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Current Staft Page Staff List Components
Staff photos distorted? Photos display with consistent
dimensions.

Trouble with consistent
font style? Move, add or delete staff
without affecting formatting.

Reorganizing every time
there's a new hire? Alphabetize or manually
organize your staff lists.




'ROS AND CONS

Pros Cons
. Consistent fonts & sizes across entire staff . Initial time investment of
page 1-3 hours
. Fasy to add, remove and re-order without . A small amount of time
affecting formatting compared to the benefits!
. Option to automatically list staff members by

last name

. All staff photos display with the same size
and dimensions

. Once initial set-up is complete, maintenance
is very simple and efficient




PREPARING
STAFF LIS 'mM ‘
T




Step 1: Determine staff page structure.

Decide how you want your staff page laid out. You will create Departments based on your chosen layout.

M [=] B3

If you want your staff page organized by Grade If you want your staff page organized by
Level, create a Department for every Grade Subject, create a Department for every Subject
Level + other categories. + other categories.




Step 2: Create Departments in the CMS Admin Tool.

O Kendra Burt-

&' View Your Website Homepage

® ADA Dashboard

. & Create HTTP Redirect Folders
0sIngs & Alerts

# Log Out

W Disl SNews

Garfié:iﬂ Elementary School

-/

1.Click "Admin Tool" in the

Section Management

= Garfield Elementary School
=
Content Pages Homepage Slideshow
1315 M. Peach

Login drop-down.
Clovis, Ca 93611
. Phone: ( 59) 327-6800
2.Click the School Name
-
SurveyfFurm."sz Management Blngs

b u tt O n ] Touts Manager Custom Drop Down Meani:

-—

_ :
3.Click "Departments”. — =+ e
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# Admin Home / Garfield Elementary School Home / Manage Departments

5. Enter Department Name.

a.IMPORTANT: create a NEW department Manage Departments
name for each of your departments. DO ———

@ Add Department )

NOT use pre-existing departments! Use
consistent naming conventions.

6. Click "Save & New". Add/Edit Deparment

/I:Ie;ﬁurtment Name: ™

/. Repeat steps b & 6 until all
departments are added. Click

Department Info: B i U A: = = = q: o [= D +:

"Save" after your last
department.

Characters : 0

© save & New I @ r ancel




Step 3: Download & Fill-In Staff Template.

L]
HCK

ick "Master Staff".

Admin Tool"inthe Logindrop=down:.

W N
D O O O

ick "Bulk Import Staff".

O
4
C
O
®
[
QD

/l
.

Master Staff

Closings & Alerts

]
Communications Job Placement

Public Llser Database Alumni Management
L
esv2Go Event Registration
5 -
Page Passwords Online Store
Req«r-:le Bin File Manager

© Add staff Member

j A Bulk Import Staff

# Edit Entire staff

& Intranet Login Report
® Upload Staff Photos
2 All staff CSV Export

NEW PAGE!
2 Manage Departments

NEW PAGE!
2 Update Email Domain

Click Here to Download the Staff Template

| ImportStaff.aspx -"-




Step 3: Download & Fill-in Staft Template.

5. Open Excel. Click File =» Open —» Browse.

a.Be sure "All Files" is selected in the drop-down by the File Name field.
b.Click "Downloads" in the Navigation. Find the .aspx file "ImportStaff". Click "Open".

