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Logging In

1. Goto: http://roster.csba.org

a. Enter your My CSBA username and password

b. Select Login

c. Your username is the email address where you receive CSBA communications — click Forgot
your password if you need to establish a new password or reset an existing password.

Home Contact Us Sitemap Login

csbayg

California School Boards Associatio

About CSBA Education Issues Legislation & Legal News & Media Training & Events Services

Username stest

Password TIT]

Ol Remember my username and password on this computer

Forgot your password?
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http://roster.csba.org/
http://signin.csba.org/retrievePassword.aspx
http://signin.csba.org/retrievePassword.aspx

Overview

(TOP HALF OF SCREEN)

csbayy

Home Contact Us Sitemap Logout
California School Boards Association

About CSBA Education Issues Legislation & Legal News & Media Training & Events Services CSBA Store

Export Inprogress Roster Mark Roster Complete: | Submit Final Ru:-ster‘

District Information ‘ Click to Review;‘Edit‘

Name: Apple USD District Infarmation Incomplete
Address: 123 ABC St

Gity: Fruit Tree Board President Incomplete
State: CA4A
a a Board Members
District Zip: 91111
w Phone: (916) 111-2222 Superintendent Incomplete
Lists general Fax: (916) 333-4444
. . Assistant Superintendent | Incomplete
informationabout Board Size: 5
yOUF dIStI’ICt/COE Long-Term ADA: Stable CBO |I"ICUI"I"ID|ETE.'
Board Election Month: MNovember
District Type: Unified PIO Incomplete
District Character: Suburban District Staff T R
Trustee Election Type: /
T Limit: [ .
srm tmi ene Check List:

Web Address: www.appleusd.org

Tracks your progress
according to the color
legend below. It also
indicates which
positions are required

The check list displays information on what is needed to submit your r{f OI Opt|ona| tO SmeIt
Roster” buttons, at the top and bottom of the page. will become activ |nformat|on

- = Required to submit.

I:l = Optional.

- = Ready to submit. \ Color Le end.
Lolor Legena:

Indicates the status
of each item listed
in the Check List
section above.

Have Student Board Members: Mo
Student Election Month:

Meetings Per Month:

Meeting Days:
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(BOTTOM HALF OF SCREEN)

Roster Members: Lists
the leadership team, key
/ staff members and tracks

your progress according
to the color
legend below.

Roster Members | Add Person| @

Reviewed

| Reuiew| | | Remove | John Doe Board President MOT REVIEWED

|Reuiew| | | Remm'e| Jenny Appleseed Board Member MOT REVIEWED

| Reuiew| | | Remuove | Ana Blossom Board Member MOT REVIEWED

| Review | | | Remove | Steve Greenleaf Board Member NOT REVIEWED

| Review | | | Remove | Victor Tree Superintendent NOT REVIEWED

| Reuiew| | | Remove | Rhonda Dewdrop Assistant Superintendent MOT REVIEWED

| Reuiew| | | Remove | Rhonda Dewdrop Chief Business Officer MOT REVIEWED

|Reuiew| | | Remnve| Frank Littletree Public Information Officer NOT REVIEWED

| Review | | | Remove | Suzy Test Executive Assistant NOT REVIEWED

The reviewed column of the member roster list displays the information on who still needs to be reviewed
before the roster can be submited. When complete, the "Submit Final Roster” buttons, at the top and

bottom of the page. vill become active, allowing you to submit. You can view the Roster Check List on what

still needs to be reviewad. )
_ _ Color Legend: Indicates
- = Required to submit. the status Of eaCh
|:| = Optional. < personlisted in the
- = Ready to submit. Roster Members section

Mark Roster Complete: | Submit Final Roster
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Review District Information

1. Next to District Information, select Click to Review/Edit.

NOTE: Even if there are no changes in this section, you must continue and complete

thesesteps.

cSbhayg

California School Boards Associatio

About CSBA

Education Issues

Legislation & Legal

Export Inprogress Roster | Export

MNews & Media

District Informatiol

| Click to Review[Edit|

Training & Events

Home Contact Us

Services

Sitemap

Logout

CSBA Store

Mark Roster Complete: | Submit Final Roster|

<

Not Reviewed @& Check List 7

Name:

Address:

City:

State:

Zip:

Phone:

Fax:

Board Size:

Long-Term ADA:

Board Election Month:
District Type:

District Character:
Trustee Election Type:
Term Limit:

Web Address:

Have Student Board Members:
Student Election Month:
Meetings Per Month:

Meeting Days:

Apple USD

123 ABC 5t
Fruit Tree

CA

91111

{916) 111-2222
(916) 333-4444
3

Stable
November
Unified
Suburban

None
www.appleusd.org

Nao

District Information

Board President

Board Members

Superintendent

Assistant Superintendent

CBO

FIO

District Staff

Incomplete

Incomplete

4 0of 5

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

- = Reguired to submit.
I:l = Optional.
- = Ready to submit.

