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Quick Reference Guide 

 

Prior to website open date, administrator(s) should first complete the following: 

1. Add Administrator(s) (Refer to Section 1: User Administration Module) 

• Ensure all persons responsible for MarchingOrder administrative functions 

have been added to the site administrator listing. 

2. Update Ceremony Settings page (Refer to Section 2: Ceremonies Module) 

• Administrator(s) should ensure listed date, time, location are correct for each 

ceremony in the current ceremony period. 

3. Update Registration Form (Refer to Section 2: Ceremonies Module) 

• Top of Page Message 

• Modify/Add sections 

• Modify/Add questions 

4. Update all email templates with desired verbiage (Refer to Section 3 

Communication Manager) 

• “Create Graduate” Email Template 

o This is an automated email message that will be sent to all graduates 

once imported to the site. 

• “Graduate Submitted Form” Email Template 

o This is an automated email message that will be triggered and sent 

to all graduates who have completed the Registration Form. 

5. Update all Graduate Data Fields (Refer to Section 5: Graduate Data Fields Module) 

• Administrator(s) should consider any school specific data fields to import to 

the MarchingOrder site. Take Into Account what is being recorded or 

displayed. 

o Honors 

o Degree 

o Major 

6. Download Excel Template (Refer to Section 4: Graduates Module) 

• Prepare the Excel file ensuring all required (red) fields are populated. 

o First Name 

o Last Name 

o Full Name 

7. Import Graduates (Refer to Section 4: Graduates Module) 
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Section 1: User Administration Module 
 

Adding Administrator(s) 
 

In order to access the MarchingOrder Admin Website, a user must be added as an administrator.  

From the MarchingOrder Administrator homepage dashboard, click the User Administration module. 

Note: Graduates will not have access to this view. 

 

Click the Add Administrator button. 

 

  

 

https://admin.marchingorder.com/#/home
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Input First Name, Last Name and E-mail in the below fields and then click the Save button. 

 

Note: You may modify the “Type” of Administrator you would like to add to the site by clicking the drop 

down menu and selecting one of the below options.  
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Selecting School Administrator, allows the user to have access to all administrative funtions for all 

ceremonies. 

 

Selecting Ceremony Administrator allows the user to have access to administrative functions for the 

specified ceremony. 
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Selecting Ceremony Name Reader allows administrative access for the Name Reader only.  

 

Selecting Read Only Administrator allows the user Read Only access to the administrator website.  

 

The newly added administrator(s) will receive an email notification and password creation instructions to 

enable access to the MarchingOrder site.  
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Section 2: Ceremonies Module 
 

Editing Ceremony Settings 
 

To review, manage and edit all ceremonies click the Ceremonies module from the Administrator Home 

page.  

 

Click the blue pencil and paper icon for the ceremony you wish to modify or view.  
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From the Ceremony Settings tab an administrator can make modifications to any of the below ceremony 

fields:  

• Title 

• Date/Time 

• Location 

• Location Map Link 

• Website Link 

• Ceremony Logo 

• Registration Period 

• Ceremony Contact Email 

Click the Save button. 

 

Note: It is esstential to ensure the fields in the ceremony settings tab are correct as they feed into various 

different parts of the site. 

 

 

 

 

 

 

 

 



 
 

10 
 

Editing Ceremony Home Page 
 

The Ceremony Home Page is the first page a graduate will view once logged in to the MarchingOrder site 

to register for commencement.  

To make modifications to this page click the Website tab.  

The Graduate Hompage will display. An administrator can make changes to any of the fields on this page 

by clicking the pencil and paper icon. 

Once the desired changes are made, click the Save button. 
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Registration Form 
 

To access the Registration Form, click the Website tab and then click the Registration Form tab. 
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Editing Top of Page Verbiage 
 

From the Registration Form tab, an administrator may update the text the graduates will see when 

registering for commencement.  
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To edit the text, click the pencil and paper icon at the far right corner of the field. 

Note: This text can contain information about the ceremony or any other information the administrator 

wishes to share with the graduate. 
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The Ceremony Details box will display. Enter the desired text and then click the Save button. 

 

Then click the green Save burtton once again. 

 

Note: In order for all changes to be kept, it is essential to click the Save button at the bottom of each page 

modified.  
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This will return the administrator back to the Ceremonies page. Simply click into the ceremony you wish 

to modify and continue updates. 

 

 

Editing the Registration Form 
 

Note: The Registration Form will contain specific basic sections and questions prior to the administrator(s) 

logging in to make changes. The administrator can make updates to the sections and questions as 

needed. 

