
 

 

 
 

Staff Entry 
 
 
 

STEP I: Creating a Person 

1.  From Index, click on Census 
2.  Click on People 
3.  The Search screen appears. 
4.  Make sure Search for a: is on All People.  To search, type 

last name, first name or any portion of the last name and 
first name 

 

If you do not find the correct person:  
 

1. Click back on Index 
2. Under Census, click on Add Person 

 

 
 

3. Type in Last Name 
4. Type in the First Letter of the First Name 
5. Click Search 
6. After searching again for the person if the person still 

does not exist, click on Create New Person.  
7. NOTE: You may need to scroll to the right to find it. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Enter the following: 

a. Legal Last Name 

b. Legal First Name 

c. Legal Middle Name 

d. Gender 
 

9. SAVE 

10. Click on person you just created 
11. On the Demographics tab, scroll down the page and enter the PersonID in the Local Staff 

Number Filed 
12. Scroll down and enter their Email – must be their Bibb County email address 
13. Enter other contact info such as Cell Phone, Home Phone (other Phone), Work Phone 
14. SAVE 



STEP 2: Adding Assignments 
 
District Employment 
1. Click on the District Employment tab. 
2. Click New 
3. Enter and employee district start date 
4. Enter the teacher’s certification number in the License field. 
5. SAVE 

 
6. Click on District Assignments Tab 
7. Click New 
8. If necessary, click in the School dropdown box and select your school. 
9. Enter: 

 Department 

 Start Date 

 Title 

 Type 

 

 

 

 

 
 

 
 
 

Select the check boxes that will determine how this person should be used in Campus: 

 

 Teacher - This allows the person to be assigned to teach a course section and gives access to that 
section’s grade book and roster. 

 Special Ed - The staff member's name will appear in the Special Ed Staff dropdown list when creating a 
team for a student. 

 Behavior Admin - This will place the person’s name in the dropdown list as an individual who deals with 
student behavior issues. 

 Health - The staff member's name will be displayed in the dropdown for treating student health issues. 

 Response to Intervention - The staff member's name will appear in the Response to Intervention Staff 
dropdown list when creating a team for a student. 

 Advisor - This makes the staff member's name appear in the Advisor dropdown list when creating a 
learner plan team for a student. 

 Counselor - The staff member’s name will be displayed in the counselor list to be assigned to students. 

 
The person is now assigned to your school. 