The check list displays information on what is needed to submit your roster. When ready, the "Submit Final

Roster” buttons, at the top and bottom of the page, will become active, allowing you to submit.
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2.

Review all pieces of information below and edit if needed. If there is
additional information you would like us to know, please enter it in the “Note to
CSBA" textbox.

a.

After all information has been reviewed and/or edited, select Save at the bottom.

| Back to List

Tutorial

District Information

Mot Reviewed

Reviewed

Dristrict:
Apple USD

Wwab Address:
www.appleusd.org

Mailing Address

Address:
123 ABC 5t.
City:

Fruit Tree

State:
CA

Zip:
01111

Have Student Board Members:

Mo gl

Student Election Month:

Plazse select

Phone:
(916) 111-2222

Fax:

(916) 3334444

Mote to CSBA (Optional):

Long-Term ADA:
Stable i

Board Election Month:
Movw »

Board Size:

Five

Diistrict Type:
Unified -

District Character:
Subwrban -

Trustee Election Type: 9

Trustee ares at-lange elections

Meetings Per Month:
Plezs= select -

Meeting Days:

Board Member Term Limit:

Fowr Terms -

Save
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b. After completing “Step a” in the previous page, you will be taken back to the
mainpage. The sections outlined below should now be green and the
status is “Reviewed” and “Complete”.

csba

California School Boards Associatio

About CSBA

Education Issues

N

Legislation & Legal

Mews & Media

Export Inprogress Roster | Exporti

Reviewed @

Training & Events

Home Contact Us

Services

Mark Roster Complete:

| Tutorial |

Name:

Address:

City:

State:

Zip:

Phone:

Fax:

Board Size:
Long-Term ADA:
Board Election Month:
District Type:

District Character:
Trustee Election Type:
Term Limit:

Web Address:

Have Student Board Members:
Student Election Month:
Meetings Per Month:

Meeting Days:

Apple USD

123 ABC St

Fruit Tree

CA

91111

(916) 111-2222

(916) 744-5555

o

Growing

November

Unified

urban

Trustee area at-large elections
4 Years
http://www.appleusd.org
No

District Information

Board President

Board Members

Superintendent

Assistant Superintendent

CBO

PIO

District Staff

CSBA Store

Submit Final Roster]

Sitemap  Logout

Complete

Incomplete

3of4

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete
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Review Roster

csbhayy

California School Boards Associatio

According to the checklist,
these positions still need to be
reviewed. Scroll down to the
Roster Members section to
begin the roster update.

[fontact Us  Sitemap Logout

About CSBA Education Issues

Legislation

CSBA Store

: | Submit Final Roster]

District Information | Click to Review/Edit

Check List 7

| Tutorial |

Name: Apple USD

District Information Complete

Address: 123 ABC St.

Board Presiden Incomplete

City: Fruit Tree
: CA
State 3of 4
Zip: 91111

Phone: (916) 111-2222

Superintendent

Incomplete

Fax: (916) 744-5555

Assistant Superintendent] Incomplete

Board Size: 5

Long-Term ADA: Growing CBO Incomplete

Board Election Month: Nove
District Type: FPIO Incomplete

District Staff

Incomplete

: Trustee area at-large elections

Term Limit: 4 Years

Web Address: http://www.appleusd.org

Roster Members |Add Person| @

Name T

John Doe
Jenny Appleseed
Ana Blossom
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletree

Suzy Test

Board President

Board Member

Board Member

Board Member
Superintendent
Assistant Superintendent
Chief Business Officer
Public Information Officer

Executive Assistant

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

NOT REVIEWED

LA

The reviewed column of the member roster list displays the information on who still needs to be reviewed before the
roster can be submited. When complete, the "Submit Final Roster” buttons, at the top and bottom of the page, will

become active, allowing you to submit. You can view the Roster Check List on what still needs to be reviewed.

- = Required to submit.
|:| = Optional.
- = Ready to submit.
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In order to change an individual from Board Member to Board President or
from Board President to Board Member, that individual must be removed
from your roster and re-added with their corresponding position.

Please see Adding a New Board President or Board Member and/or How to
Remove a Person sections in this document

If a current Board President is serving an additional year as Board President:
Make any necessary changes to that individual’s information, Save and proceed.

