity & Sorority Life, before
they will release the semester GPA reports.

During this process, | found thgbu are missing from our rosterand | need you to do the following
stepsmmediately:

Go to theCalMUSE Member Registration link:

https://student.berkeley.edu/osl/studentgroups/public/index.asp?grouptype=G

Authenticate through CalNet

Follow the steps and click “Status” to see where g during the process

Step 1 — pick a chapter - scroll down until you s¥©UR CHAPTER NAME> and click on it

Step 2 — Agree to the anti-hazing agreement

Step 3 — Accept / Reject two (2) GPA releases

Step 4 — Update your CalNet directory informatiod &uthorize access by chapter officials to you
contact information

Step 5 — Take the short quiz

When you complete these steps, | will receive aailenotification and will complete Step 6 — Chap
President approval.

Thank you
<YOUR NAME>

er

When the missing member registers with your chagtar will be notified via email. Access the roster

screenhttps://students.berkeley.edu/osl/studentgroups/signatories/index.asp?grouptype=G

Follow steps 3 and 4 above to accept or rejecirtbnber registration, and to modify the Join
Semester to meet the GPA reporting requiremenfddered above).

Thank you for taking the time to go through thisqass. Your timely response and feedback is
appreciated.

F&S Life staff.

Problems or Questions: Em&andSLife@berkeley.edu