Basic Sections and Questions:  

• Graduate Information 

o Official Name on File 

o Email Address 

• Record Your Name 

Note: The Record Your Name section does not require any modifications. 

 

 

 

 



 
 

16 
 

Editing the Registration Form Sections 
 

An administrator can add or modify any of the sections in the registration form.  

From the Registration Form Tab, click the Add Section button. 

 

A new section bar will display.  

 

Click the pencil and paper icon in the far right corner of the box. 
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A text box will display. Modify the Section Title, Description and Dependent Answer(s) fields as needed, 

then click the Save button. 

 

Then click the green Save button once again. 

 

Note: In order for all changes to be kept, it is essential to click the Save button at the bottom of each page 

modified.  
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This will return the administrator back to the Ceremonies page. Simply click into the ceremony you wish 

to modify and continue updates. 

 

 

Editing Registration Form Questions 
 

To add questions in the registration form, click the Add Question button in the desired section. 

 

A new question box will display.  

 

Click the pencil and paper icon at the far right of the box to modifiy. 
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A text box will display. Modify the Type, Question, Details, Dependent Answers and Dependent Graduate 

Fields as necessary. Click the Save button. 

 

Note: An administrator may rearrange sections and questions within a section by simply clicking, dragging 

and dropping the box by using the three lines on the far left of the text box. 
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Then click the green Save burtton once again. 

 

This will return the administrator back to the Ceremonies page. Simply click into the ceremony you wish 

to modify and continue updates. 

 

Note: In order for all changes to be kept, it is essential to click the Save button at the bottom of each page 

modified.  
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Edit Registration Complete 
 

Once a graduate has completed the registration form and selected Submit, the graduate will be directed 

to the Registration Complete page.  

An administrator can choose to modify the Completion Message field. To make changes, click on the 

Registration Complete tab and then click the pencil and paper icon.

  

Completion Message box will display. Once the message has been updated, click the Save button. 

 

  

 



 
 

22 
 

Then click the Save button once again. 

  

This will return the administrator back to the Ceremonies page. Simply click into the ceremony you wish 

to modify and continue updates. 

 

Note: In order for all changes to be kept, it is essential to click the Save button at the bottom of each page 

modified.  
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Section 3: Communication Manager Module 
 

The Communication Manager Module can be utilized by the administrator(s) to create and manage email 

and text campaigns associated with a specific ceremony period.  

Manage Templates 
 

Administrators can create and update email templates housed on the MarchingOrder administrator site.  

From the MarchingOrder Administrator homepage dashboard, click the Communication Manager 

module. 

Note: Graduates will not have access to this view. 
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Click the Manage Templates tab to view automated and school-wide templates. 

Note: These templates are pre-populated on the administrator site.  

 

Modify Add Graduate to Website Email 
 

The Add Graduate to Website Email is an automated email message that will be sent to all graduates who 

are uploaded to the MarchingOrder site for commencement.  

Important Note: As soon as a graduate is loaded to the MarchingOrder site for commencement, the Add 

Graduate to Website Email will be triggered and sent out automatically. 
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If the administrator(s) would like to turn the Trigger “off”, click the pencil and paper icon next to the Add 

Graduate to Website Email. 

 

Select None from the Trigger drop down menu. 
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Click the Save button to ensure changes. 

 

 

To make modifications to the email template: 

From the Manage Templates tab click the pencil and paper icon to the left of the Add Graduate to 

Website Email. 
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The Update Email Template box will display. 
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An administrator can choose to modify any of the fields within this email template. Once updates are 

made, click the Save button. 

 

Note: It is best not to modify text that contains the @ symbol, as these are place holders for automated 

ceremony and graduate information such as graduate name and ceremony date and time.  
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Modify Graduate Submitted Form Email 
 

The Graduate Submitted Form email is an automated email message that will be sent to all graduates 

who have completed the Registration Form.  

Note: Once a graduate has completed the online Registration Form on the MarchingOrder site the 

Graduate Submitted Form email will be triggered and sent out automatically.  

 

If the administrator(s) would like to turn the Trigger “off”, click the pencil and paper icon next to the 

Graduate Submitted Form email. 
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Select None from the Trigger drop down menu. 

 

Click the Save button to ensure changes. 
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To make changes to the email template: 

From the Manage Templates tab click the pencil and paper icon to the left of the Graduate Submitted 

Form email.  

 

The Update Email Template box will display. 
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An administrator can choose to modify any of the fields within this email template. Once updates are 

made, click the Save button. 