If a current Board Member is elected Board President for the coming year:
Select Remove to remove the Board Member from your roster, and create a new record
with the position of Board President along with that individual’s current information.

(see Adding a New Board President or Board Member).

If a current Board Member is no longer President but remains on the board for the
coming year:

Select Remove to remove the Board President from your roster, and create a new record
with the position of Board Member along with that individual’s current information.

(see Adding a New Board President or Board Member).

IMPORTANT NOTE:

For a three (3) member board, your roster will need to show one (1) completed Board
President position and two (2) completed Board Member positions (or any applicable
vacancies) in order to submit your final roster update.

For a five (5) member board, your roster will need to show one (1) completed Board
President position and four (4) completed Board Member positions (or any applicable
vacancies) in order to submit your final roster update.

For a seven (7) member board, your roster will need to show one (1) Board President

position and six (6) completed Board Member positions (or any applicable vacancies) in
order to submit your final roster update.
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NOTE: In adding a new position or editing an existing position, if there is additional
information that we need to be aware of, please enter this in the “Note to CSBA”
section. Specific position titles can also be entered under “Title (optional).”

<< Prev & Save

Member Position:

Title{optional )

Mot Reviewed

| Back to List | Saw'e|

|He>-:t & Save == |

Reviewed [

Criginal Election/Appointment Data:™® ﬂ
11762018

Appointad:
]

Prefix:

First:*

Jenny

Lask:*

Appleseed

MI:
Informal Namea:

EMazil:* O Decline 0
japplesesd@noemail.com

Gender:¥

Ethnicity:

O pacline

Please Select W

Decline
Daytime Phone: @

8 Home Cwork Cce
(916) 222-1111

Current Board Term Begin Date:® 0
11/2018

Current Board Term End Date: * a
1172022

If the board term
has been renewed
or changed, enter
new board term
dates.

Home Mailing Address:

Address:*

999 House Way
City:*
Fruit Tree
State:

CA

Zip:*
91111

Profassion:

| Flease Select W |

Party Affiliation:
Clease Select "t Decline

Alt Phone: @

CHome Clweork O cell

Mote to CSBA (Optional):

10| Page




When all the information has been reviewed and/or edited, select Save (at the top or

at the bottom).

The pop-up box below will appear — select Yes.

Back to List || | Save MNext & Save ==

Mot Reviewed Reviewed [

Member Position:* Original Election/Appointment Date: * 0
| Board Member ~| 11/4i2014
Title(optional): Appointed:
Board Member n
Prefix: Current Board Term Begin Date:* @
11/412014
First: @ Current Board Term End Date: * Q'
John

Wal
Last: @ _
Doe :

Warning
MI:

Do you want this record marked as
Informal Name: reviewed? !
John 1
EMail:* [pecline e
jdoe@noemail.com No Yes
Gender:™® — A
[ Decine .

Profession:

Ethnicity: * | Business v|
|{.'liher v| ] Dpecline

Party Affiliation:*
| Demiocrat Vl D Decline

Daytime Phone: @&

Home [Jwork [Jcell

Alt Phone:
(916) 111-2222 o

[(IHome [Iwork [Icell

Save Mote to CSBA (Optional):
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1. You will be taken back to the main screen and you will now see that the record is

marked in green and “Reviewed” status.

Roster Members | Add Person| @

| Review | | | Remaove ‘

| Review | | | Remaove ‘

| Review | | | Remaove ‘

| Review | | | Remaove ‘

| Review | | | Remaove ‘

| Review| | | Remoue‘

| Review | | | Remaove ‘

| Review | | | Remaove ‘

| Review | | | Remaove ‘

Name
Jenny Appleseed
Ana Blossom
John Doe
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletree

Suzy Test

Title

Board Member

Board Member

Board Member

Board Member
Superintendent
Assistant Superintendent
Chief Business Officer
Public Information Officer

Executive Assistant

Reviewed

NOT REVIEWED

NOT REVIEWED

REVIEWED

NOT REVIEWED

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

2. Repeat to review / edit all the rest of the Board Members.

a. If a person needs to be added, refer to section “How to Add a Person”.

b. If a person needs to be removed, refer to section “How to Remove a Person”.
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How to Review / Edit a Superintendent

1.

Select Review next to the person’s name.

