Manage and Edit Staff
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This guide provides a simple process for managing and editing staff records, with
steps for searching, filtering, and exporting data—saving time and improving

accuracy.

1 Select "Staff".
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Select "Manage".
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Type a staff name or ID in the master "Search" box.
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4  Type a staff name or ID in the staff anage "Search" box.
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Staff ID e Last Name Assigned Asset s Site Category Job Tite
£ Varaoe Salect Select Select = Select Select Salect Select Sele
Zac Coggins QADO District 1 Techician zcoggins@onetoonepl
Tammy Thompson QADO District 1 Technician tthompson@onetooneg
Trey Bumett et QAES Elementary School  Technicion Techrician tbumeti@onetooneplus
Sara Holland QAMS Middle School Technician sholland@onetooneplu
B invoices SA1001 Sharon Andersan QAES Elementary School Tachnician sanderson@onetoonag
& impors Landon Lancaster QAHS High School Technician Hancaster@onetoonepl
Katie Edmunds aaMs Middle School Implementation Technician Kedmunds@oneloone;
e Katyn Campbell QAMS Middle School Marketing Specialist  Technician kcampbeli@onetoonep
Jan Lawson QADO District 1 Technician Jlawson@onetoonaplus
Joey Cole QADO District 1 cTo Technician joey.cole@onetoonepl
Gavin Cribb QAES Elementary School Support Specialist Technician geribb@onetooneplus s
Karen Zuber QAHS High School QA Lead Technician kzuber@onetooneplus.
blancaster Burt Lancaster QADo District 1 CcEO Technician blancaster@anetoonef
Bionsson Bailey Jonsson QAES Elementary School Support Specialist Technician bjonsson@onetooneph

BN Brinn Minenn [allats) Minteint 4 Mirnntar af Calae Tashalsinn hh\nm\nﬁ\nnmnnm\nl;.. =

5  Use the fields to filter results.
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7100 Zac Coggins QADO District 1 Technician zcoggins@anetaonepl:
Tammy Thompson QADO District 1 Technician tthompson@onetooneg
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Trey Bumnett PG QAES Elementary School Technician Technician thumett@onetooneplus
Sara Holland QAMS Middle School Technician sholland@onetoanaplu
B invoices 3 Sharon Anderson QAES Elementary School Tachnician sanderson@onetooneg
B imports Landon Lancaster QAHS High Schaol Technician Nancaster@onetoonepl
Katie Edmunds QaMS Middle School Implementation Tachnician Kedmunds@onetoone;
B Reports Katyn Campbell QAMS Middie Schaol Marketing Specialist  Technician keampbell@onetoonep
Jan Lawson QADO District 1 Tachnician Jlawson@onetoonaplus
Joey Cole QADO District 1 cTo Technician joey.cole@onetooneph
geribb Gavin Cribb QAES Elementary School Support Specialist Technician geribb@onetooneplus «
E00011 Karen Zuber QAHS High School QALead Technician kzuber@onetooneplus.
blancaster Burt Lancaster QADO District 1 CEO Technician blancaster@onetoonef
Bionsson Bailey Jonsson QAES Elementary School Support Specialist Technician bjonsson@onetooneph
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6  Select the staff record you like to view or edit.
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Last Name Assigned Asset Sites Site Category Job Title
£ Varaoe Select Select Select = Select Select Select Select Sele
Zac Coggins QADO District 1 Technician zcoggins@onetoonepl
Tammy Thompson QADO District 1 Technician tthompson@onetoonep
Trey Bumett et QS Elementary School  Technician Technician thumett@onetooneplus
Sara Holland QAMS Middle School Technician sholland@onetooneplu
Sharon Anderson QAES Elementary Schaol Tachnician sanderson(@onetoonep
b Imports Landon Lancaster QAHS High School Technician Hancaster@onetoonepl
kedmunds Kalie Edmunds QAMS Middie Schol Implementation Technician Kedmunds@anetaone]
B fme keampbell Katyn Campbell QAMS Middle School Marketing Specialist  Technician keampbeli@onstoonep
JL100 Jan Lawson QADO District 1 Tachnician flawson@onetoonaplus
jcole2 Josy Cole QADO District 1 CTO Technician joey.cole@onetooneph
geribb Gavin Cribb QAES Elementary School  Support Specialist Tachnician geribb@onetoonepius 1
E00011 Karen Zuber QAHS High School QALead Technician kzuber@onetooneplus.
blancaster Burt Lancaster QADO District 1 cEo Tachnician blancaster@anstoonef
Bionsson Bailey Jonsson QAES Elementary School Support Spedialist Technician bjonsson@onetooneph
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7  Select "Columns" to choose fields to customize your view.
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Staff ID Last Name :  Assigned Asset s Site Category = Job Title
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7100 Zac Coggins QADO District 1 Technician zcoggins@anetaonepl:
Lt ey Tammy Thompson QADO District 1 Technician tthompson@onetooneg
Help De: 021434

Trey Bumnett PG QAES Elementary School Technician Technician thumett@onetooneplus
Sara Holland QAMS Middle School Technician sholland@onetoanaplu
B invoices 3 Sharon Anderson QAES Elementary School Tachnician sanderson@onetooneg
B imports Landon Lancaster QAHS High Schaol Technician Nancaster@onetoonepl
Katie Edmunds QaMS Middle School Implementation Tachnician Kedmunds@onetoone;
B Reports Katyn Campbell QAMS Middie Schaol Marketing Specialist  Technician keampbell@onetoonep
Jan Lawson QADO District 1 Tachnician Jlawson@onetoonaplus
Joey Cole QADO District 1 cTo Technician joey.cole@onetooneph
geribb Gavin Cribb QAES Elementary School Support Specialist Technician geribb@onetooneplus «
E00011 Karen Zuber QAHS High School QALead Technician kzuber@onetooneplus.
blancaster Burt Lancaster QADO District 1 CEO Technician blancaster@onetoonef
Bionsson Bailey Jonsson QAES Elementary School Support Specialist Technician bjonsson@onetooneph
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8  Select "Export" to create a CSV file of staff.
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Staff ID Last Name Assigned Asset s Site Category e Email
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) Print Labels
B Fosin Zac Coggins QADO District 1 Technician zcoggins@onetooneph
Tammy Thompson QADO District 1 Technician tthompson@onetoonep
Trey Bumett et ES Elementary School  Technician Technician tumeni@onetoonsplus
Sara Holland QAMS Middie School Technician sholland@onetooneplu
Sharon Anderson QAES Elementary School Tachnician sanderson@onetooney.
b Imports 5 Landon Lancaster QAHS High School Technician Hancaster@onetoonepl
Katie Edmunds QaMS Middle School Implementation Tachnician Kedmunds@onetoone;
G Katyn Campbell QAMS Middle Schaol Marketing Specialist  Technician kcampbell@onetoonep
Jan Lawson QADO District 1 Tachnician flawson@onetooneplus
Josy Cole QADO District 1 cTo Technician joey.cole@onetoaneph
Gavin Cribb QAES Elementary School Support Specialist Technician geribbi@onetooneplus «
Karen Zuber QAHS High School QALead Technician kzuber@onetooneplus.
blancaster Burt Lancaster QaD0 District 1 CEO Tachnician blancaster@enetooner
Bionsson Bailey Jonsson QAES Elementary School Support Specialist Technician bjonsson@onetooneph
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