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Overview 
The Student Engagement Roster (SER) is a tool used by IU faculty and staff to 
provide timely, effective feedback to all students, resulting in a rich curricular and 
co-curricular experience that leads to graduation. The SER will allow faculty to play 
an active role in encouraging student engagement. For example, faculty can point 
students to resources that will help them to interact with course material, to enrich 
their academic experience, or to explore academic disciplines in which they excel. 
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Steps 

Logging into SER 
1. The SER faculty landing page can be accessed from either One.IU or Canvas: 

• One.IU - search “Student Engagement Roster” and click on the Student 
Engagement Roster (Faculty) tile 

• Canvas course page - click on the Student Engagement Roster (Faculty) 
link 

2. If you are not logged into CAS, enter your credentials at the prompts. 

The SER faculty landing page is displayed. 

 

• Classes for current and future terms are displayed if 1) the schedule of 
classes has been released for the semester, 2) you are set up as an 
instructor for the class, and 3) there is at least one student on the roster 
for the class. 

• IU Online Class Connect (IUOCC) courses are labeled as such. 
• If an instructor has Joint-listed course sections in Canvas (combining 

enrollments for multiple course sections into a single primary course site 
in Canvas), that single roster is also displayed in SER with a “Canvas” 
label. 
The Joint-listing displays in SER with the Canvas course name of the 
primary course from which the Joint-listing was built. 

This convenience feature simply displays the Joint-listing as reflected in 
Canvas; all SER feedback entered for students within a Joint-listed course 
still goes to the appropriate enrollment. 
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• If an instructor navigates to the SER faculty landing page and has not 
been officially assigned a class in SIS, the message “No Rosters Available” 
is displayed. 

NOTE: Contact your campus Registrar for Schedule of Classes questions. 
• Campus locations are noted for instructors that teach from multiple 

campuses.  
• After the class ends, it will no longer display in SER. 
• Only classes with enrollment are displayed. 

3. Click on either the subject catalog number or the class title from the faculty 
landing page to display the class SER. 

Navigating the Class SER  
The SER page for each class is divided into three areas: the class header, toolbar, 
and SER class roster. 

 

Class Header 

The class header displays the subject catalog number, class title, component, 
class number, and term. Topic information, Canvas Joint-listed courses, and 
IUOCC classes are also indicated here when applicable. 

 

a. The Back to Rosters  button navigates to the SER faculty landing page.  

You may find it useful to bookmark the actual SER page for each class, 
bypassing the landing page. Please note, however, if a bookmark is used 
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for a class that has been removed from SER, a message is displayed 
indicating the class has been removed with a redirect to the landing page. 

b. More Details displays instructor and meeting time information. 

c. Inactive displays a list of students that had SER feedback submitted but 
now have a Dropped or Withdrawn enrollment status. 

d. Canvas displays a list of students manually added to the roster in Canvas. 
This allows instructors to review these specific students to determine if 
they should also be added to the class SER. 

To add a Canvas-added student to the class SER, under the Canvas list, 
click Add within the student’s row. 

e. When the recommendation that the student meet with the instructor is 
submitted, the Actions tab is displayed. Clicking the tab displays the 
action list, which allows the instructor to indicate that they have met with 
the student, closing the loop on the recommendation. (See Following Up 
on Recommended Student Actions in this guide for detailed steps.) 

NOTE: The auto-save function in the SER roster will inactivate after the 
page sits idle for 25 minutes. If you have begun to enter 
information and get called away for a long while, please be sure to 
refresh the page before entering new data. Otherwise, you may 
lose the new entries. If you get the 401 error message, choosing 
“reload” will reactivate auto-save. As long as you don’t let the 
page sit idle for long periods of time, the auto-save will stay 
active. 

SER Toolbar 

 
• The Find Student search tool allows you to search for a student in the 

SER class roster by simply typing a few characters of their name, 
username, or university ID. Clicking the resulting match will navigate to 
that student’s row in the roster page. 