Roster Members | Add Person| @

Name Title Reviewed
| Review| | | F'.emm'e| Jenny Applesesd Board Member
| Review| | | F'.emoue| Ana Blossom Board Member
| Review | | [Remove | John Doe Board Member REVIEWED
| Review| | F'.emoue| Steve Greenleaf Board Member
| Review | || Remove | Victor Tree Superintendent | NOT REVIEWED |
Review | | F'.emoue| Rhonda Dewdrop Assistant Superintendent | MNOT REVIEWED|
| Review | | [Remove | Rhonda Dewdrop Chief Business Officer | NOT REVIEWED |
|Review | | [Remove|  Frank Littietree Public Information Officer | NOT REVIEWED |
| Review | | [Remove | Suzy Test Executive Assistant | NOT REVIEWED |
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2. Review and/or edit the information below and proceed to the next step.

NOTE: If there is additional information that we need to be aware of (i.e. name
changes), please enter this in the “Note to CSBA” section.

If you have an
Interim
Superintendent:

Create a new
record with the
Member Position
of “Interim
Superintendent.”

Please let us know
in the “Note to
CSBA" section the
timeline that the
Board plans to
select a new
Superintendent.

<< Prev & Save

Mot Reviewed

Member Position: ¥

| Superintendent b |

Title(optional):
Superintendent

Prefix:

[ v
First: @

Last: 0
MI:

Informal Name:
Victor

EMail:* [IDecline @

vtree@noemail.com

Gender:*
7 Decine

Ethnicity:
i Decline

Daytime Phone: @

[THeme [Iwork [lcell
(916) 111-2222

| Back to List‘ |Save|

Hire Date:* @
712015

Appointed:
I:|

Reviewed []

MNext & Save ==

Save Mote to CSBA (Optional):
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3.

When all the information has been reviewed and/or edited, select Save (at the top

or atthe bottom).

The pop-up box below will appear — select Yes.

<< Prev & Save

Member Position:*

| Superintendent e |

Title{optional):
Superintendent

Prefix:
First: @
Last: 0
e

MI:

Informal Name:

Wictor

EMail:* [Dedline @

vtree@noemail.com

Gender:*
O pecine

Ethnicity:

Flesse Select S

Decline

Daytime Phone: @

[JHome [Jwork []cell
(916) 111-2222

Save

Not Reviewed

‘ Back to List

Hire Date:* @
712015

Appointed:
O

Mext & Save ==

Reviewed [

Warning

reviewed?

Do you want this record marked as

Mo

Yes

MNote to CSBA (Optional):
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4.

You will be taken back to the main screen and you will now see that the record is

markedin green and “Reviewed” status.

Roster Members | Add Person| @

| Review ‘ | | Remove |

|Review‘ | | Remoue|

| Review ‘ | | Remove |

| Review ‘ | | Remove |

|Review‘ | | F'.emoue|

| Review ‘ | | Remove |

| Review ‘ | | Remove |

|Review‘ | | Remoue|

| Review ‘ | | Remove |

Name
Jenny Appleseed
Ana Blossom
John Doe
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletree

Suzy Test

Title

Board Member

Board Member

Board Member

Board Member
Superintendent
Assistant Superintendent
Chief Business Officer
Public Information Officer

Executive Assistant

Reviewed

NOT REVIEWED
NOT REVIEWED

REVIEWED

NOT REVIEWED

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |
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How to Review / Edit Key Staff Members

Key staff members that are typically listed on the roster:

1.

e Assistant / Deputy Superintendent
e Chief Business Officer

e Executive Assistant

e Facility Manager

e Public Information Officer

Select Review next to the person’s name.

Roster Members | Add Person| @

Name Title
| Reuiew‘ | | Remoue| Jenny Applesesd Board Member
| Reuiew‘ | | Remoue| Ana Blossom Board Member
| Reuiew‘ | | Remoue| John Doe Board Member
| Reuiew‘ | | Remnue| Steve Greenleaf Board Member
Review | | | Remoue| Wictor Tree Superintendent
| Review ‘ll | Remoue| Rhonda Dewdrop Assistant Superintendent
| Review ‘ | | Remoue| Rhonda Dewdrop Chief Business Officer
| Reuiew‘ | | Remoue| Frank Littletree Fublic Information Officer
| Reuiew‘ | | Remoue| Suzy Test Executive Assistant

Reviewed
NOT REVIEWED

NOT REVIEWED

REVIEWED

NOT REVIEWED

REVIEWED

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

| NOT REVIEWED |

J

[

NOTE: Notice that Rhonda Dewdrop appears twice — as Assistant
Superintendent and Chief Business Officer. In some cases, this
may occur if a person holds the capacity of two positions (i.e.
Assistant Superintendent of Business Services, or a
Superintendent that is also the Facility Manager). If this instance
occurs and is correct, continue with reviewing and/or editing
both records. If this person does not serve in both capacities
anymore, follow the steps in section “How to Remove a Person”.
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2.

