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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 which are accessible by authorized state-level Staff Assignments
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 tool.  Staff Assignments

The capability to make bulk staff assignment changes via an export/import process is supported for Administrators
with the tool. The tool support export andData Management - Import Wizard Data Management - Import Wizard 
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 tab and thenAdministration 
Click on the button,Staff Assignments 

The window appears with a left side bar.Staff Filters 
Click to select or Users are limited to for his or her own authorizedState, EPP, Region. Staff Assignments 
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 button for or staff.Staff Status Active Removed 
Enter and/or to perform a search.First Name, Last Name, License Number 
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The following illustrates a with a drop down list to select the appropriate region.Region Selection 
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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.

The staff list for the selection(s) displays to the right of the sidebar.Staff Filter 
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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 link to access the educator information.Educator Profile 
Click to access the educator account.Account 
Click button to add staff to the LEA.Add LEA Staff 
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Staff Assignments - Add Non-licensed Staff

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

button.Search
If the person is found, click and then  to add the person to your staff. Administration Staff Assignments
If the person is not found, click buttonAdd Person 

When the pop-up window appears, enter the person's  and Add Person First Name, Last Name, 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 
and process.Administration Staff Assignments 
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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 tab, Administration 
Click under the heading to open the wizard. Import Wizard Data Management 
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.

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

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 window, note the wizard is tracking progress at Staff Data Import Select File & Import Data.
Click Choose File
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Select the updated file from the computer.
Click Continue

The file is uploaded and ready for validation in TNCompass.
The wizard tracks the progress and shows Validate Data.
Click the  button to validate the information. Validate
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If 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 button.Download full report 
The wizard again tracks the progress and shows Process Data on the left sidebar.
The file is ready to be processed, click the  button.Process
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When the file is successfully processed, TNCompass confirms the date and time processed.
The wizard tracks the process as Completed.
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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 tab.Administration 
Click on Staff Assignments.

Select region, LEA, and school to be set as the "master" school.
If the teacher is not already on the list for this school, click on the wizard at the top right ofAdd School Staff 
the page.
If the teacher is already on the staff list for the school, click on the pencil and paper icon to edit the teacher
information.
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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.

Click to check the box to designate the location for use for the growth score.Is Master Location 
Click Save Staff to save the entries.
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Upload Observation Data from Third Party Vendors

 This feature is in development and will be introduced at a future date.



TNCompass

173 of 425

 
User Management

User Management Permissions
View User Information
Add New User

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

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

When the and  page displays, the users name appears at the toppersonal information account information
of the window with and displayedPersonal Information Account Settings information . 
Validate and edit information as needed; changes save automatically.
Under  users can change their and/or Click on the SettingsAccount Username, Account Email, Password. 
link following the appropriate entry to make the changes.Account Settings 
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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 tab.Educator's 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 functions within TNCompass.Staff Assignment 

Select and to locate the user.Region, LEA, School 
Click on or to view user information.Educator Profile Account 
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Alternately, search for a specific user by and/or First Name, Last Name, License Number.
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Add New User

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

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

When the window displays:People 

Search for the person. Enter the , and/or to locatefirst name, last name, date of birth social security number
the person.
To filter the search based on click theregistered users, non-registered users, educators, or non-educators 
appropriate radio buttons and click the button.Search 
To clear filters, click the button.Clear Filters 
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If the person cannot be located, click the Add Person button.
When the pop-up window displays, enter the and Add New Person  First Name, Last Name, email address 
for the new person and click the button.Find 

TNCompass will perform a search to reduce the chance of creating a duplicate record.
If the new person's record is located it is displayed on the screen.
If 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 screen with entries followed by results from the search,Add New Person 
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To create the New Person record, click the button.Create Person 
To change entries for the new person, click the button.Back 
To cancel the new person record creation, click the button.Cancel 
Click the button to create a new person record. Create Person 
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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  button, which will display the Go to Staff Assignments Administration -

page. The administrator can then assign the new person to a either a and  Staff Assignments  Region, LEA, 
and click the button to assign the new person to the appropriate role.School  Add Staff
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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 , ,  , and Evaluation Licensure Staff Assignment 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 process. Enroll Candidate 
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  and .location role
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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 which are accessible by authorized state-level Staff Assignments
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 tool.  Staff Assignments

The capability to make bulk staff assignment changes via an export/import process is supported for Administrators
with the tool. The tool support export andData Management - Import Wizard Data Management - Import Wizard 
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 tab and thenAdministration 
Click on the button,Staff Assignments 

The window appears with a left side bar.Staff Filters 
Click to select or Users are limited to for his or her own authorizedState, EPP, Region. Staff Assignments 
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 button for or staff.Staff Status Active Removed 
Enter and/or to perform a search.First Name, Last Name, License Number 
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The following illustrates a with a drop down list to select the appropriate region.Region Selection 
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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.

The staff list for the selection(s) displays to the right of the sidebar.Staff Filter 
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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 link to access the educator information.Educator Profile 
Click to access the educator account.Account 
Click button to add staff to the LEA.Add LEA Staff 
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Staff Assignments - Add Non-licensed Staff

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

button.Search
If the person is found, click and then  to add the person to your staff. Administration Staff Assignments
If the person is not found, click buttonAdd Person 

When the pop-up window appears, enter the person's  and Add Person First Name, Last Name, 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 
and process.Administration Staff Assignments 
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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 tab, Administration 
Click under the heading to open the wizard. Import Wizard Data Management 
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.

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

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 window, note the wizard is tracking progress at Staff Data Import Select File & Import Data.
Click Choose File
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Select the updated file from the computer.
Click Continue

The file is uploaded and ready for validation in TNCompass.
The wizard tracks the progress and shows Validate Data.
Click the  button to validate the information. Validate
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If 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 button.Download full report 
The wizard again tracks the progress and shows Process Data on the left sidebar.
The file is ready to be processed, click the  button.Process
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When the file is successfully processed, TNCompass confirms the date and time processed.
The wizard tracks the process as Completed.
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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  information.Personal Profile

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

When the and  page displays, the users name appears at the toppersonal information account information
of the window with and displayedPersonal Information Account Settings information . 
Validate and edit information as needed; changes save automatically.
Under  users can change their and/or Click on the SettingsAccount Username, Account Email, Password. 
link following the appropriate entry to make the changes.Account Settings 
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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 tab.Educator's 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 functions within TNCompass.Staff Assignment 

Select and to locate the user.Region, LEA, School 
Click on or to view user information.Educator Profile Account 
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Alternately, search for a specific user by and/or First Name, Last Name, License Number.
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Add New User

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

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

When the window displays:People 

Search for the person. Enter the , and/or to locatefirst name, last name, date of birth social security number
the person.
To filter the search based on click theregistered users, non-registered users, educators, or non-educators 
appropriate radio buttons and click the button.Search 
To clear filters, click the button.Clear Filters 
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If the person cannot be located, click the Add Person button.
When the pop-up window displays, enter the and Add New Person  First Name, Last Name, email address 
for the new person and click the button.Find 

TNCompass will perform a search to reduce the chance of creating a duplicate record.
If the new person's record is located it is displayed on the screen.
If 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 screen with entries followed by results from the search,Add New Person 
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To create the New Person record, click the button.Create Person 
To change entries for the new person, click the button.Back 
To cancel the new person record creation, click the button.Cancel 
Click the button to create a new person record. Create Person 
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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  button, which will display the Go to Staff Assignments Administration -

page. The administrator can then assign the new person to a either a and  Staff Assignments  Region, LEA, 
and click the button to assign the new person to the appropriate role.School  Add Staff




