
Marching Orders Tutorial
We are using MarchingOrders to capture a recording of each graduate’s name to be recorded
by a professional voice artist. The purpose of this platform is to allow students to upload a
recording of their name and have their name pronounced properly at the graduation ceremony.
Each graduation candidate needs to follow the instructions below to help ensure their name is
pronounced correctly at the graduation ceremony. Students who DO NOT record a name by the
deadline will not have the opportunity to record.

Step 1: Launch the MarchingOrder platform from the student portal. The link will appear under
the “Additional Resources” section of the portal.

Step 2: You will be automatically logged into the platform, you should see the button labeled
“Record Your Name.” Click Record Your Name to launch the form.



Step 3: Type the phonetic spelling of your full name in the box.
*Note: If you see curly brackets “{ }” around your name or part of your name, Marching
Orders does not recognize how to pronounce your name correctly and requires your
recording.

Step 4: Choose an option to record your name. You can record your name using your
microphone or receive a phone call that will record your name pronunciation.

If you choose to record your name using your microphone, the screen will look like this:



If you choose to receive a phone call, the screen will look like this:

Step 5: Make sure you click the submit button or I will not receive your recording.

Frequently Asked Questions:

Q: Do I have to record my name?
A: Every student is not required to record their name but is highly encouraged to submit the
recording to ensure the voice artist properly pronounces the graduate's name. If a student
chooses not to record their name, the voice artist will pronounce the name as best as
phonetically possible.

Q: I used the phone call feature to record my name but didn't see the recording, did it
submit?



A: After students have recorded their name with the phone call, heard the recording, and
accepted it, they MUST hit the submit button on the form after hanging up or it will show they
have not completed the task.

Q: I have curly brackets in my name, what do I need to do?
A: If you have curly brackets around your name, Marching Orders is not sure how to properly
pronounce your name. You need to remove the curly brackets and replace them with the
phonetic spelling of your name, and you are REQUIRED to record your name.

Q: I already submitted my recording but want to make a change. What do I need to do?
A: You can log back into the Marching Orders system and re-record or make the changes and
re-submit the form. We will use the most recent version of a submission to validate the
graduate's name.


