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Staff Assignments

® Staff Assignments within TNCompass
® Staff Assignments - Add Non-licensed Staff
¢ Staff Assignments - Data Management - Import Wizard

TNCompass delivers the capability to manage Staff Assignments which are accessible by authorized state-level
administrators, regional administrators, and LEA permitted staff.

TNCompass has been designed to remove the need of Excel-based staff management; each LEA will have its
staffing assignments from the previous academic year pre-loaded. Authorized administrators have the tools needed
to make one-off changes in staff assignments within the TNCompass Staff Assignments tool.

The capability to make bulk staff assignment changes via an export/import process is supported for Administrators
with the Data Management - Import Wizard tool. The Data Management - Import Wizard tool support export and
download of bulk data, including Staff Assignment lists into an Excel format for modification, upload, validation, and
processing into TNCompass.

Staff Assignments within TNCompass

® Click on the Administration tab and then
¢ Click on the Staff Assignments button,

£ Administration

People Management

People Staff Assignments

® The Staff Filters window appears with a left side bar.

® Click to select State, EPP, or Region. Users are limited to Staff Assignments for his or her own authorized
area. State administrators can perform assignments at the state level and regional administrators can perform
staff assignment for their own region.

® The drop down list is modified based on the above selection.

® Select Staff Status button for Active or Removed staff.

® Enter First Name, Last Name, and/or License Number to perform a search.
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5 Staff Assignments

Staff Filters

Academic Year
2015-2016

State
ennesses Department OFf Educ:  +
Staff Status
& Active Removed
First Hame
Last Name

License Number
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The following illustrates a Region Selection with a drop down list to select the appropriate region.

s Staff Assignments

Staff Filters

Academic Year
20152016

Offies
] inal Office

Memphis! Shelby Core Regional Office
Mid Cumberland Core Regional Office

suth Viest/Memphis Core Regional Office
cies/Special Schools

Upper Cumberland Core Regional Office
ST STEIE
® Active © Removed
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Selecting a region displays drop down lists for the LEAs within the region and then the schools within the
selected LEA, as illustrated below.

Region

South East Tennessee CoreReg v

LEA (clear selection)

MeMinn County v
School
Selecta School T

Selecta School
Calhoun Elementary
Central High Schoal
E K Baker Elementary
Englewood Elementary
MeMinn High School

Mountain View Elementary
Miata Elementary k‘

Riceville Elementary
Fogers Creek Elementary
System-Wide School

Last Name

License Number

The staff list for the selection(s) displays to the right of the Staff Filter sidebar.
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The following staff list is fictitious and for illustration purposes only.

Click the paper and pencil icon to edit the line entry.

Click the trash can icon to delete the line entry.

Click Educator Profile link to access the educator information.

Click Account to access the educator account.

Click Add LEA Staff button to add staff to the LEA.

TNCompass

1-4 0f 4

License =

874101939

827304122

&02081634

820247731

1-4 0f 4

101201501 100

Location Mechinn County (00540)

Status Active

Name

Chbserver (00540), Clivia

Resources (00540), Robert

Superintendent (00540), Susan

Supervisor (00540), John

101201501 100

Role

Cbserver Only (notevaluated)

HR Administrator

District Administrator

District Supervisor

4

-0
-0
-0
-0

€9

page 1 of 1

Add LEA Staff

Educator Profile | Account
Educator Profile | Account
Educator Profile | Account

Educator Profile | Account

€ >

page 1 of 1
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Staff Assignments - Add Non-licensed Staff

o Non-licensed staff with a previous teaching license may already be in the system. Always search for the
user before adding him or her to the system.

® Click Administration tab.

® Click People button.

® Search for the person to add using the Filters tools on the left side bar. Enter any or all of the criteria and click the
Search button.

® [f the person is found, click Administration and then Staff Assignments to add the person to your staff.

® |f the person is not found, click Add Person button

1012050 100 >
Filters 1-10 of 382,067 page 1 of 38,207
First Name
Name Email Date of Birth S5N Gender
Last Name
= (blank)
= (blank)
Date of Birth
= (blank)
= (blank)
SN (last 4 digits)
= (blank)
= (blank)
) Registered Users
O Unregistered Users = (blank)
O Educators = (blank)
) Non-educators = (blank)
m Clear Filters = (blank)
10]20]50( 100 € >
1-10 of 382,067 page 1 of 38,207

When the Add Person pop-up window appears, enter the person's First Name, Last Name, and Email
address.

The person will receive an email message to complete the registration process.

Once the person completes the registration process he or she can then be added to the staff, via the
Administration and Staff Assignments process.
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Staff Assignments - Data Management - Import Wizard

Bulk editing of staff assignments is efficiently accomplished using the Data Management - Import Wizard.