6. A warning window asks for confirmation to open. Say "Yes".

El Cpen o
O p e n — v 4 » This PC » Downloads W ) [ Search Downloads
Organize ~ New folder - 1 @
I: ::I Recent A . ne ize
& Creative Cloud File L] Name Date modified Type Size
\ Q ) & OneDrive - Clovis * Today (2)
R Shared with Me ) e Boris.svg 6/27/2023 1:08 PM Microsoft Edge H.. 10 KB
z v W This PC R - .
: - L & Maple Creek_Head.png 6/27/2023 12:58 PM PNG File 135 KB
Clovis Unified School District 9 3D Objects
“ Yesterday (5
; ; e B Desktop y ()
‘ OneDrive - Clovis Unified Scho... ImportStaff.aspx 6/26/2023 5:24 PM ASPX File 5 KB
Save KendraBurt@clovisusd.k12.ca.us &) CP2U2013jpg € 96/5033 1-57 PM PG File a 535 K
E CP2U1832jpg 6/26/2023 1:57 PM IP(3 File 8,911 KB
C - - P -
LS Sites - Clovis Unified School Di... s CP2U2700jpg 6/26/2023 1:56 PM IPG File 14,098 KB
KendraBurt@clovisusd.k12.ca.us = Pictures & CP2U2320.pg 6/26/2023 1:56 PM IPG File 1407 KB
Save as Adobe -
Videos .
PDF Other locations A Last week (16)
— <3 Windows (C & frame.png 6/21/2023 1:56 PM PNG File } KB
Print E;l This PC P Communication; [*] Clovis Unified School District - New D...  6/21/2023 1:01 PM Adobe Acrobat D... 97 KB
=~ 00 - DIGITAL ME [+ Classified Calendar 2023-2024 FinalS (. £/21/2023 979 AM Adohe Acrobat D 188 KR
L I 4 >
Share —@ Add a Place .

File name: Al Files (*.%)

Export ay e et
N [~ Browse % Tools ¥  Open |¥ Cancel




Step 3: Download & Fill-in Staft Template.

/. Click "Enable Editing" once the file opens.
8. Save the file to your desktop. BE SURE to save as an Excel Workbook file with the name "ImportStaff".

AutoSave (@ Off) |E| ImportStaff.aspy - Protected V

—

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Acrobat

e i :
\1/ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected Vg, |~ “Enable Editing

A B C D E F G H |
1 Instructions Import Keys
2 |PLEASE DO NOT MODIFY THIS SPREADSHEET IN ANY WAY School Department USE THIS KEY

Flease use the template below to fill out as much information as
you can about your staff directory to import. The import system
works based upon import keys (see the list to the right of these
instructions). These import keys will allow the system to figure
out which buildings and departments you wish to have your
staff members assigned to. You do not have to assign import

keys to import your staff members. You may import and then
Garfield Elementary School |Garfield Elementary Administration 244

Garfield Elementary School |Garfield Elementary Teachers 246

lascion thronoh the weah-hasad interfare if nereccane Make a

MOTE: Fields in bold below are required.

Title Prefix (if any) First Name Middle Last Mame Suffix (if any) |Email Address |Bio Info/Details |Website URL




Enter the following as you
want them to appear on the
Staff Page:

Title (if desired)

Prefix/Suffix (if any)

First Name

Last Name

Email Address: you MUST

use the @cusd.com email,

NOT the long address!

Capitalize the first letter of

the first and last name.

. Bio Info/Details: if the
teacher has a website, type
"Website" (you will add the
links later)

> one line per website the
teacher has

« Department: use Keys from

the top of the document

Step 3: Download & Fill-in Staft Template.

9. Fill in the Staff Template with your school's staff members.

FOLLOW THE DIRECTIONS CAREFULLY!
10. When done, click "Save".

Instructions Import Keys

PLEASE DO NOT MODIFY THIS SPREADSHEET IN ANY WAY School Department USE THIS KEY

Please use the template below to fill out as much information as
you can about your staff directory to import. The import system
works based upon import keys (see the list to the right of these
instructions). These import keys will allow the system to figure
out which buildings and departments you wish to have your
staff members assigned to. You do not have to assign import
keys to import your staff members. You may import and then
assign through the web-based interface if necessary. Make a
note of the Worksheet Name (look at the tab on the bottom) as
this will be required to complete the import. This, by default, is

Impaortstaff'. Garfield Elementary School |Garfield Elementary Administration 244

Garfield Elementary School |Garfield Elementary Teachers 246

DO NOT use these columns:

- Middle name
- Any HOME columns
« CELL Phone columns

MOTE: Fields in bold below are required.

