MANAGE STAFF

CTEIS requires proper Instructor information for each course section, which you may update using the
Manage Staff screen

From the CTEIS homepage navigation bar, click Data Entry, then Manage Staff. Here, you can view, add,
or edit teacher records
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course sections as you enter new staff records into CTEIS. The

The process of linking teachers to course section records is explained in the Manage Courses
module.
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CTEIS gives reporters the option to include several pieces of data when updating or creating staff
records. While many of the input fields are provided for local use, when creating a new staff record,
please remember that fields marked with an asterisk (*) do require valid input.



PIC Valid / Date — These fields indicate whether a staff
member’s PIC is currently valid as well as the date it was Manage Staff
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First Name / Last Name — Enter the instructor’s first and

last name. These fields are required.

Middle Initial / Date of Birth / Gender (Optional) —
Enter the instructor’s middle initial, birth date, and

gender. These fields are not required, and you may utilize them at your discretion.

Expiration Date (Optional) — This field is not required and is provided for reporters who wish to enter
the expiration date of the instructor’s teaching certificate. Typed dates will be accepted in the following
formats:

(m)m/(d)d/yy, (m)m/(d)d/yyyy, mm-dd-yy, and mm-dd-yyyy
Examples: 04/05/67, 04/05/1967, 04-05-67, 04-05-1967

Certifications / Notes (Optional) — This field is not required and is provided for reporters who wish to
include information regarding a staff member’s certification status or classroom function.

How To Add a Staff Member to the CTEIS Database

If a staff member does not exist within the CTEIS database, you will need to add a new staff record in
one of the following two ways:

Method one:

1. Inthe Manage Staff panel, enter staff details in the provided fields including the instructor’s PIC,
last name, and first name.

2. Click the Update Staff button. A Valid PIC message is displayed along with the current date. The
new teacher is added to the Staff Members grid and is now available to add to your course
section records.



Method two:

You may also add staff members to your list by selecting any course record on the Manage Courses
screen and utilizing the Course Staff panel. For details, refer to Add Staff in the Manage Courses module.
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How To Edit Staff Information

If you need to edit or update a staff member’s information, use the following steps:

1. Openthe Manage Staff page.
Click the apple icon of a staff member whose information you want to update. That instructor's
information will be displayed in the Manage Staff panel.

3. Edit the staff member’s details.

4. Click the Update Staff button to save your changes.

Expiration Date:

Certifications/Notes:

follell

‘ Update Staff