Access to bulk editing of staff assignment is limited to user authorized to perform this function for the specific
locations.

® Click Administration tab,

® Click Import Wizard under the Data Management heading to open the wizard.

® The wizard walks the user through the process of selecting a location to export data and create a template,
exporting the template to Excel, after modification is complete importing the template, validating the template, and
processing the changes. The left hand sidebar tracks each step in the process.

Data Management

X]

Import Wizard

® Select Location to generate a template. Click to select the Region, LEA, Schools for the template.
® \When selections are complete click the Generate Template button.
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[£) Data Imports

Import Wizard

7 Generate Template
Select File & Import Data
‘Validate Data

Process Data

Staff Data Import

Plea

generate a file using the sel

ctions below.

Select location(s)

v Tennessee Department Of Education
hd Morthwest Tennessee Core Regional Office (D01)
A Benton County (D D)

w

Big Sandy School ||
Briarwood School (D

Camden Elementary (00Z20)

Camden Central High School (D025)
Camden Jr High School (D
Helladay Elementary (0030)

System
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® When users already have a template, scroll to the bottom of the page and click to check the box labeled I already
have a template.
® Click Continue

Generate Template

Cancel # | already have a template. m

The selected staff list is then exported to the users computer as an Excel file.

Users already having a staff list do not have the file exported since he or she already has the file.

Users can then modify the staff information in the Excel file.

When all changes are made and checked for accuracy the file is ready to be imported into TNCompass for
validation.

On the wizard Staff Data Import window, note the wizard is tracking progress at Select File & Import Data.
® Click Choose File

[£) Data Imports

Import Wizard
Generate Template Staﬁ Data |mp0rt

cr Select File & Import Data Please select a file containing the Staff data.
‘alidate Data

Process Data Cheoose File | Mo file chosen

Gancel m
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® Select the updated file from the computer.
¢ Click Continue

Staff Data Import

Please select a file containing the Staff data.

Choose File | THCompass_Staff_|ImporiTemplate. xsx

® The file is uploaded and ready for validation in TNCompass.
® The wizard tracks the progress and shows Validate Data.
® Click the Validate button to validate the information.

[£) Data Imports

Import Wizard
Generate Template TNCompass_Staff_ImportTemplate.xIsx

Select File & Import Data

Staff & Educators = Staff
o~ Validate Data Create: T PM (Central) by Gloria MchMahon
This praview only shows the first ten records. Thers are 20 recond(s) total.

Process Data

Districtld School id Last Hame Email Role

00024 olvizobssrerdDIB4Encompass.ong Obssrusr
DO0E4 roberresourcesD00EB4@ncompass.org HR Admin
DOoe4 ) susansuperinied 0004 @ieompass.org  District Ad

johnsupeniscrdDIE4@Encompass.ong Diistrict Su
\Eincompass.ong Assisiant]
Dhssree \@tncompass.ong COhbssresr

B4-DDDD@meompass.org Principal

maryDDIe4-000Encompass.ong Teacher
{Encompass.ong Assistant]
Observer (D0084-0005) obDDIE4-DIDSEincompass.ong Observer
L] L3

Cancel Import
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TNCompass

® |f the data is not successfully validated, TNCompass will advise of errors. Correct the errors and validate the

data again. Repeat if necessary.

® When the data has been successfully validated, TNCompass provides a message to advise The import was

validated . . . .

® Users can download the full report by clicking the Download full report button.
® The wizard again tracks the progress and shows Process Data on the left sidebar.
® The file is ready to be processed, click the Process button.

Import Wizard
Generate Template
Select File & Import Data
“alidate Data

¢F Process Data

€ This import was Validated on 5/17/2016 3:24:35 PM (Central) by Gloria MchMahon

Summary & Download full repeort
« Staff Match (20)

TNCompass_Staff_ImportTemplate.xIsx

Staff & Educators = Staff
Created 5/M17/2016 3:23:27 PM (Central) by Glora McMahon
This preview only shows the first ten records. There are 20 record(s) total.

Districtid Schoolld License Number First Name Middle Name LastMame Email Role

BITTH2E2T Olia Observer (00024} olivizobsenerDDIB4@incompass.ong Obrszrver

BATTZIT Robert Resource: roberresources0DlE4@incompass.ong HR Admin
EBEG15480 Susan Superiniends ) susansuperiniendeniDDlB4@incompass.ong  District Ad
845381154 John Superviso johnsuperviserlD0E4Eincompass.arg Diistrict Su
B24100882 Angela AssisEnt| D NCOmpass.ong Assistant !
B18352882 Homer Chse @incompass.ong Observer
B251T2845 Paul Principal (D00 B4-DD00Eincompass.ong Principal
BEB451215 Mary Teache: (Eincompass.ong Teacher
B0EGER0EZ Angela Assistant (D00 0 5@ incompass.ong Assistant !
E12E4T4LT Homer ODhserver 05@incompass.ong Observer
1 »

Cancel Import Revalidate
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® When the file is successfully processed, TNCompass confirms the date and time processed.
® The wizard tracks the process as Completed.