 

Note: It is best not to modify text that contains the @ symbol, as these are place holders for automated 

ceremony and graduate information such as graduate name and ceremony date and time. 
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Section 4: Graduates Module 
 

Import Graduates to MarchingOrder Website 
 

In order to access the MarchingOrder Admin Website, a graduate must be added by an administrator to 

the specific commencement ceremony they will be part of.  

From the MarchingOrder Administrator homepage dashboard, click the Graduates module. 

 

Note: Graduates will not have access to this view. 

Click the Add tab.  

 

https://admin.marchingorder.com/#/home
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The administrator(s) can import a single graduate or multiple graduates from the Add tab.  

To add a single graduate: 

Click the +Add Graduate button.  
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The Add Graduate box will display. Input the graduate data in the appropriate fields and then click the 

Save button.  

Note: Be sure to click the yellow plus symbol in the Ceremonies* field to ensure the graduate is added to 

the correct commencement ceremony. By not selecting this button, the graduate will be added to the 

MarchingOrder site, but will be considered INACTIVE. 
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To import multiple graduates: 

Important Note: Prior to importing graduates, the administrator(s) must ensure all Graduate Data Fields 

have been added to the Marching Order site. For directions reference the Graduate Data Fields Module 

below. 

Click the Excel Template button to download the appropriate Excel Template. 

 

Input graduate information in the appropriate fields and then save the template to your computer for 

future upload(s). 

Important Note: Ensure all fields in red below are filled out for the Excel import to be successful.  

 

Note: The above image is an example template only. Each school’s Excel template will display differently 

depending on the Graduate Data Fields the school chooses to use for commencement purposes. 
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Once the Excel spreadsheet is complete, the administrator must upload the Excel document to the 

MarchingOrder site.  

Click the Upload File button. 

 

Select the file for upload and then click Open. 
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Click the Upload button. 

 

If the file upload is successful, the administrator(s) will be able to view all graduates by clicking the Search 

tab, and then clicking the Load All Graduates button.  

 

Note: A test graduate by the name of “aaa aaa” will be preloaded to the school site for administrative 

use. 

Important Note: Administrator(s) can upload graduates as often as necessary. The system will 

automatically eliminate duplicate graduates based on the unique email identifier. 
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Export Data 
 

The administrator(s) can export data using the MarchingOrder administrator site. 

From the MarchingOrder Administrator homepage dashboard, click the Graduates module. 

 

Click the Export tab. The Download Graduates box will display.  
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Select the specific ceremony to export data from or select All Ceremonies from the dropdown menu. 

 

Click the Excel File button to download the data file. 
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Access Graduate Filters 
 

All submitted photos and messages will show in the Photo/Message to be Validated view.  

To access this view, click Graduates from the Administrator home page. 

 

Click Load All Graduates from the Search tab. 
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Select the ceremony to validate from the drop-down menu. 

 

Select Photo/Message to be Validated from the view drop down menu. 

 

Note: Graduate photos and messages can be viewed and directly from this filter. 
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Validate Graduate Photo/Message 
 

The validation process can take place any time after the website open date. The administrator(s) is not 

required to wait until the registration deadline.  

If both photo and message are approved, click the icon to validate/approve.  

From the Photo/Message to be Validated view click the yellow No icon to validate/approve photos and/or 

messages submitted by the graduates.  

 

Note: If both photo and message are approved, click the icon to validate/approve. The icon will change to 

a green Yes icon and remove the student record from the list of graduates in this validation queue.  

 

Note: If a message or photo is validated and the graduate returns to their registration form to change 

their submission, the graduate will populate back into the Photo/Message to be Validated view for 

validation once again. This can continue to happen until the website close date.  

To make modifications to the graduate’s message or photo: 

Click the blue pencil and paper icon in the graduate’s record. 
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The graduate’s record will open. The administrator can make any modifications necessary and then click 

Submit.  
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Section 5: Graduate Data Fields Module 
 

Adding Graduate Data Fields 
 

Graduate Data Fields are any school specific data fields the administrator would like to import to the 

MarchingOrder site. These fields will be preset based on the data the school is recording or displaying. 

Examples of graduate data fields are: 

• Degree 

• Honors 

• Certificate 

Prior to importing graduate data, the administrator(s) must ensure all graduate data fields have been 

added to the Marching Order site.  

From the MarchingOrder Administrator homepage dashboard, click the Graduates Data Fields module. 

 

The Standard Fields and School-wide Graduate Data Fields box will display. 
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The required data fields display “true” in the Required Column.  

• First Name 

• Last Name 

• Full Name 

• Email 

 

To add additional Graduate Data Fields, click the +Add Field button. 
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Input the name of the graduate data field in the Name box, then click the Save button. 

  

 