Review and/or edit the information below and proceed to the next step.

NOTE: If there is additional information that we need to be aware of (i.e. name

changes), please enter this in the “Note to CSBA” section.

Roster Information

Member Position:*

‘ Back to List‘ |Save|

Mot Reviewed

| Assistant Superintendent

v

Title{optional):

Prefix:

First: @
Last: e

MI:

Informal Name:

Rhonda

EMail:* [ Decline 0

rdewdrop@noemail.com

Gender:*

Ethnicity:

(916) 111-2222

Assistant Superintendent, Business

O oecine

hd Decline

Daytime Phone: @
CJHome [ work []cell

Next & Save »>>

Save

Mote to CSBA (Optional):
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When all the information has been reviewed and/or edited, select Save (at the top

or atthe bottom).

The pop-up box below will appear — select Yes.

Roster Information

<< Prev & Save | Back to List | Save|

Mot Reviewed

Member Position: ¥

| Assistant Superintendent b |

Title{optional):
Assistant Superintendent, Business

Next & Save »>>

Reviewed [

Prefix:

First: @ i

Ll Warning

|__ast: (2] Do you want this record marked as
Dewdrop reviewed?

MI:

Informal Name:

Rhonda

MNo

Yes

=

EMail:* [ Decline 0

rdewdrop@noemail.com

Gender:®
O] Dectine
Ethmnicity:

Please Select b Decline
Daytime Phone: @&

[(THeme [ werk [cell

(916) 111-2222

Save MNote to CSBA (Optional):
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4.

5.

You will be taken back to the main screen and you will now see that the record is
marked in green and “Reviewed” status .

Roster Members | Add Person| @

| Review | | | Remove |

| Review | | | Remove |

| Review | | | Remove |

| Review| | | F'.emoue|

| Review | | | Remove |

| Review | | | Remove |

| Review | | | Remove |

| Review | | | Remove |

| Review| | | F'.emoue|

Name
Jenny Appleseed
Ana Blossom
John Doe
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletree

Suzy Test

Title
Board Member
Board Member
Board Member
Board Member

Superintendent

Assistant Superintende
Chief Business Officer
Public Information Officer

Executive Assistant

Reviewed
NOT REVIEWED
NOT REVIEWED

REVIEWED

NOT REVIEWED

\ REVIEWED

nt REVIEWED
NOT REVIEWED
| NOT REVIEWED |

| NOT REVIEWED |

The reviewed column of the member roster list displays the information on who still needs to be reviewsd before the
roster can be submited. When complete, the "Submit Final Roster™ buttons, at the top and bottom of the page, will
become active, allowing you to submit. You can view the Roster Check List on what still needs to be raviewed.

- = Required to submit.

I:I = QOptional.

- = Ready to submit.

Repeat from Step 1 to review / edit all the rest of the key staff members.

a. If a person needs to be added, refer to section “How to Add a Person”.
b. If a person needs to be removed, refer to section “How to Remove a Person”.
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How to Add a Person

1.

In the Roster Members section select Add Person.

Roster Hemherf.l Add Person |a

|F‘.&'.fiew | | |Remu'.re

|Re'.riew | | |Remu-'.re

|Re'.riew | | |Remu'.re

|Re'.riew | | |Remu-'.re

|Re'.riew | | |Remu'.re

|Re'.riew | | |Remu'.re|

|Re'.riew | | |Remu'.re

|Re'.riew | | |Remu:|-'.re|

Name
Jenny Appleseed
Ana Blossom
John Doe
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletree

Suzy Test

Title
Board President
Board Member
Board Member
Board Member
Superintendent
Agzsistant Superintendent
Chief Business Officer
Public Information Officer

Executive Assistant

Reviewed
REVIEWED

REVIEWED

REVIEWED

REVIEWED

REVIEWED

REVIEWED

REVIEWED

REVIEWED
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A blank form will appear as shown below.

Begin by selecting a position under the Member Position drop-down list.
Depending on your selection, the form may reveal additional fields. For example, if
adding a Board Member, additional fields will appear requesting information such as
board term dates.) Complete the fields that are revealed on the form for each type of

position you are adding.

Roster Information

| Bachk to Lict| | Saue |
L I'L 1

Member Position:*

Assistant Supssintendent |
Assistant Superintends
Mssociste Superintandant
Board Mamber

Board President

Chief Business Orfficer
Curricuhsm Director

Deputy Suparintendant
Enengy/Sustainability Manager
Executive Assistant

Facility Manager

HR. Director

Intesinm Superintendant

IT Contact

Pending Board Member

Public Information Officer
Purchasing Manager

Schiool Murse

Specizl Ed Director £
Special Education Director
Student Representative
MI:

s

m

Informal Name:

EMail:* I:‘Decline 9

Gender:*

Flezss Salect I:l Decline

Ethnicity: *
Plezsa Salect - I:l Decline

Daytime Phone: @

[MHome [ work [ el

Maote to CSBA (Optional):
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Adding a New Board President or Board Member
1. Under Member Position, select Board Member or Board President.