• Select in Bulk allows you to select a group of specific students by either 
typing in usernames or university IDs separated by a comma or a space, 
or by copying and pasting them from a spreadsheet, csv file, or any 
comma or space delimited file. 
o This feature is used in conjunction with Multiple Student Feedback 

to quickly apply the same feedback to multiple students. 
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o If you selected any students prior to using the Select in Bulk feature, 
you are given the option to either merge with the current selections 
or replace the current selections. 

o For mismatches, use the mouse or arrow keys to position the cursor 
on the username or university ID, then use the delete or backspace 
keys as appropriate to edit or delete the entry.  

• Multiple Student Feedback activates when one or more students are 
selected, allowing you to quickly add the same feedback to all selected 
students (see the section, How to Add Feedback). 

• Filter provides the ability to display a filtered list of students based on 
assignment grades from Canvas. 
o This dialog box allows instructors to 1) filter by Canvas assignment 

(depending on how the gradebook is set up, either by assignment 
group or specific assignments), 2) unit type: letter grade, 
percentage, points, and 3) a numeric grade range (required). 

 

o The letter grade option of unit type becomes available once there are 
grades entered into the Canvas Gradebook. 

o If your class is a multi-component class with several sections of 
each, you will be able to filter by those cross-listed components from 
the Filter pop-up. Each component has checkboxes to include all of 
the Lecture or Lab sections (for example), or it will list each section 
number of each component to choose from. 
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o Once the filter is applied, the list displays the resulting students with 

their corresponding Canvas assignment grades; the active filter 
parameters are also indicated at the top of the roster header. 

 

o With this filtered list, instructors can quickly select just these 
students using the Select All checkbox, then use Multiple Student 
Feedback in the toolbar to apply the same feedback based on 
Canvas assignment grades (see the section, How to Add Feedback). 

IMPORTANT: The Filter in SER pulls from the current grades that 
students can see. Therefore, if you have any muted 
assignments and are trying to filter based on total 
points/grade, keep this in mind. What the SER displays 
as totals will look different than what you can see in 
your Canvas roster because in the roster, you see a 
total that includes the muted grade. If you are muting 
grades, we recommend that you not submit SER 
feedback until you have made those grades public 
because it will be confusing to students—the grade 
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they can see in Canvas may differ from what you can 
see. You can still enter student feedback as you move 
through your grading—just don't submit it until you've 
made those grades public. 

Selected assignments are not able to be filtered if any of the below 
items are true: 

− The Canvas gradebook has not been setup 

− There are no numeric grades for the selected assignment 

− All students have the same grade for the selected assignment 

The Submit button in the toolbar is used to select a submit option when ready to 
submit pending feedback. 

o When there are unsubmitted changes, this button will indicate the 
number of students with pending changes ( ). 

SER Class Roster 

The SER class roster displays active students (enrolled or added to SER by the 
instructor) by default. Within each row, student name, university ID, and 
username are indicated. The row also displays current Observations, 
Recommendations, and Notes (unsubmitted changes are indicated with an orange 
dot ). 

 
• Checkboxes are used to apply the same feedback to multiple students or 

to submit feedback for selected students only. 
• Add allows an instructor to add a student to the class SER who has yet to 

be officially enrolled in the class (see the section, Manually Adding a 
Student to SER). 

• Clicking a student’s name displays their Details pane.  
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o If the student has FERPA restrictions,  is displayed in 
the pane. Clicking the notification will display the FERPA Statement 
page. 

o The phone number indicated is the student’s preferred number. 

o Enrollment status displays the student’s most recent status. 

o Expanded View moves Details from a pane view to a screen-wide 
view. 

o Program/Plan expands to display the student’s program/plan 
stack(s). 

o Advisor Information expands to display the student’s academic 
advisor(s) and/or academic office. 

o History displays submitted and unsubmitted feedback with a 
timestamp and the network ID of the instructor who 
applied/submitted the feedback.  

