How to Add Staff Manually in g
ParentSquare

To support the integrity of internal staff communications, Principals, Assistant
Principals, and building personnel designated by their principals as ‘School Admin’ in
ParentSquare are able to add users to their school. This includes long-term
substitutes, building substitutes, teachers assigned to multiple buildings, and student
teachers. This approach allows schools to manage these additions directly, ensuring
timely and accurate communication.
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3  Click "Admin"
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RCS Technology Support Resources - Scribe

Over the past year the RCS Technology Services Department has been working to streamline our support
resources to ensure that everyone in our organization are able to effectively utilize the robust set of
platforms that have been deployed. Scribe is a tool that provides step-by-step guides to help staff navigate
digital processes with automatically generates instructions with screenshots, making it simple to
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follow along. This supports our vision at Rochester Community Schools by ensuring educators have the
technology and guidance needed for connected, real-world learning.



4  Click "Staff"

SETTINGS
School

USER PERMISSIONS
Role Management
User Management STUDENTS — STAFF & TEACHERS — PARENTS —

DATA INTEGRATION o

Integration Dashboard

Sync History STUDENTS' FAMILIES — LANGUAGI
Contact Verifications B CONTACTABLE b Engish -
SIS Data At least one student contact is contactable

CONTACTABLE O —— s |

Non-Syncing Data
yneing No student contact is contactable

Data Health Dashboard B NO CONTACT INFO —

There are no student contacts listed
DATA ASSISTANT -

Grades

Classes.

REACH & DELIVERABILITY

Rostering
Groups
REACH METHODS

EMAIL TEXT
Students

s . _

Guests
Text

5 Click "Add Staff"
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6  Click "Add Staff Manually"
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& Alert! When you are adding a staff member manually, If they have a staff ID, make
sure to start with 'EM' (ex. EM123456) If they do not have a staff ID, leave it blank.



7  Fill out the required fields.
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9 The staff member is now added to your building. If you run into any issues, please
fill out a Technology Ticket at https://rochester.incidentiq.com/ and a team
member will be with you shortly.
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