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Overview
• Staff Maintenance

• Add & Update Staff 
St ff R l– Staff Role 

– Staff Duties

• Delete Staff

• Copy Staff To Next Year

Staff Maintenance – Path

Navigation: School > School g
Information > Staff Maintenance
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Staff Maintenance screen

Add & Update Staff- Path

Navigation: School > School g
Information > Staff Maintenance

Add & Update Staff

Click Add
Highlight then
Click Staff Details 
to update
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Staff Maintenance - Required 
Fields

Staff Roles - Path

Navigation: School > School g
Information > Staff Maintenance > 
Staff Roles button

About Staff Roles
• Staff Roles – assign roles to certified 

staff who do not have classes 
assigned to them through Course 
S ti M i tSection Maintenance.
– Examples: Principal, Assistant Principal, 

Counselor, Speech Therapist, Media 
Specialist, EC Teachers who do not have 
pull out classes but do have inclusion 
classes.
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Staff Roles screen

Staff Roles Screen…

Staff Duties - Path

Navigation: School > School g
Information > Staff Duties
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Staff Duties Screen

Other Staff assigned via Course Maintenance
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Delete Staff

• A staff member can be deleted after all 
duties, roles, homerooms etc. have 
been removed.

• If using Spreadsheet/Gradebook in 
TAM, follow the instructions in the TA 
Class Transfer QRD exactly before you 
delete the teacher leaving. 

Setting Staff Maintenance – Next 
Year

• Copy All Staff to next year

• Make certain All Staff radio button is 
checked

• Can ADD/DEL staff on the Next Year
screen

Staff Maintenance screen
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Staff Maintenance screen . . .

Staff Details – Next Year

• Staff roles impact the SAR

• Unless there is an end date for a role, 
currently listed roles will automatically 
copy to next year

• Teacher Assistants are not reported for 
the SAR using Staff Roles

Staff Duties – Next Year

• Staff duties carry over from year to year

• Can ADD/DEL as neededCan ADD/DEL as needed

• House Bill 1151

• Report what is true and accurate for your 
school
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Staff Duties screen

QuestionsQuestions

ncwise.org

• Quick Reference Documents (QRDs)
– Maintaining Staff Records 

TA Class Transfer– TA Class Transfer

• User Guides
– Pre-Scheduling Guide
– SAR/PPAR Manual



2/16/2010

9