[£) Data Imports

Import Wizard
Generate Template
Select File & Import Data
Validate Data
Process Data

7 Completed

& This import was Processed on 5/17/2016 3:25:31 PM (Central) by Gloria McMahon.

TNCompass_Staff_ImportTemplate.xIsx

Staff & Ed

PM (Central) by Glora Mchahon

This preview cnly shows the first ten recerds. The e 20 recond(s) total.

Districtld Schoolld License Number FirstMame Middle Name LastName Email Role
Oflivia Dlbservs: oliviaobserue: B4 @incompass.ong Tbs=rer
Robert Resources urcesD00B4E@ncompass.ong HR Admin

Sursan Superints: District Ad
John Superis D@ incompass.ong District Su
Angela Assistant Eincompass.orng Assistant |

Home COMPESS.oNg Obssrsr

Paul iEinecom Principal

[ Mary D{E@ncompas: Teacher
DDoB4 Angsls Assistant ] DD {Eincompass.ong Assistant |
D024 Home: Obserer

3

Start a new import & Download full report
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Master Schools

The purpose of this portion of the TNCompass user guide is to provide information about the ability to mark a school
as a master school for growth/achievement measure scoring purposes.

To select a home (master) school to apply for growth measures, take the following action.

® Click on Administration tab.
® Click on Staff Assignments.

£ Administration

People Management

People Staff Assignments

® Select region, LEA, and school to be set as the "master" school.
® |f the teacher is not already on the list for this school, click on the Add School Staff wizard at the top right of

the page.
® |f the teacher is already on the staff list for the school, click on the pencil and paper icon to edit the teacher
information.
% Staff Assignments
10|20 50| 100 €« >
Staff Filters P page 1 of 1

Academic Year

2015-2016 Location  Coffee County Middle School (0010) Add School Staff

Status Active

State
License 3 Name “* Role >
Region K
South Central Cora Regional OF ¥ 835201557  Assistant (00160-0010), Angela Assistant Principal rg u Educator Profile | Account
875511842 Observer (00160-0010), Homer Observer Only (not evaluated) [F3 u Educator Profile | Account
LEA (clear selection)
Cofiee County v 802106312  Occupational (00160-0010), Oscar Teacher T3 u Educator Profile | Account
School (clear selection) ‘z 811623587  Principal (DD160-0010), Paul Principal [F3 u Educator Profile | Account
Coflee County Middle School '| 841626350  Teacher (00160-0010), Mary Teacher * @[]  Eoucatr Profle | Acount
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® Add the new teacher and select the role or select a current teacher.
® When the information appears on the screen, click Next.

Edit Staff
Selected Person Select a Role
Mary Teacher (00160-0010) ® Teacher

Email: mary00160-
0010@tncompass.org

Teacher Evaluator

Date of Birth: 12/31/1977 Principal
SSN: XXX-XHK-6350 Assistant Principal
Location: Coffee County Middle School Observer Only (not evaluated)

(0010) - Teacher

N

Next

® Click to check the Is Master Location box to designate the location for use for the growth score.
® Click Save Staff to save the entries.

Edit Staff

Please confirm your selections
Person:  Mary Teacher (00160-0010)
Date of Birth: 1213111977
Location: Coffee County Middle School (0010}

Role: Teacher

Is Master Location: I:{Iﬁt

A Your are changing the role of this person at this location.
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Upload Observation Data from Third Party Vendors

/1, This feature is in development and will be introduced at a future date.
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User Management

® User Management Permissions
® View User Information
® Add New User

Each user can view and edit his or her own Personal Profile information.

® Click on name in the upper right hand corner of the window and select Account or click on the Account
Information button under Application Quick Links on the home page.

Application Chuick Links

= My Educator Profile

“ & Account Information

® When the personal information and account information page displays, the users name appears at the top
of the window with Personal Information and Account Settings information displayed.

® Validate and edit information as needed; changes save automatically.

® Under Account Settings users can change their Username, Account Email, and/or Password. Click on the
link following the appropriate Account Settings entry to make the changes.

first name last name

Personal Information N\ sean
Full Name:  First Last Name
Email: | email address
Date of Birth: =~ mm/ddinny
Gender: F
Ethnicity:
Race:
S5N: 1234
address
Address: | iy 57z
Phone 1:  phone number
Phone 2: phone number
Registered: Yes
Account Settings @ Active
Usemame: | sername [ Change usemamefemail ]
Account Email: 7 emai address [ Change usernamefemail ]
Password: [ Change password |
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User Management Permissions

Administrators with authorized permissions have tools to manage user information.
Permissions or authorization within TNCompass for user administration are as follows:

State-level administrators can view all LEAs, educators, and non-licensed users in the state.

