
Roster Management 
Student organizations should keep their rosters updated with all current executive officers 

and general membership. This will allow for clear communication between student 

organization executive teams, the Center for Student Involvement, Tigers in Service, and 

academic departments using TigerLink. 

 
To begin, visit your student organizations main page. There will be organization menu bar, click 

on the “News” tab left of center on this menu bar.  

1. There will be several options that we will be discussing within this section of your 

organizational page 

a. Invite People: You’ll be able to send out invitations by the TigerLink email address 

used to log in. You can invite up to 500 people at one time. 

  



b. Messaging: Send out either a text message or email to organization members, 

this can be customized to hit specific populations of your student organization. 

i. Relays: This will be used to create email addresses by setting up a “Relay 

email address” that will send out the message to all organization members 

that fit the criteria. 

1. Select Recipeints: You can select individuals, the entire 

membership, or specific positions to receive this email.  

2. Enter Title: What do you want to call this Relay, make it specific so 

that your organization isn’t sending out multiple emails for the same 

information.  

3. Generate Relay Address: This will be the email address that you 

will email to email out to the recipients selected above 

4. Once you’ve generated the Relay, you’ll be taken to another page 

where it will list out the recipients of your relay, the details of the 

relay, and the email address generated for the relay of information.  

5. Once you use the relay email address once or 24 hours have 

passed, this relay email address will go inactive.  



ii. Send Text (SMS): This option will allow you to text the student organization 

membership (specific individuals or the entire organization) as long as their 

cell phone numbers are listed on TigerLink. They will have to be inserted 

manually by each user. 

1. Sent to: Choose who you want to delieve the text message to 

2. Compose: What do you want to say, in 140 characters or less 

3. Preview: Will give you a preview of what the text will look like 

4. Send: Will send out the text message 

  



c. Manage Roster: This will give you the option to go in and change the roster. 

i. Invite People: Like above, you’re able to invite people to your organization 

500 emails at a time.  

ii. End All Memberships: This will clear the organization of all members 

iii. Primary Contact: You can change who the primary contract of the 

organization is, the Center for Student Involvement suggests updating your 

primary contact when you change your executive board.  

iv. Current: These are all members currently on your roster. 

v. Pending: These are members who had applied to join your organization 

but need to be approved to join your current membership roster. 

vi. Prospective: These are individuals you have invited to join your 

organization and they have not accepted or declined the invitation. 

vii. Message All Members: This will take you to create a Relay, described 

above, to email the membership 

viii. Send Message: You’re able to select individuals you’d like to email through 

a Relay 

ix. End Membership: Withdraws someone from your current membership 

roster 

x. Edit Positions: You’re able to assign or remove Positions within your 

organization for individual members. 

d. Manage Positions: This will allow you to alter the positions you use in your student 

organization;  

  



i. Altering existing positions: You’re able to click on the name of an existing 

position to do the following: potentially granting them additional privileges 

on your TigerLink page, altering the name of the position, publically sharing 

this position and who is in it, and if the position is still active for your 

organization. This does not allow you to change who currently holds this 

title. 

  



ii. + Position: Allows for the creation of a new position. You’ll be able to 

create the position name, type, show this position on the roster, and set 

their access to managing your student organization’s TigerLink page. 

 


