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Steps to Add /Edit a Staff Member
Home » Managemen t » Security » View Staff Members
Before adding a new staff member:

1. Uncheck the Show Active Onl box. Cl i

View Staff Members

Staff Member Name: | Assigned Username: ‘ Show Active Only:{[ ]

Add Staff Member To: | MDECA Local District ¥

2. If the st aff member you wish to add is not on the list, skip to Step 6 . If the staff
member you wish to add already exists in your district, but is inactive, their record
will be shaded gray and the light bulb under the Active column w ill be white instead

of ‘ellow.

View Staff Members
Staff Member Name: H Assigned Username: | Show Active Only: []
Add Staff Member To: | MDECA Local District 3
Last Name First Name Staff Code District Domain Username 3
. /Z ALLEN L JIAL MDECA Local District )
W Allen John Al MDECA Local District -
L i
¥ # ARMENTROUT T JCAR MDECA Local District -

3. To make this staff member active, click on the ﬁencil to edit the record.

View Staff Members
Staff Member Name: || Assigned Username: | Show Active Only: []
Add Staff Member To: | MDECA Local District v
* Last Name First Name Staff Code District Domain Username Active
. # ALLEN L 1AL MDECA Local District
¥ # Allen John All MDECA Local District ';'
% # BRMENTROUT T ICAR MDECA Local District &
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~ by

4. Clickintheboxtotheright of ils Activeo. Click nSavebo

Security - Staff Member: L ALLEN

Staff Members Staff Member Schools

Staff Code: JIAL |7 state staff ID:

Social Security Number: |000-00-3729 Name Prefix: v

First Name: L 7 Middle Name: ]
Last Name: [XLI.E\J 7 Last Name Suffix:

Address: e Address 2: ]

City: I 1 State:

Zip: ]71 Email Address:
Telephone: | Telephone Is Unlisted: []

Start Date: . ™ Stop Datg: v
Primary School Id: [MDECA Junior High v |¢”Ts Active:
~——

Comments:

—_— [IBypass Address Standardization

[ Return To View Staff Members Page

5. The message below should appear on your screen. Skip to Step 9 to add Schools
and Job Functions.

Security - Staff Member: L ALLEN

| The selected Staff Member was successfully updated | 4

Staff Members Staff Member Schools

Staff Code: JIAL 7 State Staff ID:

—
Social Security Number: | 000-00-3729 ‘ Name Prefix: v
First Name: L ~|#  middie Name: [ |

Last Name: ALLEN 2 Last Name Suffix:
Address 2: |

Address:
City: [ i State: [ |
Zip: Email Address: |

T ] Is Unli [m]
Start Date: = Stop Date: v

Primary School Id: MDECA Junior High v| 1sActive:

Comments:

[Bypass Address Standardization

[ Retur To View Staff Members Page

6. To add a new staff member, cl i ck on A Goo.

View Staff Members

Staff Member Name: | Assigned Username: | | Show Active Only:

Add Staff Member To: [ MDECA Locsl District | —
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7. Required fields are the Staff Code, First Name, and Last Name. In addition, you
must enter EITHER the Social Security Number OR the State Staff ID. Enter a Staff

Code :erxourdistr I Cct : ol i cexc‘). whQlni cfki niiSSahved enteri ng
3

Security - Staff Member
Staff Members Staff Member Schools
Staff Code: ¢ State Staff ID:
Social Security Number: | Name Prefix: I v
First Name: [ P Middle Name: [ |
Last Name: [ |7 Last Name Suffix: [ |
Address: [ Address 2: [ |
City: [ | State:
Zip: [ Email Address: [
Telephone: Telephone Is Unlisted: []
Start Date: [ = Stop Date: =
Primary School Id: v|  IsActive:
|
Comments:
|
o
[ Retur To Views(f Members Page ]

8. Click on the nStaff Member School so tab t
A staff me mber mu st have a Job Function of

Teacher drog down lists for that SEecific school.

Security - Staff Member: Stanley Bostitch
Staff Members  Staff Member Schools  @——
Staff Code: [BosT 7 State Staff ID: [ |
Social Security Number: [999-88-7777 Name Prefix: [ v
First Name: Stanley |7 Middle Name: [ |
— =S
Last Name: Bostitch |7 Last Name Suffix: [ |
[ ——
Address: Address 2: [ |
City: State: [ |
Zip: | Email Address: [
T [ bt Is Unli ]
Start Date: | E Stop Date: | E
Primary School Id: [ v| 1sActive:
Comments:
[l Bypass Address Standardization
[ Return To View Staff Members Page

9. Cl i ck B&hdots tor thiscstaftintechber.

L G e o e R A e e T o e e e e N e A L U D T |
Security - Staff Member: Stanley Bostitch

Staff Members Staff Member Schools

Add 4—
School School Year Job Functions Active
There are no records to display

[ Return To View Staff Members Page ]
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10. Select a School and a School Year. Select a Job Function by clicking one or more
from the Available Job Functions list, and then click the blue arrow pointi ng to the

riiht. Click nSaveo.

