Staff File — Edit/Inactivate/Add

You will need to maintain and update this file anytime you have an addition or need to inactivate
the staff at your campus.

NOTE: Do not delete a teacher from your staff.

SM/SE

To pull up the first staff member click the ‘Next’ 21 button or the == | button for a list of
available teachers. You must have at least one staff member on the screen before you can begin
any editing process.
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Edit a Current Staff Member

Select the teacher from the drop-down list. Select the teacher by clicking once on their name.
Once you have the staff member selected, click k| This will allow you to make changes.

The following fields must be completed:
Long Name

Short Name

Address

Email

Staff Type

Staff Entity

Be sure to check the box next to “Teacher” for those staff members who are teaching active
courses in the classroom. If you do not check this box, the teachers will not have a
gradebook.

Once you have made the necessary changes, click =Cami]



Inactivate —
Editing a teacher who will not be returning in the next school year

In the lower right-hand corner of the screen is the “Staff Entity” table. While you can view all
entities to which the teacher is assigned, you can only edit your campus.
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Set the “NYY Status” radio button to INACTIVE then click = 2¥
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The teacher is now reflected as ACTIVE for the current year but INACTIVE for next year. This
will assist when assigning meeting patterns. If doing in current year mark both.

Add a new staff member

You will need to have an active staff member pulled up on the screen. Click on the hedd |
button.

Complete the First Name — Middle Name (optional) - Last Name — Address — and any other
information you wish to complete.

If the person is or has been a staff member, you will get the pop-up window below
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*This is very important. If the persons name already exists in the system, use that name.
DO NOT DUPLICATE!



You will then select the staff member from the Name List that will appear. Highlight the name

then click o gelect |

You will be returned to the Name Maintenance screen; click ¥ OK

Correct any information on the screen that is not correct. Remember, if the staff member is also
in the system as a guardian it will change the information system wide.

If the staff member will be teaching a class, you MUST check the box to the left of “Teacher”
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Printing a Staff Report

Close

Highlight Type and Sekct|

When all information has been
entered click 2K

You must have a staff member reflected on the screen to activate the button.

Click the button. Select the “Staff Members Report-SM & Run |

521 - SMASFARP - 2931 - Staff Reports

A pun | @Cose |

x|

ff Reports - Fuﬁ
Staff Information - Sl

Staff Labels - 5L

Staff Members Report - SM
Substitute Assignment Report - 54




521 - SMASFARPASH - 2930 - Name Repoit F

Low High
Enkiby: 521 521
Narme Key: | [Fzzzzzz7772
Date of Eirth: | [12i31/2099
Primary Area Code: ,_ ’E
Zip Code: | ezzz2z2
Township: ,7 ’f
Street: | (Low)
|ZZZZZZZZZZZZZZZZZZZZZZZZZ {High

Building: s

C¥ Status:  active € Inactive © Both
WY Status:  active © Inactive ¥ Bath
[ Print Staff Social Security Mumbers

rame key low range walue, e.g. ABEOTSFOO0O,

X

£BPrint
5k Save
EAReset
@ lose

6 skyDoc

Once the report has generated to the screen, you will able to verify the accuracy of the form it is

You can set the range you wish to
print. If you wish to print a list of
all active staff just mark Active for

current year and E2EI0E

The print screen “output” should
be set to “SCREEN”; the “Printer”
should be set to the desired printer.

Click 2F

a good way to check if you have anyone missing or active when they shouldn’t be.