This section also indicates if submitted feedback has been reviewed by 
the student and their advisor(s). 
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How to Add and Submit Feedback 
SER allows instructors to apply feedback to students one at a time or apply the 
same feedback to multiple students. 

1. Determine if you are adding feedback to an individual student or adding the 
same feedback to multiple students. 

• If adding feedback to an individual student, click Enter Feedback within 
the student’s row. 

 
OR 

• If adding the same feedback to multiple students: 

o First, select the students via Filter, Select in Bulk, or the selection 
checkboxes. 

o Next, click Multiple Student Feedback in the toolbar. 

 

Depending on the prior action, either the Single Student Feedback or the 
Multiple Student Feedback dialog box is displayed. 

 

2. From the dialog box, add feedback to the student(s) using the following 
methods: 



Student Engagement Roster for 
Faculty 
 

 © 2021 Indiana University Page: 10 
  Revised 2/18/21 
 No portion of this document may be 
 reproduced or distributed externally without the express 
 written permission of Indiana University. 

a. Quick Search Method - If you already know the value, simply type a 
few of the characters in the search field and select from the matching 
results. 

b. Presets - SER provides the ability for instructors to group frequently used 
feedback values and/or notes into a single convenient preset value that 
can then be selected from this dropdown. (To create a preset, see 
Creating Preset Values.) 

c. Menu Option Method - This method displays a selection menu of all 
values for either Observations or Recommendations by clicking its 
corresponding View All button. 

Please note that some SER Observations and Recommendations values 
are campus-specific. 

3. To share additional detail about the feedback, add a message in the Notes 
area. In addition to these comments being viewable to the student, adding a 
URL or an email address in the text field will provide the student a clickable 
link. 

IMPORTANT: When including a message, avoid using the student’s name; 
instead, use “you” and “your” when providing feedback in a 
message. (Examples: “You have done well on your exams,” or 
“I encourage you to participate more during class.”) This 
adjustment protects the instructor and student in case of 
accidentally misdirected feedback. 

4. When the values have been selected and/or a note has been entered, click 
Apply. This adds the feedback as an unsubmitted (pending) change. 

5. Continue to add additional entries to other students as necessary. 

If you applied feedback before submitting and wish to instead revert back to the 
last submitted feedback, this can be accomplished for individual students by 
clicking Enter Feedback in the student’s row, then clicking Restore. 

• Verify all changes prior to submitting. 

• When ready to submit the feedback, click Submit in the toolbar. 

The Submit Updates pop-up is displayed. 
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• Select the appropriate submit option: 

• Students with pending changes: This action submits feedback for 
only those students with pending changes 

• Selected students: This action applies only to students selected 
(check-marked) in the SER class roster and: 

o Submits pending changes made for the selected student(s) 

o Carries over existing Observations/Recommendations/Notes for any 
student that is selected but has no pending changes 

o Adds the “No Feedback” value for any student that is selected but 
has not had SER data entered yet 

• Click Submit. 

The submitted feedback is now officially recorded in SER. The  in the student’s 
row confirms the submission. 

An email is sent from your university email address to the student(s) indicating 
that feedback has been added to their class SER and to review the feedback by 
accessing SER via One.IU or by following the link in Canvas. 

NOTE: If the only feedback submitted for a student is just the “Attending” 
value, no notification email is sent to that student. 

Submitting Progress Report Feedback 

The Progress Report functionality within the engagement roster allows campus 
offices to collect feedback via a “progress report” based on SIS student group 
populations (e.g., 21st Century Scholars, athletes in general, athletes in a specific 
sport, etc.). The progress report feedback uses existing student engagement roster 
functionality for feedback values that the instructor can provide. 
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When the SER landing page loads, the application will check against any active 
campaign data for your students and classes (the spinner indicates the data is 
loading). Once the check is complete, the progress report banner will display with a 
link if any students require feedback. 

 

To access students with requested progress reports, you can use one of two 
methods: accessing students through the banner message or filtering students in a 
specific class.  

