
Log In

Sign in with the username and password provided 
to your chapter.

“I forgot my password” will create a tempoary 
password and send it to the email address 
associated with the user profile.

Contact the WGE if you need you do not have 
access and need to reset user account information. 
The password and associated email can be changed 
inside the CRS from the “My Profile” tab.

Look for important messages 
on the login screen

Chapter Reporting System 
Quick Reference Guide
Alpha Rho Chi’s Chapter Reporting System (CRS) 
records active member information, manages 
chapter rosters, and calculates dues and fees owed. 

As an online system, the CRS reduces the number 
of different reports to be filed by the chapters and 
ensures chapter officers and the Grand Council 
share the latest information. Storing the records 
online, the CRS should help make the transition of 
chapter officers easier.

This guide is a visual introduction to the main 
features of the CRS and key tasks such as updating 
roster information and filing reports.
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Access the Chapter Reporting System (CRS) at  

crs.alpharhochi.org 
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The Chapter Home page shows the chapter’s current roster and a summary of reports to date.  
A banner across the page will remind you if your chapter is behind in its reports.

Chapter Home

Sign out when you’re 
done using the CRS

My Profile allows you to change 
account password and email

Tell us who to contact 
about your chapter’s 
reports. Click “Save” 
to lock in the contact 
name and email.

The left side displays a 
roster of your chapter’s 
actives and pledges.

If there are more than 
50 names, the roster will 
be split on multiple pages.

Click “Modify” to update 
a name’s contact info  
or status.

Add new pledges or 
members with the  
“Add Name” button.

“See other names…” 
shows you names not in 
the active roster such 
as recent alumni.

Use “Print Roster” to 
generate an address list 
you can print out and 
circulate around the 
chapter for updates.

Use the drop down 
menus to indicate 
which member holds 
which “worthy” office.  
(Officer changes are 
saved automatically.)

Recent Payments 
displays the most recent 
recorded entries so you 
can quickly see if the 
WGE got your check.

The page displays 
the latest balance of 
reported dues and 
payments

This is the address for 
shipping packages such 
as badge orders. This 
may be different from 
the chapter’s address 
in the Master Directory. 
UPS can’t ship to most 
PO Boxes. Click “Edit” to 
make changes.

The right side displays a 
summary of reports for 
the school year. 

Click “File Report” to 
file each month’s report. 
If you’ve already filed 
a month, you can edit 
it. You can even file for 
future months. 

When reports become due, the 
page is highlights the month in 
orange. If multiple months are 
overdue, the CRS will have you 
file all the pending months  
at once. 
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You can add names or record changes to your chapter roster from the Chapter Home or the File Report page.

Make Roster Changes

Click “Modify” to revise a roster entry.

The roster entry will expand to show all 
roster information

The button changes to green to indicate a 
change has been made.

Click “Add Name” to get a blank entry to fill in for 
new pledges or faculty/honorary initiations 

The CRS provides status change options based on the current status for that 
name. Here are some examples:

If an active transfers to the chapter, you can load 
their information using the member ID from the 
Member Database at database.alpharhochi.org

Modify an Entry

Add a Name

Status change options vary 
depending on the member’s status. 
Dates indicate when the selected 
change takes effect.

Basic name information and  
phone/email contact info

Permanent address (typically a 
parent’s) is used for mailings such 
as The Archi. It also provides an 
initial to use post-graduation.

School address can be used for 
recording local addresses during 
the school year.

Click “Save” to record your 
changes or hit “Cancel”

When recording a 
member’s initiation…

… the system will 
prompt you for badge 
order options

Status History provides a summary 
of the member’s status in the CRS.

Note: contact information for pledges are not 
recorded in the Member Database until initiation.

If you make a status change,  
you can undo it until you file or 
edit a monthly report.
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File a report by clicking the link on the right side of the Chapter Home page.

If the chapter is behind on reports, the CRS will highlight those months in orange. 
In this case, when you click “File Report,” it will file reports for all those months in 
a single transaction.

The CRS allows you to file reports for future months, but remember you may need to 
edit those reports later to record new pledges or members.

The report uses the month’s roster to calculate dues 
and fees for that month.

You can make status changes from 
the roster on this page and add new 
names just like on the Chapter Home 
screen.  

Confirm who is filing this report.

The month’s totals 
reflect the number 
of actives and any 
other fees from the 
roster.

The total due reflects 
this report only 
and not the overall 
chapter balance.

If the report has new 
initiates, confirm the 
shipping information for 
this order. If summer is 
coming, you may need 
to use an alternate 
address.

Share a note with the 
WGE if necessary.

The roster will reflect changes you 
made on the Chapter Home page.  
The status for the members is for the 
given month.

Note: In addition to the 
reporting contact, the CRS can 
send emails notices to other 
chapter officers. For example, 
the chapter may want the WA to 
be copied when reports are filed. 

Contact the WGE to set up 
additional email notifications.

File Reports
Selecting a Monthly Report

Filing a Report
Click to clear all pending 
status changes in the 
roster. Be careful!

When you’re done, click “Submit Report”

A summary will appear that you can print out 
and send with a check if desired.

The system will also follow up with emails 
to the Reporting Contact, WGE and others as 
designated. (see note to the left)
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Edit Reports
You can revise reports after you have initially filed them for corrections or new information.

Select the “Edit Report” link to the right of the month on the Chapter Home screen. You’ll see the familiar 
report screen.

You can make changes 
to the roster here.  
For example, we added a 
returning active effective 
Sept. 2010. 

Other changes you made 
from the Chapter Home 
screen are reflected in 
this roster as well. 

 
The roster as of the 
month you selected is 
displayed. A summary of the previous 

report for the month 
appears for reference

The revised totals reflects 
new roster information 

The total due reflects just 
the difference between the 
new and previous reports.

When you make changes, the 
CRS checks other monthly 
reports on file and revises 
them accordingly. You don’t 
need to revise each month’s 
report manually.

Click to clear all pending 
status changes in the roster. 

Shipping information will 
appear if any initiates are 
part of the report, even 
if they were included in a 
prior version of the report.

When you’re done, click “Submit Report”

A summary will appear that you can print out 
and send with a check if desired. Emails will be 
sent using the same distribution as an original 
report.
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Edit Your Profile
Visit the My Profile tab to change your password or the name and email 
address associated with your CRS account. Note: the name and email address in the profile is 

not linked to the Reporting Contact information on 
the Chapter Home page.

It is wise to change the 
password after a change of 
officers.

This email address is used for  
“I forgot my password” requests 
on the login screen.

Click “Save” to record your 
changes on this page

Similar to a checkbook register, the transactions page provides a running record of reports filed, payments 
received, and other credits or debts incurred by the chapter with the Grand Council.

Review Your Transactions

Click on the Transactions 
sub-tab to visit this page

When reports are filed 
or edited they appear 
as new tranasctions.

The current school year 
appears at top.

The WGE records when 
payment is received.

Click on a link to 
view the confirmation 
summary for that 
report.

The rightmost column 
displays the chapter’s 
balance over time.


