
Faculty Role Requests 
 

Faculty Access 

Select Term/Class 
1. Select Term. 
2. Click on the Manage Roles link for the class you want to submit a role request for. 

 

  



Search Page 
1. Click on the Search button. 

NOTE: Email address field is populated after you select a user from the search results. 

 

 

  



People Search Dialog 
1. Enter the person’s name, email or SIS #.  
2. Press Enter to view results. 
3. Click on a correct record to select it. 

 

  



Select role 
1. Select role from drop down. 

Note: Depending on role selected, confirmation page will be different 

 

 

  



Confirmation Page (Grader Role W/O Enrollment Information) 
When Grader role is selected and student HAS NOT taken the class at UML, a note is 
required. 

 

 

Confirmation Page (Grader Role W/ Enrollment Information) 
When Grader role is selected and student HAS taken the class at UML, the term and grade 
is shown.  

NOTE: student information is also shown but hidden in this screenshot 

 

 

  



Confirmation Page (All Other Roles Selected) 
When non-Grader role is selected, only the basic student information is shown. 

 

 

  



Post Submission 
After submission, the request is marked as Pending. Any request(s) not submitted will 
show up with the option to Continue or Delete. 

 

  



Communication Emails 

Requests for Grader Role Only 
An email will be sent out to the requestee to complete the waiver for the selected term, if 
they haven’t already.  

 

 

 

New Requests for Registrar 
An email will be sent to scheduling@uml.edu when new a request is submitted. 

  

mailto:scheduling@uml.edu


Miscellaneous 

Grader Waiver Form 
The Waiver is good for any class for the requested term. 
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