Regional or LEA permitted staff can view the educators in their respective regions or districts.

Principals can see all assistant principals and educators in their own schools.

Assistant principals can see all educators in their own schools. Assistant principals cannot see principals or
other assistant principals.

® Teachers will only be able to view their own record.

View User Information

User information is available to view for individual educators from the Educator's tab. Search for an Educator
and when the specific educator information is found, click on the educator name to display the Educator Profile
record.

User information is available through the Administrator - Staff Assignment functions within TNCompass.

® Select Region, LEA, and School to locate the user.
® (Click on Educator Profile or Account to view user information.

o Staff Assignments

10]20]50] 100 €« >
1-50f5 page 1071

Staff Filters

Academic Year

2015-2016 Location  Coffee County Middle School (0010) Add School Staft

Status Active
State EPP Region

License $ Name “ Role s
Region
South Central Core Regional Ofi 835291557  Assistant (00160-0010), Angela Assistant Principal # u Educator Profile | Account
875511842 Observer (00160-0010), Homer Observer Only (not evaluated) I3 u Educator Profile | Account
LEA (clear selection)
Coffee County A 802106312 Occupational (00160-0010), Cscar Teacher # u Educator Profile | Account
School (clear selection) z 811623587  Principal (00160-0010), Paul Principal [£3 u Educator Profile | Account
‘ Coffee County Middle School '| 841626350 Teacher (00160-0010), Mary Teacher ‘ 73 a Educator Profile | Account
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® Alternately, search for a specific user by First Name, Last Name, and/or License Number.

Staff Filters

Academic Year
2015-2016

State

Tennessee Department Of Educa v

Staff Status

= Active O Removed

N\

First Name

Last Name

N

License Number
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Add New User

Licensed users are added by the state through the Licensure process and cannot be added by LEA personnel.

To add unlicensed users, click on the Administration tab and then click on the People button.

£ Administration

People

People Management

N

ius

Staff Assignments

When the People window displays:

Search for the person. Enter the first name, last name, date of birth, and/or social security number to locate

the person.

To filter the search based on registered users, non-registered users, educators, or non-educators click the

appropriate radio buttons and click the Search button.

To clear filters, click the Clear Filters button.

% People

Filters

N First Name

Last Name

N

Date of Birth

4 SSN (last 4 digits)

Registered Users

Unregistered Users

Educators

Non-educators

Clear Filters

10[20(50( 100
1-10 of 11,261

[ O S T S S
LR R A R )

=

Name

Last Name, First Name
Last Name, First Name

Last Name, First Name

Assistant (00010-0000), Angela

Assistant (00010-0002), Angela
Assistant (00010-0003), Angela
Assistant (00010-0005), Angela
Assistant (00010-0010), Angela
Assistant (00010-0015). Angela

Assistant (00010-0020). Angela

10[20(50( 100
1-10 of 11.261

Email

emai address

email address

email address

ap00010-0000@tncompass.org
ap00010-0002@tncompass.org
ap0010-0003@tncompass.org
ap00010-0005@tncompass.org
ap00010-0010@tncompass.org
ap00010-0015@tncompass.org

ap00010-0020@tncompass.org

xS
page 1 of 1,127
& Add Person
Date of Birth SSN Gender
mmddyyyy HEINNN
mmiddiyyyy HEEEEENNNN F
mmiddryyyy wmE NN | F
01/01/1976 FHHEHAE-ERAT
01/011976 B0
01/011976 5348
01/01/1976 HEH1810
01/01/1976 FHEHEEETY2
01/01/1976 0512
01/01/1976 2815

-
page 1 of 1,127
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® |f the person cannot be located, click the Add Person button.
®* When the Add New Person pop-up window displays, enter the First Name, Last Name, and email address
for the new person and click the Find button.

&+ Add New Person K

A\ Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

Last Name

First Name K

Email AddressK

®* TNCompass will perform a search to reduce the chance of creating a duplicate record.

® [f the new person's record is located it is displayed on the screen.

® [f the new person does not have a record, TNCompass displays a confirmation window stating the next step in
the process will create a record for this person and he or she will be sent an email message to complete the
new person registration process.
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The following is an Add New Person screen with entries followed by results from the search,

&+ Add New Person

A Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

First Name

James

Last Name

Ray

Email Address

jray@gmail_com
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&4 Add New Person

A\ Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

€ Completing this step will create a new person record in TNCompass.
The person will be notified at the given email address for creating a
TNCompass account.

Person to be added:

James Ray
jray@gmail_com

To create the New Person record, click the Create Person button.
To change entries for the new person, click the Back button.