Accessing students through the banner message 

1. From the banner message, click the View classes that have students 
requiring feedback link. This will load a page listing all classes with students 
requiring progress reports. If you don’t have any classes containing these 
students, the loaded page will state this, and you can access your SER 
landing page by following the Progress Reports link in the upper-right 
corner of the screen. 

 

2. On the page listing all classes with students requiring progress reports, 
click the class you would like to submit feedback for. This will take you to a 
list of students in that class pre-filtered by progress reports.  
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3. Following the steps outlined in the section How to Add and Submit 
Feedback, select the student(s) you would like to submit feedback for and 
enter the necessary information. Click Apply. 

IMPORTANT: When including a message, avoid using the student’s name; 
instead, use “you” and “your” when providing feedback in a 
message. (Examples: “You have done well on your exams,” 
or “I encourage you to participate more during class.”) This 
adjustment protects the instructor and student in case of 
accidentally misdirected feedback. 

4. Once you are ready to submit all feedback, click Submit in the upper right-
hand corner. The Submit Updates pop-up will display, and after selecting 
the appropriate submit option, click Submit.  

 

Filtering students in a class 

1. From your roster list, select the class you would like to submit feedback for. 
This will load a page showing the list of students for that class. 

 

2. Click the Filter button at the top of the page.  
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3. If you have students requiring progress report feedback in that class, a 
section titled Student Progress Reports will appear at the bottom of the 
Filter pop-up. Check the box next to Requested Student Progress Reports 
and click Apply. If you don’t have students requiring progress report 
feedback, this section will state that you don’t have any progress reports to 
complete.  

 

 

NOTE: You can use the Student Progress Reports filter in conjunction with 
other filter options available for grades imported from Canvas. 

4. Following the steps outlined in the section How to Add and Submit 
Feedback, select the student(s) you would like to submit feedback for and 
enter the necessary information. Click Apply. 

IMPORTANT: When including a message, avoid using the student’s name; 
instead, use “you” and “your” when providing feedback in a 
message. (Examples: “You have done well on your exams,” or 
“I encourage you to participate more during class.”) This 
adjustment protects the instructor and student in case of 
accidentally misdirected feedback. 



Student Engagement Roster for 
Faculty 
 

 © 2021 Indiana University Page: 15 
  Revised 2/18/21 
 No portion of this document may be 
 reproduced or distributed externally without the express 
 written permission of Indiana University. 

5. Once you are ready to submit feedback, click Submit in the upper right-
hand corner. The Submit Updates pop-up will display, and after selecting 
the appropriate submit option, click Submit. 

 

Additional Information about Submitting Feedback 

When submitting feedback for multiple students, any existing unsubmitted/pending 
feedback for these students will be discarded and not appended to the new 
feedback. 

If you would like to remove the most recent submitted feedback from a student’s 
row and not replace it with updated feedback, this may be accomplished by clicking 
Enter Feedback in the student’s row, removing the feedback values and/notes, 
and submitting the updates. Note that the student’s History section still retains a 
record of all prior submitted feedback.  

Importing Canvas Grades into SER Roster 
The Import feature in SER will bring in the total grade for each enrolled 
student from Canvas Gradebook. Once the grades have imported, the instructor can 
adjust the imported values if needed, and then Apply the imported grades to the 
SER class roster. The applied imported grades will display as pending 
feedback. Instructors can add any additional SER feedback or comments and 
then Submit.  

Import grades from Canvas 

IMPORTANT:  

• Before any grades can be imported into SER, the Canvas Gradebook 
for your class must have at least one graded assignment visible to 
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students, and the total value for the course must be in the form of a 
letter grade.  

• Any Pending values in the SER roster will be overwritten once you 
apply the imported grades; therefore, it is recommended that you 
submit any pending feedback before importing grades (feedback that 
is pending will have a yellow dot on the right end of a student’s row on 
the class roster).  

