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Hello Redbird,  
 

This how-to guide will show you each step to complete the online RSO Classification 
Assessment through the Kuali software.  

 

RSO Classifica�on Assessment  

How-To 

 

1. RSO Advisor should access the RSO Classifica�on Assessment  
a. This form can only be viewed and submited by Faculty/Staff at Illinois State University. 

2. Complete the prompted fields on the online form.  
a. Registered Student Organiza�on (RSO) 

i. Enter the name of the RSO exactly as it is listed on Redbird Life 

 

b. Division  
i. Select the Division that your department/school or college reports to at Illinois 

State University. 

 

c. Department – College  
i. Select the department/school or college that will be sponsoring the Registered 

Student Organiza�on. 
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d. Unit 
i. When possible, the “Unit” entry allows you to be more specific. 

a. Example RSO: Redbirds in Business 
i. Division: “Vice President & Provost” 

ii. College – Department: “College of Business” 
iii. Unit: “Department of Management” 

 

e. Purpose 
i. Select whether the statement applies or does not apply to the RSO. 

a. Addi�onal comments can be made as necessary. 

f. Authority  
i. Select whether the three statements apply or do not apply to the RSO. 
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g. Department/School or University understanding of liability.  
i. Review and select “Yes” if the statements are understood. 

 

h. RSO Status 
i. Select whether the RSO meets the criteria to be sponsored or does not.  

 

 

 

 

 

 

 

- Con�nue to the next page to understand the Kuali workflow     - 
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The Workflow 

1. Approvers  
a. This sec�on of the Kuali form is for you (the RSO Advisor) to determine who from your 

sponsoring department/school or college should “sign” this form. 
2. Please enter the ULID for the appropriate personnel  

a. The Kuali system will auto fill the remaining informa�on.  
b. Enter the ULID where you see “rredbi5” or within the example “jtro�.” 

 

 

 

3. Once you have verified that the correct individuals have be included in their correct workflow 
steps you may proceed to submit the form to the Dean of Students Office 

Auto Filled 

Auto Filled 
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Required Ac�ons 

The Kuali system requires each person in the workflow to “take ac�on” on the form for their assigned 
step in the workflow. A�er comple�ng the workflow entries, the system will route to the appropriate 
person for you. When it is the next person’s turn in the workflow process to “take ac�on” they will be 
prompted to do so via their university email.  

• This email no�fica�on will come from “no-reply@mail.kualibuild.com” 

 

1. Access Kuali 
a. Via the email no�fica�on or, 
b. Via the Kuali online dashboard 

 
2. Access the Submission 

a. If you followed the email no�fica�on you can review, approve, deny, or send back 
directly from the populated screen. 

b. If you logged into your Kuali dashboard select “Ac�on List” at the top of the screen 
i. Choose the submission on your “Ac�on List” that you would like to review.  

 
 

- Con�nue on for Addi�onal Steps    - 
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3. Ac�ons  
a. Approve – select the “Approve” buton in the upper right-hand corner.  

i. Can add comments if desired.  

 

b. Deny – select the “Deny” buton by selec�ng the three dots in the upper right-hand 
corner. 

i. When you DENY a submission, it closes the submission out and will no�fy all 
par�es in the workflow including the Dean of Students Office. 

 
c. Send Back – select the “Send Back” buton by selec�ng the three dots in the upper right-

hand corner. 
i. By selec�ng send back it will send the form for edits and review to the person 

that last reviewed the form. 

 
4. Check the Status 

a. Need to see where in the process the Kuali form is currently located? Choose the toggle 
switch on the le�-hand side of your screen to see the “status” of the form. 
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