To cancel the new person record creation, click the Cancel button.
Click the Create Person button to create a new person record.
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® TNCompass sends an email message to the person with links to complete the registration process and displays
a pop-up window advising Person record created successfully!

¢ Administrators can then click the Go to Staff Assignments button, which will display the Administration -
Staff Assignments page. The administrator can then assign the new person to a either a Region, LEA, and
School and click the Add Staff button to assign the new person to the appropriate role.

&4 Add New Person

& Person record created successfully!

ah Go to Staff Assignments

Close
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TNCompass Evaluation: State-level Administrators

Links to User Guide Pages
®* Home or Dashboard for State-Level Administrators

¢ Staff Management
® User Management for State-Level Administrators
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Home or Dashboard for State-Level Administrators
Logging into TNCompass now delivers access to Evaluation, Licensure, Staff Assignment , and Transaction

tools.

Login to the system.

The home dashboard displays for all users and roles in the system. Dashboards are specific to roles and
responsibilities.

Announcements lists announcements and notifications. Critical announcements will always be at the top left
and may indicate important notices (e.g., site maintenance events).

Enroll Candidate is one click access to the Enroll Candidate process.

Account Information delivers one click access to the individual's account details.

Help Resources delivers one click access to department support and documentation resources.

My Staff Assignments displays current location and role.

Welcome tO TNcompaSSI & Application Quick Links

) There are no announcements I Enrcll Candidate

& Account Information

‘ Help Resources

TNCompass Support

Tennessee Department of Education
TEAM-TN Home Page

State of TN Educator Licensure Information

‘ My Role{s) &

Location Role

Tennessee Department Of Education Licensing Manager
State
Reminders
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Staff Management

¢ Staff Assignments within TNCompass
¢ Staff Assignments - Add Non-licensed Staff
® Staff Assignments - Data Management - Import Wizard

TNCompass delivers the capability to manage Staff Assignments which are accessible by authorized state-level
administrators, regional administrators, and LEA permitted staff.

TNCompass has been designed to remove the need of Excel-based staff management; each LEA will have its
staffing assignments from the previous academic year pre-loaded. Authorized administrators have the tools needed
to make one-off changes in staff assignments within the TNCompass Staff Assignments tool.

The capability to make bulk staff assignment changes via an export/import process is supported for Administrators
with the Data Management - Import Wizard tool. The Data Management - Import Wizard tool support export and
download of bulk data, including Staff Assignment lists into an Excel format for modification, upload, validation, and
processing into TNCompass.

Staff Assignments within TNCompass

® Click on the Administration tab and then
® Click on the Staff Assignments button,

£ Administration

People Management

People Staff Assignments

® The Staff Filters window appears with a left side bar.

® Click to select State, EPP, or Region. Users are limited to Staff Assignments for his or her own authorized
area. State administrators can perform assignments at the state level and regional administrators can perform
staff assignment for their own region.

® The drop down list is modified based on the above selection.

® Select Staff Status button for Active or Removed staff.

® Enter First Name, Last Name, and/or License Number to perform a search.
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5 Staff Assignments

Staff Filters

Academic Year
2015-2016

State
ennesses Department OFf Educ:  +
Staff Status
& Active Removed
First Hame
Last Name

License Number
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The following illustrates a Region Selection with a drop down list to select the appropriate region.

s Staff Assignments

Staff Filters

Academic Year
20152016

Offies
] inal Office

Memphis! Shelby Core Regional Office
Mid Cumberland Core Regional Office

suth Viest/Memphis Core Regional Office
cies/Special Schools

Upper Cumberland Core Regional Office
ST STEIE
® Active © Removed
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Selecting a region displays drop down lists for the LEAs within the region and then the schools within the
selected LEA, as illustrated below.

Region

South East Tennessee CoreReg v

LEA (clear selection)

MeMinn County v
School
Selecta School T

Selecta School
Calhoun Elementary
Central High Schoal
E K Baker Elementary
Englewood Elementary
MeMinn High School

Mountain View Elementary
Miata Elementary k‘

Riceville Elementary
Fogers Creek Elementary
System-Wide School

Last Name

License Number

The staff list for the selection(s) displays to the right of the Staff Filter sidebar.
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The following staff list is fictitious and for illustration purposes only.

Click the paper and pencil icon to edit the line entry.

Click the trash can icon to delete the line entry.

Click Educator Profile link to access the educator information.

Click Account to access the educator account.

Click Add LEA Staff button to add staff to the LEA.