To begin, click the Import button in the SER menu bar.  

 

From the Import data pop-up that appears, click the link Import grades from 
Canvas to initiate importing.  

 

Review and resolve imported data 

After the page refreshes and the grades are importing, a table will display all 
enrolled students sorted by last name, the imported Canvas grade, and the 
Converted grade for SER. The imported grade is the current total grade for each 
student.   
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A warning message will display to correct any invalid records (where there is no 
grade in the Canvas gradebook for a student, or the grade in the gradebook does 
not match one of the grade values in SER, you will get a message that an entry is 
invalid).  

 

The import summary will show the total number of students with valid imported 
entries (green checkbox) and those with invalid entries (red X). 

 

TIP: Click Hide valid results at the top of the student table to only show the 
invalid entries that must be resolved before moving on. The table will auto-
refresh as you resolve each student. Therefore, you can keep your cursor in 
the same spot, and once you select a valid Converted grade value, the list will 
shift up to meet the vacancy.  

 

If no valid grade is imported for a particular student, the imported grade will read 
No Grade, and the Converted grade will ask you to select a grade.  
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Once all grades are valid, click the Show entry results button to see the full table 
of students again. 

For all campuses except Bloomington, the converted grade maps to the SER 
feedback value of the Current Grade. IUOCC courses also use these equivalents.  

 

Bloomington imported grades will map to the Early Evaluation grade equivalent for 
the SER feedback value. 

 

The converted grade for any student can be changed before Applying by selecting a 
different grade from the dropdown menu. The possible values for both Current 
Grade and Early Evaluation are:  

• A+, A, A- 

• B+, B, B- 

• C+, C, C- 
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• D+, D, D- 

• F, I, S 

NOTE: If you need to return to the main roster page, you can click on the Back to 
Roster link in the upper left corner. However, clicking Back to Roster cancels 
any import that has not yet been applied.  

Important Information: Changes made on the view imported grades page are 
not automatically saved. You must Apply to update the imported grades to Pending 
on the roster.  

Applying the reviewed grades to SER roster 

Once all grades have been validated, scroll to the bottom of the list and 
click Apply to change imported Canvas grades pending feedback on your SER 
roster.  

 

A confirmation message will display before grades are moved to the SER roster. 
Click the Yes, apply button to move the grades over. If you need to make more 
corrections, you can click the No, Cancel button and return to the review page.  

 

Once the Canvas imported grades have been applied, the Import page will show a 
success message with a link to return to the main SER roster.  
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The newly imported Canvas total grade(s) will display in the SER roster 
as Pending feedback, as indicated by the yellow dot on the right side of each 
student row.  

Adding feedback and/or submitting SER with Canvas 
grades 

We suggest that you add additional feedback for students to accompany 
their grades. You can submit the Current Grade (or Early Evaluation for 
Bloomington) to allow students to view this value as part of the classroom 
engagement feedback and then provide additional SER feedback for students, 
or you can provide feedback to students individually and submit both grades and 
feedback at once.  

In addition to the yellow dot indicating pending feedback, the Submit button is now 
darker and has a number identifying how many students have new feedback that 
must be submitted.   

 

Reminder: Especially for classes with large enrollments, when the imported grades 
are applied, the auto-save must complete before Submitting. Under the Submit 
button, you will see the message “Saving…” while grades are brought in.  

 

When the Last Saved timestamp displays, all grades have been applied, and you 
can submit or provide additional feedback. 
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Click the Submit button to verify who you want to submit feedback for, and then 
confirm that by clicking Submit in the pop-up.  

Manually Adding a Student to SER 
If a student has yet to be officially enrolled in the class (for example, a waitlisted 
student) the instructor may manually add the student to the class SER. 

NOTE: Manually adding a student in SER does not administratively enroll the 
student in the class, it only adds the student to the class SER. 

1. Click Add. 

The Add Student to Roster dialog box is displayed. 

