
 
Staff Management 
1) Add New Staff Member – click here to add a new staff member screen (this is detailed in the next section). 
2) Location Selection – select your location from the drop down box to view all staff members associated to that building/location.  Once you 
select the location there are edit/delete options next to each staff member for quick edits. 
3) Find A Staff Member – detailed search to find staff members.  Use this option or use #4 for a quick search. 
4) Staff Name Quick Search – type in the last name of a staff member and click go.  It will display all the staff members with the last name on 
the next screen.  You can type in one character or multiple characters of the last name (i.e. “sm” for “smith”). 

ick here to download the staff bulk import template and upload the completed template.  This functionality works very similar to the events bulk  



 
Add A New Staff Member 
1) Basic Information – text boxes to enter information about the staff member.  First name, last name and email are required before you click 
on save at the bottom. 
2 & 3) Large Photo & Small Photo – not required, but photos can be added for each staff member.  Photos should be added fro the 
superintendent, principals and department heads as they will show up on pages designated for each of these people.  Large photo should 
only be added for the Online Classroom while the small photo area is used for the other photos (staff directory, department pages, etc.). 
4) Bio Text – area to enter additional information for the staff member.  If the staff member has an existing external web address this can also 
be entered in the bio area. 
5) Save – click save and proceed to the Assignments tab at the top of the page.  THIS IS CRITICAL because you need to assign the staff 
member or they will not be found in the staff directory since the system will not know how to find them. 



 

Assignments Tab 
1) Assignments tab – click on the Assignments tab after you save Basic Information from previous section.  This tab is CRITICAL because you 
always need to assign a new staff member to a location and department or they will be lost in the system if you navigate to another page! 
2) Location – this drop down will contain the district location and all buildings also.  You must first select a location then the second drop 
down for departments will populate with the correct departments (this might take a second or two). 
3) Department – this drop down will contain the departments for the location that is selected from the locations drop down located above it.  
Select the correct department and save (#4) 
4) Save – pressing this save button will add this staff member to the location and department that you specify above.  You can add staff 
members to multiple buildings by repeating Steps 1-4.  This is handy if the staff member works at multiple buildings within the district as they 
can be found from each location in the staff directory on the public side. 
5) Existing Staff Assignments – as you click save you staff assignments will appear in this area.  As you notice in this example this staff 
member is assigned to three buildings.  Each assignment can be deleted by clicking on the delete to the right of each assignment. 



1) Clicking on Building Management from the CMS will bring you to this page that lists the buildings that you are assigned to currently.  
Logged in as a system administrator you should be able to click on select next to each building to edit building information. 



 



 
 



 
  



 



 
 