TNCompass

1-4 0f 4

License =

874101939

827304122

&02081634

820247731

1-4 0f 4

101201501 100

Location Mechinn County (00540)

Status Active

Name

Chbserver (00540), Clivia

Resources (00540), Robert

Superintendent (00540), Susan

Supervisor (00540), John

101201501 100

Role

Cbserver Only (notevaluated)

HR Administrator

District Administrator

District Supervisor

4

-0
-0
-0
-0

€9

page 1 of 1

Add LEA Staff

Educator Profile | Account
Educator Profile | Account
Educator Profile | Account

Educator Profile | Account

€ >

page 1 of 1
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Staff Assignments - Add Non-licensed Staff

o Non-licensed staff with a previous teaching license may already be in the system. Always search for the
user before adding him or her to the system.

® Click Administration tab.

® Click People button.

® Search for the person to add using the Filters tools on the left side bar. Enter any or all of the criteria and click the
Search button.

® [f the person is found, click Administration and then Staff Assignments to add the person to your staff.

® |f the person is not found, click Add Person button

1012050 100 >
Filters 1-10 of 382,067 page 1 of 38,207
First Name
Name Email Date of Birth S5N Gender
Last Name
= (blank)
= (blank)
Date of Birth
= (blank)
= (blank)
SN (last 4 digits)
= (blank)
= (blank)
) Registered Users
O Unregistered Users = (blank)
O Educators = (blank)
) Non-educators = (blank)
m Clear Filters = (blank)
10]20]50( 100 € >
1-10 of 382,067 page 1 of 38,207

When the Add Person pop-up window appears, enter the person's First Name, Last Name, and Email
address.

The person will receive an email message to complete the registration process.

Once the person completes the registration process he or she can then be added to the staff, via the
Administration and Staff Assignments process.
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Staff Assignments - Data Management - Import Wizard

Bulk editing of staff assignments is efficiently accomplished using the Data Management - Import Wizard.

Access to bulk editing of staff assignment is limited to user authorized to perform this function for the specific
locations.

® Click Administration tab,

® Click Import Wizard under the Data Management heading to open the wizard.

® The wizard walks the user through the process of selecting a location to export data and create a template,
exporting the template to Excel, after modification is complete importing the template, validating the template, and
processing the changes. The left hand sidebar tracks each step in the process.

Data Management

X]

Import Wizard

® Select Location to generate a template. Click to select the Region, LEA, Schools for the template.
® \When selections are complete click the Generate Template button.
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Import Wizard

7 Generate Template
Select File & Import Data
‘Validate Data

Process Data

Staff Data Import

Plea

generate a file using the sel

ctions below.

Select location(s)

v Tennessee Department Of Education
hd Morthwest Tennessee Core Regional Office (D01)
A Benton County (D D)

w

Big Sandy School ||
Briarwood School (D

Camden Elementary (00Z20)

Camden Central High School (D025)
Camden Jr High School (D
Helladay Elementary (0030)

System

190 of 425



Education

® When users already have a template, scroll to the bottom of the page and click to check the box labeled I already
have a template.
® Click Continue

Generate Template

Cancel # | already have a template. m

The selected staff list is then exported to the users computer as an Excel file.

Users already having a staff list do not have the file exported since he or she already has the file.

Users can then modify the staff information in the Excel file.

When all changes are made and checked for accuracy the file is ready to be imported into TNCompass for
validation.

On the wizard Staff Data Import window, note the wizard is tracking progress at Select File & Import Data.
® Click Choose File

[£) Data Imports

Import Wizard
Generate Template Staﬁ Data |mp0rt

cr Select File & Import Data Please select a file containing the Staff data.
‘alidate Data

Process Data Cheoose File | Mo file chosen

Gancel m

191 of 425



B Education

® Select the updated file from the computer.
¢ Click Continue

Staff Data Import

Please select a file containing the Staff data.

Choose File | THCompass_Staff_|ImporiTemplate. xsx

® The file is uploaded and ready for validation in TNCompass.
® The wizard tracks the progress and shows Validate Data.
® Click the Validate button to validate the information.

[£) Data Imports

Import Wizard
Generate Template TNCompass_Staff_ImportTemplate.xIsx

Select File & Import Data

Staff & Educators = Staff
o~ Validate Data Create: T PM (Central) by Gloria MchMahon
This praview only shows the first ten records. Thers are 20 recond(s) total.

Process Data

Districtld School id Last Hame Email Role

00024 olvizobssrerdDIB4Encompass.ong Obssrusr
DO0E4 roberresourcesD00EB4@ncompass.org HR Admin
DOoe4 ) susansuperinied 0004 @ieompass.org  District Ad

johnsupeniscrdDIE4@Encompass.ong Diistrict Su
\Eincompass.ong Assisiant]
Dhssree \@tncompass.ong COhbssresr

B4-DDDD@meompass.org Principal

maryDDIe4-000Encompass.ong Teacher
{Encompass.ong Assistant]
Observer (D0084-0005) obDDIE4-DIDSEincompass.ong Observer
L] L3

Cancel Import
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TNCompass

® |f the data is not successfully validated, TNCompass will advise of errors. Correct the errors and validate the

data again. Repeat if necessary.