 
2. Enter in the username or University ID and click Search. 

3. Click Add. 

The student is displayed in the SER class roster with the Added by Instructor 
label and the unsubmitted changes indicator ( ). 

4. Click Submit in the toolbar, select the appropriate submit option, and click 
Submit. 

Once submitted, the student continues to reflect the Added by Instructor 
label, a default “No feedback” entry is added to the History area in the Details 
pane, and an email notification is sent to the student. If the student is 
eventually officially enrolled in the class, the label is removed. 

Removing a Manually Added Student 
If a manually added student to SER was never officially enrolled in the class AND no 
SER feedback was added to the student, they may be removed from the class SER 
by the instructor. (Please note that a student who was never officially enrolled in 
the class, though had SER feedback added, continues to display in the active list.) 

1. Click the student’s name. 
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2. Click Remove in the Details pane. 

The removal confirmation pop-up is displayed. 

 
3. Click Remove. 

The student is removed from the SER for the class. 

Creating Preset Values 
If you frequently apply the same combination of feedback values and/or notes, SER 
provides the ability to group them into one convenient preset value. When selected, 
the preset automatically selects that combination of feedback. 

1. To create a preset, from either the Single Student Feedback or Multiple 
Student Feedback dialog box, click Manage Presets. 

 

2. From the Manage Presets dialog box, click Add new preset. 
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3. Enter a name for the preset. 

 
4. Select the feedback values to group together. 
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5. Enter in any additional feedback comments to include with the preset in the 
Notes section. 

IMPORTANT: When including a message, avoid using the student’s name; 
instead, use “you” and “your” when providing feedback in a 
message. (Examples: “You have done well on your exams,” or 
“I encourage you to participate more during class.”) This 
adjustment protects the instructor and student in case of 
accidentally misdirected feedback. 

6. Click Save All. 

7. Confirm the changes in the next pop-up by clicking OK. 

 
The preset is now available as an option under the Presets dropdown, allowing 
you to quickly apply this combination of feedback to the student(s). 

Once a preset is created, the Manage Presets dialog box also provides the ability 
to edit, rename, or delete a preset value. 

Simultaneous Entries 
In the event there are simultaneous updates to the same class, SER uses the first-
come, first-served rule, capturing the earliest change. This occurs either when 
multiple instructors are updating or when a single instructor attempts to update 
while SER is still in the process of saving their prior change. The following message 
is displayed in these situations, indicating the instructor’s changes were not 
captured and prompting them to reload the page to see the most recent changes. 
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Student Access to SER 
Students can view their submitted SER data through the One.IU tile, Student 
Engagement Roster (Student) or by clicking the link in Canvas. 

Following Up on Recommended Student Actions 
Instructors are encouraged to maintain their class rosters throughout the semester. 

If you submit the “Consult with instructor” recommendation for a student, the 
Actions tab is displayed in the header. This tab allows you to indicate you have met 
with the student, closing the loop on this action recommendation. 

NOTE: If “Consult with instructor" is replaced with another value before confirming 
the student has met with the instructor, the ability to close the loop on the 
action is removed (either the student no longer appears under the Actions 
tab or, if that was the only student with an action recommendation, the tab 
itself is no longer displayed). 

To indicate in SER you have met with the student: 

1. Click Actions in the header. 

 

2. Check “Consulted with instructor” in the student’s row, then click Submit 
Actions. 

 

A verification pop-up is displayed with a reminder that following this update you 
should remove this action recommendation if you no longer want the student(s) 
to see it. 

3. Click Yes, submit in the pop-up. 
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The loop for this action recommendation is closed, which is now noted in the 
student’s Details section. Note that if you choose to leave the recommendation 
in place for the student, even after submitting the action to close the loop, the 
student will continue to display in the Actions tab until the recommendation is 
removed. 

4. Click Students to return to the roster page. 

Accessing Additional Help within SER 
Clicking Help at the top of the application provides access to additional SER help 
articles via Box at IU, and an email link to send a request for assistance. 
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