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Steps to Add /Edit  a Staff Member  
 
Home  » HTTUManagemen t  » HTTUSecurity » View Staff Members  
 
Before adding a new staff member:  
 
1.  Uncheck the Show Active Only box.  Click the ñSearchò button. 

 
  
 
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 yellow. 

 
 
 
3.  To make this staff member active, click on the pencil to edit the record.  
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4.  Click in the box to the right  of ñIs Activeò.  Click ñSaveò 

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

and Job Functions. 
 

 
 
 
6.  To add a new staff member, click on ñGoò. 
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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 per your district policy.  Click ñSaveò when finished entering data. 

 
 
 

8.  Click on the ñStaff Member Schoolsò tab to add Schools and Job Functions.   NOTE:  
A staff member must have a Job Function of ñTeacherò in order to appear in the 
Teacher drop down lists for t hat specific school. 

 
 
 
9.  Click ñAddò to add Schools for this staff member. 
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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 t he 
right.  Click ñSaveò. 

 
 
 
11.  You may add as many School/Job Functions combinations as needed.  Click the 

ñAddò button to continue to add additional school buildings, school years, and job 
functions. 
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12.  Select a School and School Year.  Select Job Functions by clicking one or more from 
the Available Job Functions list, and then click the blue arrow pointing to the right.  
Click ñSaveò. 

 
 
 
13.  The example below indicates that Stanley Bostitch is a counselor at both MDECA 

High School and MDECA Junior High.  He is also a teacher at the Junior High.  
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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 changes to be made to the Job Functions for that building and school year.    

 
 

  

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.  
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3.  Click ñSaveò.  

   

 

 

4.  The picture below indicates that Stanley Bostitch is now a counselor and teacher at 
both MDECA High School and MDECA Junior High School.  

 