® When the data has been successfully validated, TNCompass provides a message to advise The import was

validated . . . .

® Users can download the full report by clicking the Download full report button.
® The wizard again tracks the progress and shows Process Data on the left sidebar.
® The file is ready to be processed, click the Process button.

Import Wizard
Generate Template
Select File & Import Data
“alidate Data

¢F Process Data

€ This import was Validated on 5/17/2016 3:24:35 PM (Central) by Gloria MchMahon

Summary & Download full repeort
« Staff Match (20)

TNCompass_Staff_ImportTemplate.xIsx

Staff & Educators = Staff
Created 5/M17/2016 3:23:27 PM (Central) by Glora McMahon
This preview only shows the first ten records. There are 20 record(s) total.

Districtid Schoolld License Number First Name Middle Name LastMame Email Role

BITTH2E2T Olia Observer (00024} olivizobsenerDDIB4@incompass.ong Obrszrver

BATTZIT Robert Resource: roberresources0DlE4@incompass.ong HR Admin
EBEG15480 Susan Superiniends ) susansuperiniendeniDDlB4@incompass.ong  District Ad
845381154 John Superviso johnsuperviserlD0E4Eincompass.arg Diistrict Su
B24100882 Angela AssisEnt| D NCOmpass.ong Assistant !
B18352882 Homer Chse @incompass.ong Observer
B251T2845 Paul Principal (D00 B4-DD00Eincompass.ong Principal
BEB451215 Mary Teache: (Eincompass.ong Teacher
B0EGER0EZ Angela Assistant (D00 0 5@ incompass.ong Assistant !
E12E4T4LT Homer ODhserver 05@incompass.ong Observer
1 »

Cancel Import Revalidate
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® When the file is successfully processed, TNCompass confirms the date and time processed.
® The wizard tracks the process as Completed.

[£) Data Imports

Import Wizard
Generate Template
Select File & Import Data
Validate Data
Process Data

7 Completed

& This import was Processed on 5/17/2016 3:25:31 PM (Central) by Gloria McMahon.

TNCompass_Staff_ImportTemplate.xIsx

Staff & Ed

PM (Central) by Glora Mchahon

This preview cnly shows the first ten recerds. The e 20 recond(s) total.

Districtld Schoolld License Number FirstMame Middle Name LastName Email Role
Oflivia Dlbservs: oliviaobserue: B4 @incompass.ong Tbs=rer
Robert Resources urcesD00B4E@ncompass.ong HR Admin

Sursan Superints: District Ad
John Superis D@ incompass.ong District Su
Angela Assistant Eincompass.orng Assistant |

Home COMPESS.oNg Obssrsr

Paul iEinecom Principal

[ Mary D{E@ncompas: Teacher
DDoB4 Angsls Assistant ] DD {Eincompass.ong Assistant |
D024 Home: Obserer

3

Start a new import & Download full report
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User Management for State-Level Administrators

® User Management Permissions
® View User Information
¢ Add New User

Each user can view and edit his or her own Personal Profile information.

® Click on name in the upper right hand corner of the window and select Account or click on the Account
Information button under Application Quick Links on the home page.

Application Cuick Links

7= My Educator Profile

“ & Account Information

® When the personal information and account information page displays, the users name appears at the top
of the window with Personal Information and Account Settings information displayed.

® Validate and edit information as needed; changes save automatically.

® Under Account Settings users can change their Username, Account Email, and/or Password. Click on the
link following the appropriate Account Settings entry to make the changes.

first name last name

Personal Information \ # Edit
Full Name:  First Last Name
Email: | email address
Date of Birth: =~ mm/ddinny
Gender: F
Ethnicity:
Race:
S5N: 1234
address
Address: | o, 5T 7P
Phone 1:  phone number
Phone 2: phone number
Registered: Yes
Account Settings @ Active
Usemnmame: ygername [ Change usemamefemail ]
Account Email: 7 email address [ Change username/email ]
Password: [ Change password |
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User Management Permissions

Administrators with authorized permissions have tools to manage user information.
Permissions or authorization within TNCompass for user administration are as follows:

State-level administrators can view all LEAs, educators, and non-licensed users in the state.

Regional or LEA permitted staff can view the educators in their respective regions or districts.

Principals can see all assistant principals and educators in their own schools.

Assistant principals can see all educators in their own schools. Assistant principals cannot see principals or
other assistant principals.

® Teachers will only be able to view their own record.

View User Information

User information is available to view for individual educators from the Educator's tab. Search for an Educator
and when the specific educator information is found, click on the educator name to display the Educator Profile
record.