NOTE: Board Members who are elected as Board President for the new year, or
Board Presidents who remain on the board following their term as Board President,
will need to be removed and readded. Please see “How to Review / Edit Board
President and Board Member.”

2. Complete as many fields as possible in the screen below. Items marked with an asterisk *
are required fields. When completed, select Save.

Roster Information

Back to List]| Save

Member Position: ¥
Board Mambear -

Election/Appointment Date:* &

Alternate Title{optional): Appainted:

(]

Vacant Position: @) Current Board Term Begin Date:* @

[
Prafisx:
hd Current Board Term End Date:* @
First: ¥
Home Mailing Address: @
Last: ¥
Address:*
MI: City:*
Informal Name: State:
CA -
Zip:*
EMazil: * DDecline 9
Gender:* Profession:
Please Select [ bedine Please Select -
Ethnicity: * Party Affiliation:*
Please Salect - D Declina Please Select - I:l Decline
Daytime Phone: @ Alt Phone: @
Flrome Ework [ cell [T Home Clwork [Clecel

Hote to CSBA (Optional):
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Adding a Board Vacancy
If you have a board vacancy, please add a record to indicate this by following these steps.

1. Under Member Position, select Board Member.

2. Next, check the box under Vacant Position. After checking this box, the form will
changeas shown below. Please add a note in the “Note to CSBA" section to
inform us when thevacancy is expected to be filled and we will follow-up accordingly
when the time comes. After you are finished, select Save.

Roster Information

Back to List | | Save

Member Position: ¥
Board Member -

Election/Appointment Date:* a

Alternate Title{optional): Appointed:

(]

Macant Position: 0 Current Board Term Begin Date:* a

Prefizx:

- Current Board Term End Date: * ﬂ

First — Roster Information

Les| |Back to List

|Eave|

Member Position:*
MT: Bosrd Member -

Alternate Title(optional):
Infd

EMs|  Vacant Position: @
Genl Mote to CSBA (Optional):
ped DBoard vacancy - expected to appoint a new board member by 3/1/716.

Ethr
Pl=g

Save

Mote to CSBA (Optional):
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3.

to themain screen.

If the vacant position was added in error, simply select the Remove button.

Roster Members

Add Person| @

The vacant board member position will be listed as shown below when taken back

Name Title Reviewed
Jenn
|F‘.e'.fiew | | | Remu'.re| A 5 Board President REWVIEWELD:
ppleseed
Ana
|Re'.riew | | | Remu'.re| - Board Member REVIEWED
ns20m
| Review | | | Remowve | John Doe  Board Member REVIEWED
- Steve e
|Re'.r|ew | | |Remu'.re| a eaf Board Member REVIEWED:
reenlea
VACANT
POSITION Board Member REVIEWED
Victor
|Re'.riew | | | Remu'.re| Tree Superintendent REVIEWELD
. Rhonda . . -
|Re'.r|ew | | | Remu'.re| Deved Assistant Superintendent REVIEWED
wdrop
Rhonda
|Re'.riew | | |Remu'.re| Dewd Chief Buginess Officer REVIEWED
ewdrop
- Frank _ .
Litletree Public Information Officer
|Re'.riew | | | Remu'.re| Suzy Test Executive Assistant REVIEWED
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Adding a Pending Board Member

If you have a pending board member that will be sworn in later, and you would like

to addhim/her to your roster, please follow the steps below.

1. Under Member Position, select Pending Board Member.

2. Complete all of the fields below. Please add a note in the “Note to CSBA" section
to inform us when the pending board member is expected to be sworn in and we will
follow-up accordingly when the time comes. After you are finished, select Save.

Roster Information

| Back to Listl

|Saue|

Member Position:*
Pending Board Mamber -

Alternate Titla{optional):

acant Position: @@

(]

Prefix:

First:*

Stanley

Last:*

Danes

MI:
Informal Name:
Stan

EMail : * DDEE“I‘IE 9

sdanes@noemail.com

Gender: ¥

Male - I:l Decline
Ethnicity:*

Caucasian - I:l Dacline

Daytime Phone: @

FHome Dwork [ cell
(916) 787-8899

Mote to CSBA (Optional):

Stanley Danes will be aworn in on 2/712/16. Please contact us at that
time for additicnal contact informaticon.