Title Prefix (if any) First Name Last Name Suffix [if any)

Email Address |Bio Info/Details |Website URL |HOME Addr Line 1 |HOME Addr Line 2

HOME Addr Line 2 |[HOME Addr City [HOME Addr State |HOME Addr Zipcode |HOME Phone (xxx-xxx-xxxx) |OFFICE Phone (xxx-xxx-xxxx) |OFFICE EXT (# only) |CELL Phone [xxx-xxx-xxxx) |+ space separated OK]

[Department Keys - See Above - Comma

\




Step 4: Upload Staft Template.

CMS User Security

Master Staff I

Communications

Public User Database

Page Passwords

-5

Recycle Bin

# Edit Entire Staff
B Intranet Login Report

® Upload staff Photos

Job Placement

@ 2 All staff CSV Export

Alumni Management

vd NEW PAGE!

Event Registration

2 Manage Departments

Online Store

NEW PAGE!

15 = Update Email Domain
File Manager

| - I1.
Click "Master Staff".
Click "Bulk Import Staff".
hr_CiC | ‘ii‘= II Alac Il __ia ; || A ="' '_ ___=a - "Ope"']"

Click Here to Download the Staff Template
I

Import Staff From Template

Worksheet Name:

Importstaff




Step 4: Upload Staft Template.

nport . O N ~an Impc ompletel" notification willappear.

Click Here to Download the Staff Template

Import Staff From Template

Impoart File:

Choose Fike | Mo file chosen

Worksheet Name:

Importstaft

= -

o
i //fy

-

//Impﬂn Ecrmple/te! ; port Results Report

>




2.Click "Master Staff".

~ Step ba:Make Manual Updates - Website Links. |

- L.Blick *Admin Tool"in the togin drop-down. |~

3.Search for the Staff Member you want to add a website link to. Click the green "Edit" button next
to the staff member. IF THERE ARE MULTIPLE LISTINGS, CHOOSE THE ONE WITH THE SHORT,

@CUSD.COM EMAIL ADDRESS.

© Kendra Burt~

Search for Staff Members

,mﬁ;r'rie:

Vanvolkinburg

Building/Section:

Select all

1 matching staff member(s) found.

O Tegge X Delere Selected Members

Last Mame First Mame Title

| '-'E"'.'n'-: i.-:n:_..-g .a il

First Name: Email Address:

) \

Department:

b Select all

€, Click or Hit Enter Key to Search

Email Depts

JaimeaanyaiinburgiBousd. com Clavis West High 5

Chddl TEACRETS « SOENOE

© add staff Member
& Bulk Import Staff

# Edit Entire Staff

i Intranet Login Report

@ upload staff Photos

CM5 User

MO




Step ba: Make Manual Updates - Website Links.

5. In the Bio/Info section, find where you typed "Website" when preparing the Excel sheet.
a. If you entered multiple websites, make sure they are on separate lines.

~hlhicnh+s "MALAK n_MNj; ~

D

icon Dactat+thawwahaeiy-allRDl - OCOhacsl-"MDAaan-in N Avar T
I‘\ ICON. Faste the WeDSIte URL. UNECK UUCI | III NEW 1

CD

O~ LAy otk o ey
6. Highltight "Website". Click the hyp

Click "Insert".

Biography/Info: Staff Member Information

rA

. “ANebsite

— Open in new tab

Insert




ep bh: Ma

Vianual Updates - S

art Photos.

1. Click "Admin Tool" in the Logindrop=down.
2.Click "Master Staft". Click "Edit Entire Staff"

IF THERE ARE MULTIPLE LISTINGS, CHOOSE THE ONE WITH THE SHORT, @CUSD COM EMAIL

O Kendra Burt~

o)
Job Placement

Alumni Mar nagement

Eve thtt

on | e Storn
File Manage r

© Add staff Member

2 Bulk Import Staff
)G Efiji{fE/ﬁtire Staff
ﬁ In‘tranét Login Report
® Upload Staff Photos
2 All staff CSV Export

NEW PAGE!
2 Manage Departments

NEW PAGE!
= Update Email Domain

Emmeline
— lennings

Deputy Principal Administrative Assistant

Emmelinejennings@cusd.com




ep ob: Make Manual Updates - Start Photos.

5. Scroll down to Staff Photo section. Click "Choose File". Navigate to where your staff photos are
and choose the correct photo.