Security - Staff Member: Stanley Bostitch

Staff Members Staff Member Schools

School: - MDECA High School - School Year: 2012-2013 -
Allow Staff Member to view all Students in EZ Query: Is Active:
Awvailable Job Functions Selected Job Functions

Principal - Counselor

Superintendent

Secretary —

Media Specialist

EMIS Coordinator
Technology Coordinator
Curriculum Coordinator
Bus Driver

Cafeteria Worker
Nurse i

<=

| Return To View Staff Members Page

m
&
s

11. You may add as many School/Job Functions combinations as needed. Click the
AAddO button to continue t ochadykarsgahdijobt i onal
functions.

__Home » Management » Security » View Staff Hembers » Add/Edit Staff Hember Advanced Search | Feedback | Hgmt | Help | version | Print

Security - Staff Member: Stanley Bostitch

Staff member school was successfully saved. ‘

Staff Members Staff Member Schools

[pds] ——

School School Year Job Functions Active
X | /| MDECA High School | 2012-2013 | Counselor &

| Return To View Staff Members Page |
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12. Select a School and School Year. Selectlob Functions by clicking one or more from
the Available Job Functions list, and then click the blue arrow pointing to the right.
Click ASaveo.

O o e Gl iEiiiile e el i oo o

Security - Staff Member: Stanley Bostitch

Staff Members Staff Member Schools

School: - MDECA Junior High - School Year: 2012-2013 -
Allow Staff Member to view all Students in EZ Query: = Is Active:
Available Job Functions Selected Job Functions

Principal - Counselor

Superintendent

Secretary —

Media Specialist

EMIS Coordinator
Technology Coordinator
Curriculum Coordinator
Bus Driver

Cafeteria Worker
Nurse

(EDles]

| Return To View Staff Members Page

m
o
L 23

13. The example below indicates that Stanley Bostitch is a counselor at both MDECA
High School and MDECAJunior High. He is also a teacher at the Junior High.
__Mome » Management » Security » View Staff Members » Add) Edit Staff Member Advanced Search | Feedback | Mgmt | Help | Version | Print

Security - Staff Member: Stanley Bostitch

Staff member school was successfully saved. ‘

Staff Members Staff Member Schools

School School Year Job Functions  Active

| # | MDECA High School | 2012-2013 Counselor

) a)

X | # | MDECA Junior High | 2012-2013 Teacher, Counselor

| Return To View Staff Members Page
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To Edit a Staff Member

1. Click on the pencil (edit) icon next to the job function record you wish to edit. This

allows chan%es to be made to the Job Functions for that buildinﬁ and school ‘ear.

Security - Staff Member: Stanley Bostitch

Staff member school was successfully saved. ‘

Staff Members Staff M

Schools
/ School School Year Job Functions  Active
» # MDECA High School 2010-2011 Counselor Q
¥ # MDECA lunior High 2010-2011 Teacher, Counselor Q

| Return To View Staff Members Page

2. In this example, you want to add Teacher job function in the high school for the
staff member. Move Teacher from the Available Job Functions list by clicking
Teacher, and then click on the blue arrow pointing to the right.

Security - Staff Member: Stanley Bostitch

Staff Members Staff M Schools
School: - MDECA High Schoal School Year: 2010-2011
Allow Staff Member to view all Students in EZ Query: O Is Active:

Available Job Functions

All

Teacher €——
Principal
Superintendent
Secretary

Media Specialist

EMIS Coordinator
Technology Coordinator
Curriculum Coordinator
Bus Driver

Save Cancel

Selected Job Functions

Counselar

F 3 3

|
F1e—

|

Return To View Staff Members Page
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3.Click ASaveo.

Security - Staff Member: Stanley Bostitch

Staff Members Staff Meml

Schools

School: - MDECA High School

School Year: 2010-2011
Allow Staff Member to view all Students in EZ Query: O

Is Active:
Available Job Functions Selected Job Functions
All

Teacher
Principal Counselor
Superintendent
Secretary
Media Specialist
EMIS Coordinataor
Technology Coordinator
Curriculum Coordinator 4
Bus Driver
Cafeteria Worker

(D=

>

F 3 3
¥4

|

| Return To View Staff Members Page

4. The picture below indicates that Stanley Bostitch is now a counselor and teacher at

both MDECA Hi%h School and MDECA Junior Hi%h School.
Security - Staff Member: Stanley Bostitch

Staff member school was successfully saved. ‘

Staff Members Staff Meml

Schools

School School Year Job Functions  Active

» # MDECA High School 2010-2011 Teacher, Counszelor )

¥ # MDECA lunior High 2010-2011

.
Teacher, Counselor Q

| Return To View Staff Members Page
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