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» What is a waiver
» Who uses waivers
» Who is responsible for the waiver
» How to access the eWaiver site
» How to view upcoming and past events
» How to create a new event
» How waivers are signed
» How to generate a blank pdf waiver & upload

hardcopies
» How to view signed waivers



» Waivers of  Liability are required for certain categories
of events held on and off campus.

» The Waiver of  Liability document  creates:

˃ Informed Consent,
˃ Participant Agreement, 
˃ Acknowledgement of Risk, 
˃ Waiver, Release of Liability, and 
˃ Hold Harmless Agreement

» The signed agreement assures that the signors
understand and personally accept the risks associated
with the activity.



» Recognized Student Clubs/ Organizations

» Greek Organizations

» University Departments

» Students participating in any  faculty-led off-campus
field trip or similar excursion



» The person or department arranging/ hosting 
the activity or event is responsible for obtaining 
signed releases and maintaining them for a 
period of not less than five years

» Utilizing the eWaiver Website assists users with 
the collection and storage requirement



» As an Administrator to the eWaiver system you
will be able to create and manage waivers for
your activities and events
https://web.chapman.edu/activitywaiver
/Default.aspx?rpage=Admin/ManageEve
nt.aspx



» Enter your Chapman username and password

» The first item you will see are upcoming events



» Use the dropdown button to access past events

» By clicking “View Waivers” you will see a  listing of all
that have signed
˃ You can sort the events by date or name by clicking on the header “Event Date” or 

“Event Name”



» Click “Create New Event”



» Next you will 
customize the 
details of  your 
event



» Select your Organization from the list on the left

» Click, “Add Host”

» You can add more that one host if  multiple
organizations are involved



» Enter Event Title, Date and Location

» Add extra time to start/end times to allow for transportation or 
setup/ teardown 

» Make the Event Location as specific as possible



» Enter any risks that could be associated with the activities of  the 
event

» For off  campus events, we recommend adding general wording as 
the last element:
˃ Other risk that may be inherent at an off-campus location not managed or controlled by the 

University.



» Double Check your entry and click “Add This Event.”



» Once submitted, an administrator will review your New 
Event and approve or reject your request

» When the event has been approved, you will receive an 
e-mail with the links to provide to participants as well as 
to manage the waiver

» Approved events will also be accessible by the “View 
Events” function on the eWaiver site
˃ Participants can log into the eWaiver site and find the event to sign the eWaiver



» Those wanting to participate in events can 
access the eWaiver site, login and select an 
event   
https://web.chapman.edu/activitywaiver
/Activities.aspx

Method 1

https://web.chapman.edu/activitywaiver/Activities.aspx


» Clicking on an event will show the event details

» Clicking “Fill Out Waiver For This Event” will allow 
them to complete the eWaiver

Method 1



» Participants
must fill in their
name,
signature, date
of birth, and
current date

» Click “Submit
Waiver” to
complete

Method 1



» Each eWaiver has a unique link

» E-mailing that link to participants will open the 
eWaiver and allow them to complete and submit the 
waiver

Method 2



» To get a pdf blank version of the Waiver
˃ click on “View Waivers”
˃ Print Blank Waiver

» Blank Waivers can be sent to non-Chapman participants or printed to 
have on hand at the event for those that have not signed yet



» Go to “View Waivers”
˃ Here you can view the list of  those who completed the eWaiver 

» You will have to upload any hardcopies received
˃ You can also upload and view scanned hardcopies in the “View Waivers” function



» To upload the PDF file of scanned hardcopy waivers, 
click the “Browse” button.

» Select the file and click “Upload File”



» Signed waivers are legal documents
» DO NOT edit a past event to create a new event

˃ This will destroy ALL previously signed waivers

» If you need help creating an event please
contact: activitywaivers@chapman.edu

mailto:activitywaivers@chapman.edu
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