6. Click "Save".
Repeat for each staft member. When finished, click the "Update A att Members" button s
the bottom of the page.

staff Photo:

|:| Ftemm Excislios Photo

e chosen

‘ Ehﬂnse FIIE \‘ . )
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Step 1: Determine staff page structure.

Decide how you want your staff organized in each section: alphabetically or manually?

4 Alphabetically - « Manually 50

You can mix and
match the two
options within

B Py your Staff Page!

povc

& | / g /
Organize your staff in each section Organize your staff manually to

alphabetically by last name. list them in a specific order.
Example: Teachers by grade level, Example: Administration, Office

department, etc. Staff, etc.




Step 2: CWSW%@ List Components.

1. Navigate toyour Staff Page: Click "Edit Page" at the top of the page.
2. Add a Page Component. Choose "Staff List".
3. Add Internal Name (will not be seen on the final page).

4.Add Component Title (the header of the section on the page).

b.Click "Add Component”.

Add Page Component

{ # EditPage Type: o

Internal Name:

‘Window 1 Content

© Add Component

B




Step 2: Create Staff Page List Components.

© Add Page Component

Text Office Hours m 100% w m

Window [] Cannotbe deleted
T
6. Edit your new Component. == semnseion =) ooyl
[] <Cannotbe deleted
Edit Staff Listing Window
Displaw |

| ~“Bio List

/. Under Display Mode, select "Bio List". po—
Alternative Color:
8. Under Number of Columns, select "2".

9. Under Show/Hide Options, check ONLY these: DO NOT select any
. Member Image other fields!
o Evenif yc?u don't have S’Faff wpages, v 00 NOT select
————select thisl The formatting will auto- S Website URL. This will
adjust. popenrens show empty
|  «Credentigls ._ . S webpages teachers
are not using.

e First Name First




Step 2: Create Staff Page List Components.

A:if you're creating an alphabetized list:

Clovis West High School - Administration

Clovis West High School - Counseling

Clovis West High School - Health Services

Clovis West High School - Plant & Grounds

Clovis West High School - Support Staff

& Clovis West High School - Transitions

Clovis West High S5chool Teachers - AVID

Clovis West High School Teachers - Career Technical Education

Departments”.

Clovis West High S5chool Teachers - English Language Arts
, Clovis West High School Teachers - Foreign Language
Clovis West High School Teachers - Math

11. Under Select Departments, checkmark

the department(s) you want displayed in this

Clovis West High School Teachers - Physical Education
Clovis West High School Teachers - Science
Clovis West High School Teachers - Social Sciences

component.

Clovis West High School Teachers - Special Education

12. Click "Save".

| ~ Clovis West High School Teachers - Visual & Performing Arts

d M save | 9rancel




Step 2: Create Staff Page List Components.

B: if you're creating a manually-

Filtering Criterjg:

—

organized list:
/S;alect Members

‘ SE‘|EEt Members:

1 Please Select...
/ w, and click 'Add' to add them to list.

10 Under Fllterlng Crlterla, ChOOSG | Cic{S\aveaﬁer;r:uu ha'J;addEd your selections.
I I swain, Eric Principal
Select Members”.
] T4 James, Jason Deputy Principal
11. Under Select Members, find the
T %  Becker, Hailey Learning Director
staff member you want to add to | o
s Harris Trotter, Shannon Learning Director
n n
T4 Mayberry, Anisha Learning Director
each staff member you're adding. t 4 Loggins Matt Athletic Director
12 Use the arrows to pUt the names T Rodriguez, Lorenzo Learning Director, SRC
invournreferred.order
i YUUI VI VIVITUWU Ul WUl

o _ancel




Step 3: Continue Until Staff Page is Complete.

. Continue adding Staff List

| Text

© Add Page Component

(ffice Hours m T00% W m

Window (] Cannot be deleted

isted. T

Staff List Administration m 100% w m

:rom Edlt Page VleW, [] Cannot be deleted

‘H ”IIlH Hlellls ‘:all I,e ‘IIaS]Sletl Text spacer m 100% w m
Window

into your preferred order.