26 |Page



The pending board member position will be listed as shown below when taken back
to themain screen.

If the pending board member position was added in error, simply select the
Removebutton.

Roster Members |Add Person| @

Mame Title Reviewed

|F'.e'.fi&w | | | Remove Jenny Appleseed Board President REVIEWED

|Re'.riew | | | Remove Ana Blossom Board Member REVIEWED

|Re'.riew | | | Remove John Doe Board Member REWVIEWELD

|Re'.riew | | | Remove Victor Tree Superintendent REVIEWED

|Re'.riew | | | Remove Rhonda Dewdrop Assiztant Superintendent REVIEWED

|
|
|
|Re'.riew | | | Remove | Steve Greenleaf Board Member REVIEVWED
|
|
|

|Review | | | Remove Rhonda Dewdrop Chief Business Officer REVIEWED

Frank Littletree Public Information Officer

Review | | | Remove Suzy Test Executive Azsistant

Review | | | Remowve Stanley Danes Pending Board Member REVIEWED
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How to Remove a Person

1. Select Remove next to the person’s name.

a. The pop-up appears as shown below — select Yes.

Have Student Board Members: Yes
Student Election Month: July
Meetings Per Month: 0

Mestinn Maws:

The check list displa _ hen ready, the "Submit Final

Roster” buttons, at 'ing you to submit.

- = Required t Notice

I:I = Optional. | Are you sure you want to remove this
- = Ready to 5§ person from the roster?

Roster Member No  Yes

Reviewed

Review Femove John Doe Board President REVIEWED

| Reuiew| | | Femove | Jenny Appleseed Board Member NOT REVIEWED

2. The screen will refresh. Notice that the “Review” and “Remove” buttons are now
replacedwith the “Activate” button, which means that the person is now marked to
be removed. Ifyou removed a person in error, you may select the “Activate”
button to reinstate the record and complete the review steps as needed.

Roster Members | Add Person| &

Name Title Reviewed

| F'.e'.fiew| | | Hemwe| Jenny Applesesd Board Member
| F'.eview| | | Flemwe| Ana Blossom Board Member
| F'.eview| | | Flemwe| John Dog Board Member
| F'.eview| | | Flemcuve| Steve Greenleaf Board Member
| F'.eview| | | Remwe| Victor Tree Superintendent
| F'.eview| | | Remwe| Rhonda Dewdrop Assistant Superintendent
| F'.eview| | | Remwe| Rhonda Dewdrop Chief Business Officer
Frank Littletree Fublic Information Officer
| F'.eviewi | | Remwe| Suzy Test Executive Assistant
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Check Before You Submit

Things to check before you submit your final roster update.

1. Check List: Verify that the following sections are marked in green and show as “Complete.”
e District Information
e Board President
e Board Members
e Superintendent

District Information | Click to Review /Edit

Mame: Apple USD District Information Complete
Address: 123 ABC S5t.

City: Fruit Tree Board President Complete
: CA
st Board Members Complete
Fip: 91111
Phone: (316]) 111-2207 Superintendent Complete

Fax: (916) 744-5555

Assiztant Superintenden
Board Size: 5

Long-Term ADA: Growing CBO Complete

Board Election Month: Movember
District Type: Unified PIO

District Character: urban

District Staff Complete

Trustee Election Type: Trustee area at-large elections
Term Limit: <+ Years
Web Address: http://wwww.appleusd.org
Have Student Board Members: No

Positions listed in
Yellow marked
“Missing” are not
Meetings Per Month: 0 required. If it is in
Meeting Days: “Missing” status
and you do not
The check list displays information on what is needed to submit your roster. When | have such a
Roster” buttons, at the top and bottom of the page, will become active, allowing you pOSitiOﬂ, then

- = Required to submit. there is no further
action needed.
I:I = Optional.

- = Ready to submit.

Student Election Month:
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Ensure that the total number of Board Members (including your Board
President) matches the Board Size (i.e., for a 5 member board, your roster
should show 4 Board Members and 1 Board President). This should also include
vacant and pending board member positions.

The red box will indicate if you have a missing Board Member / Board President. If so,
scroll back down to the Roster Members section to check if a record needs to be
added or removed to rectify this .