User information is available through the Administrator - Staff Assignment functions within TNCompass.

® Select Region, LEA, and School to locate the user.
® (Click on Educator Profile or Account to view user information.

o Staff Assignments

10]20]50] 100 €« >
1-50f5 page 1071

Staff Filters

Academic Year

2015-2016 Location  Coffee County Middle School (0010) Add School Staft

Status Active
State EPP Region

License $ Name “ Role s
Region
South Central Core Regional Ofi 835291557  Assistant (00160-0010), Angela Assistant Principal # u Educator Profile | Account
875511842 Observer (00160-0010), Homer Observer Only (not evaluated) I3 u Educator Profile | Account
LEA (clear selection)
Coffee County A 802106312 Occupational (00160-0010), Cscar Teacher # u Educator Profile | Account
School (clear selection) z 811623587  Principal (00160-0010), Paul Principal [£3 u Educator Profile | Account
‘ Coffee County Middle School '| 841626350 Teacher (00160-0010), Mary Teacher ‘ 73 a Educator Profile | Account
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® Alternately, search for a specific user by First Name, Last Name, and/or License Number.

Staff Filters

Academic Year
2015-2016

State

Tennessee Department Of Educa v

Staff Status

= Active O Removed

N\

First Name

Last Name

N

License Number
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Add New User

Licensed users are added by the state through the Licensure process and cannot be added by LEA personnel.

To add unlicensed users, click on the Administration tab and then click on the People button.

£ Administration

People

People Management

N

ius

Staff Assignments

When the People window displays:

Search for the person. Enter the first name, last name, date of birth, and/or social security number to locate

the person.

To filter the search based on registered users, non-registered users, educators, or non-educators click the

appropriate radio buttons and click the Search button.

To clear filters, click the Clear Filters button.

% People

Filters

N First Name

Last Name

N

Date of Birth

4 SSN (last 4 digits)

Registered Users

Unregistered Users

Educators

Non-educators

Clear Filters

10[20(50( 100
1-10 of 11,261

[ O S T S S
LR R A R )

=

Name

Last Name, First Name
Last Name, First Name

Last Name, First Name

Assistant (00010-0000), Angela

Assistant (00010-0002), Angela
Assistant (00010-0003), Angela
Assistant (00010-0005), Angela
Assistant (00010-0010), Angela
Assistant (00010-0015). Angela

Assistant (00010-0020). Angela

10[20(50( 100
1-10 of 11.261

Email

emai address

email address

email address

ap00010-0000@tncompass.org
ap00010-0002@tncompass.org
ap0010-0003@tncompass.org
ap00010-0005@tncompass.org
ap00010-0010@tncompass.org
ap00010-0015@tncompass.org

ap00010-0020@tncompass.org

xS
page 1 of 1,127
& Add Person
Date of Birth SSN Gender
mmddyyyy HEINNN
mmiddiyyyy HEEEEENNNN F
mmiddryyyy wmE NN | F
01/01/1976 FHHEHAE-ERAT
01/011976 B0
01/011976 5348
01/01/1976 HEH1810
01/01/1976 FHEHEEETY2
01/01/1976 0512
01/01/1976 2815

-
page 1 of 1,127
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® |f the person cannot be located, click the Add Person button.
®* When the Add New Person pop-up window displays, enter the First Name, Last Name, and email address
for the new person and click the Find button.

&+ Add New Person K

A\ Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

Last Name

First Name K

Email AddressK

®* TNCompass will perform a search to reduce the chance of creating a duplicate record.

® [f the new person's record is located it is displayed on the screen.

® [f the new person does not have a record, TNCompass displays a confirmation window stating the next step in
the process will create a record for this person and he or she will be sent an email message to complete the
new person registration process.
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The following is an Add New Person screen with entries followed by results from the search,

&+ Add New Person

A Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

First Name

James

Last Name

Ray

Email Address

jray@gmail_com
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&4 Add New Person

A\ Adding a person with this process will not allow them to be evaluated.
Evaluated staff must be on file as an active licensed educator.

€ Completing this step will create a new person record in TNCompass.
The person will be notified at the given email address for creating a
TNCompass account.

Person to be added:

James Ray
jray@gmail_com

To create the New Person record, click the Create Person button.
To change entries for the new person, click the Back button.

To cancel the new person record creation, click the Cancel button.
Click the Create Person button to create a new person record.
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® TNCompass sends an email message to the person with links to complete the registration process and displays
a pop-up window advising Person record created successfully!

¢ Administrators can then click the Go to Staff Assignments button, which will display the Administration -
Staff Assignments page. The administrator can then assign the new person to a either a Region, LEA, and
School and click the Add Staff button to assign the new person to the appropriate role.

&4 Add New Person

& Person record created successfully!

ah Go to Staff Assignments

Close
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