[] Cannot be deleted

Office Staft m T00% w» m

annot be deleted

f you want to add section

Staff Li

Caounseling m T00% w m

components, use a single-cell

".eadepsrbeieween—

[] Cannot be deleted

Teachers by Subject m T00% » m

Window [] Cannot be deleted

table in a Text Window and
| || l " Wi'nTl:Il‘:lw

desired location.

T
m 100% m

Header - English Language Arts
[] Cannotbe deleted

# Edit

X Delete

# Edit

X Delete

# Edit

%X Delete

# Edit

X Delete

# Edit

X Delete

# Edit

X Delete

# Edit

X Delete
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1.Click "Admin Tool"inthe Login drop-down. Click "Master Staff". Clic Member".
2.Enter the required info | t he sta

N R +

V. U C

Prefix:

X chosen

0 -
DEPE rtment Asmgnment{s]: *required

- [ Clovis Unifie™
[(J CUSD Intranet - CUSD Intranet Staff

Options

cRpaol District - Clovis Unified School District

—

y © Add Staff Member

- First Name:

Social Media URLs:

=~

Middle Name:

2 Bulk Import Staff

~ " Last Name:

# Edit Entire Staff

CMS User Security TR

e - = Suffix:
2 l B Intranet Login Report

Master Staff

L ® Upload staff Photos

Credentials:

Communications Job Placement

N 2 w | & All staff CSV Export

Public User Database Alumni Management

= ’E'r;ail Address:
SV2G Event Registrati |
— - 2 Manage Departments e
‘ ! ebsite ress:
| e NEW PAGE! ———i

= N f"Eiﬁér:aphy!Infu:
[ E E% Update Email Domain (e »
Recycle Bin File Manager B i U A = T = 1 G O

Save l o Saue & New




Deleting A Staft Member

! ' "] ' : ick "Master Staff™

2.Search for the staff member you want to delete. **If multiple entries appear, ONLY delete the

3.Click the red "Delete" button. Confirm you want to delete that staff member. **Users with

| | n
. a DI AO0O0YE - =-\. A\ = N ORQLE ale NI Vv NC = NE =

Communications

First Name: Email Address: © Add Staff Member

Last Name:

Vanvolkinburg A Bulk Import Staff

Building/f5ection: Department: # Edit Entire Staff

1 : l - Select all w Select all i

i \ntranet Login Repont

Master Staff

@® upload staff Photos
€, Click or Hit Enter Key to Search pload 5ta

Alumni Management 1 matching staff member(s) found

,‘ O Teggea X Delete Selected Members Ii

Event Registration

Last Name First Name  Title Email Depts CMS User
Online Store

Vanalkinburg | R JaimetanyaiinburgiBousd. com Clowis West High Sonadd TeaChers - Sosnos MO

E

File Manager




Jpdating

- A.... ..

aff Member's Departmen

down Click "Master Staff". Click "Edit

© Kendra Burt -~

Entire Staff".

2.Search for the staff member you want

# Site Master Dashboard

to update in the list. Be sure to update

the @cusd.com listing.
3.Check/uncheck boxes to update the

Database
.
~ assigneddepartment. e

a.Short department names will appear

beside the box. Long names will

appear below the box. Choose the

nghtbox'

Rec;n:le Bin

Bilhy

Andersan

BillyAnderson@clovisusd.k12.ca.us

_4.Click "Update All Staff Members" to

save your work.

A SChooTCiosmos & Alerts

Assignmen

© Add staff Member

Event Registration

File Ma nager

2 Edit This Member

I Closings & Alerts
==
]
ommunications Job Placement
a2
Public User Alurmni Management
/

E/C awis Unified School District - Clowis Unified Schoal District”

[ Clovis Unified School District - Administration

& Bulk Import Staff

# Edit Entire Staff
B Intranet Login Report

® Upload Staff Photos

2 All staff CSV Export

NEW PAGE!
——— | & Manage Departments

NEW PAGE!
B Update Email Domain

D

S— .

e

5D Inttagnet. ) | Oirgoer el




Kendra Burt
Digital Media Specialist

\ F KendraBurt(@cusd.com
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