Updating Staff Contact Information

Please note this is a two-step process and the second step requires updating Staff Certification
in order for step one to work correctly.

Part One - Updating Staff Record:

Report Location: NEO -> Staff -> SAU Search (You can also go through Staff Search but keep in
mind that requires the SSN or Educator ID).

e First log into NEO then navigate to Staff
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e Next navigate to SAU Search (You can also go through Staff Search but keep
in mind that requires SSN or Educator ID).
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e Next select your SAU and choose the person you’re updating.
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e Once you click the Staff ID you will see all positions for the staff member.
You will select the Actions dropdown for the position(s) you’re updating
then choose Edit. Enter or update the required data fields and save the

updates by clicking Submit.

Staff Member:
Iitchell, Drew

Maine Depariment of Education

L —

Data Specialist

1.0 No

L T —

Edit Assignment

Select k
View

Leave Of Absensce
End Assignment

Last Updated By: Cunningham, Ryan

Fields marked witn * are required

Positien Start Date *

SAU Name:

Position:

Years of Experience in this Pesition *

Is this person's Employment Type a -2 employee or centractor ?
Is this Position performed at the District or School Level 2 *

Does this person receive a salary wage or a fixed Stipend 7 ©
Salary or Stipend amount for this assignment *

Select the FTE for this pesition *

Is Federal Funding a payment source for this position 7~

Educational Category*

Contact Email =

Contact Phone #~

Phone Extension or Option #

Fax #

1000172018
Maine Department of Education
Data Specialist
Ex—
® W2Employee ' Contractor
® District © School @

® Salary ' Stipend

L

U Yes ® No

1.0

' Not Applicable

O CTE 6
) Gifted & Talented

®|DEA-CELS

) Special Education

! -""* Submit |[ Reset || Quit

Cancel

Last Updated Date: 2/26/2020 3:17:49 FM
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Part Two - Updating Staff Certification:

Report Location: NEO -> Staff -> Certification -> Staff Certification

e Now that the data is saved you will need to update the Staff Certification
page by navigating to Staff -> Certification -> Certification Report and re-
saving the data. Make sure you have edited all contact information for all
staff before saving the Staff Certification. The reason this needs to be done
is that the NEO database will not update staff contact edits unless this is re-
saved.
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e Once within Staff click on Certification -> Certification Report.
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e On the Staff Certification page select your SAU in the dropdown. This page
takes a moment to load after you select your SAU, please be patient.
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e Once you staff details load please confirm the District Roles at the bottom
of the page(Some of the staff updates may be requiring this, also it’s a great
time to make sure they’re still correct) then click the Save button. You will
see a “Saving Data, Please wait...” pop-up. Once it disappears you're

finished.

District Roles

Role
Assessment Coordinator
Chemical Hygiene Officer (CHO)
Data Specialist
Director of Technology
Cropout Prevention Coordinator
Facilities-Director/Manager
Integrated Pest Management Coordinator
Liorarian
McKinney-Vento Ligison
Murse
School Security
Superintendent of Schools
504 Coordinatar
Attendance Coordinator
Foster Care Point of Contact

Designee

Godfrey, Mancy

Cunningham, Ryan
Mitchell, Drew

Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan
Cunningham, Ryan

All roles must have an assigned designee in order to Centify.

Save Designees "— )
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If you have questions regarding this process, or for assistance with NEO, contact:
The MEDMS Helpdesk — Email: MEDMS.Helpdesk@Maine.gov

Phone: (207) 624-6896
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