District Information

Click to Review /Edit

Nama:
Address:
City:
State:
Zip:
Phone:

Fax:

Apple USD
123 ABC 5t.
Fruit Trea
CA

91111
(916) 111-2222
(918]) 744-55

Board Size:

3

Long-Term ADA:
Board Election Month:
District Type:

District Character:
Trustee Election Type:

Growing
Movember
Unified
urban

Trustee area at-large elections

Digtrict Information

Complete

Board President

Board Members

Complete

3 of 4

Superintendept

Aszszistant Spperintendent

CBO

PIO

District Btaff

Complete

Complete

Complete

Complete

Roster Members

Add Person| @

Jenny Appleseed

| Review | | | Remove

| Review | | Remove

| Review | | | Remove

| Review | | | Remove

| Review | | Remove

| Review | | Remove |

| Review | | | Remove

Ana Blossom
John Doe

Stewve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop

Frank Littletree

Board President

Board Member

Board Member

Board Member

Superintendent
Assiztant Superintendent
Chief Business Officer

Public Information Officer

Reviewed

REVIEWED

REVIEWED

REVIEVWED

REVIEVWED

REVIEWELD

REVIEVWED
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3.

Roster Members

In the Roster Members section, ensure that all records are Green and in

“Reviewed" status.

If any are Yellow and in “Not Reviewed" status, you will need to select “Review"” to
reviewand save the record.

Add Person| @

|F{e'.fiew || | Remowve

|Re'.riew || | Remove

|Re'.riew || | Remove

|F‘.e'.fiew || | Remowve

|Re'.riew || | Remove

|Re'.riew || | Remu'.re|

|Re'.riew || | Remove

|Re'.riew || | R&m-:l'.f&|

Name
Jenny Appleseed
Ana Blossom
John Doe
Steve Greenleaf
Victor Tree
Rhonda Dewdrop
Rhonda Dewdrop
Frank Littletres

Suzy Test

Title
Board President
Board Member
Board Member
Board Member

Superintendent

Assistant Superintendent

Chief Business Officer

Public Information Qfficer

Executive Assistant

Reviewed

REVIEWED

REVIEWED

REVIEWED

REVIEWED

HOT REVIEWED

REVIEWED

REVIEWED

REVIEWED
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Exporting your Roster (Optional)
If desired, you may export your roster changes and save/print for your records.

1. At the top, select Export.

e Select either “Open with” or “Save File”, and then select “Ok.”

About CSBA Education Issuas Legislation B Legal News B Media Training & Events Services CSBA Store

Export Inprogress Roster ) Export Mark Roster Complete: | Submit Final Rcster|

District Information | Click to Review /Edit |

Tutorial m m
.y la LIS rar————, i

- | |'\ Complete
Cpening 2016Rosterlnprogress.rif L 2 |

Complete
You have chosen to open:

2016Rosterlnprogress.rif Coyik:
which ist Rich Text Format Complete

from: hitp://roster.csba.org

(Il Complete
What should Firefox do with this file?

2 Complete
@ Openwith | Microsoft Word (default) x

Complete

i Save File

Complete

[7] Do this autormatically for files like this from now on.

Han QK Cancel

—— 4
Meetings Per Month: O
Meeting Days:

| The check list displays information on what is needed to submit vour roster. When ready, the "Submit Final |
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Submit your Final Roster

It is important to complete this step. Otherwise, your roster will not be reported as
“submitted” on our report.

After all of the required sections are marked in Green as “Complete” (or in Yellow as
Missing —but not required), the Submit Final Roster button will be lit up. Select this
button if you are ready to submit your final roster.

When the pop-up below appears, select Yes.
PLEASE NOTE: Once you have submitted your roster, you will not be able to log back in and

make changes. If you require additional changes after submitting your roster, please send
anemail to rosterupdate@csba.org and we will make the changes manually.

Export Inprogress Roster Mark: FRoster Complete; | Submit Final Ru:uster|

District Information | Click to Review /Edit

e

Name: Apple USD District Information Complete
Address: 123 ABC St.

Diskrick Tvpa: Lin By authenticating your roster you are Complete

o confirming the information is uptodate
District Character: urt

GEy: Fruit Tree Board President Complete
: CA
State Board Members Complete
Zip: 91111
Phone: (9 . . Complete
Fax: (3
—p - tendent [EeyLIEG
- Notice
Long-Term ADA: Gr Complete
Board Election Month: Mo AFe you sure?

and correct. The roster will no longer be Complete

Trustee Election Type: Tri .
R editable.

Term Limit: <

‘Web Address: htt
Have Student Board Members: Mo Mo Yes

Student Election Month:

Meetings Per Month: O
Meeting Days:
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CSBA Contact Information

Thank you for taking the time to submit your

annual rosterupdate!

Questions?

Please contact
rosterupdate@csba.org

(800) 266-3382

or Aaron Davis, Director of Membership
adavis@csba.org
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