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How to Add Staff Manually in
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.

1 Navigate to https://www.parentsquare.com/signin

https://www.rochester.k12.mi.us/about-us/departments/technology-services
https://www.parentsquare.com/signin
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2 Click "Sign In with Microsoft"

3 Click "Admin"
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4 Click "Staff"

5 Click "Add Staff"
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6 Click "Add Staff Manually"

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.
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7 Fill out the required fields.

8 Click "Add"
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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.

https://rochester.incidentiq.com/

