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Use the District Staff tab to search for new teachers and assign them to your site. Once a new teacher
has been added, the Power User can then assign the appropriate role/permission, and add them to an
existing class.

Adding a Teacher

1. On the Start Page, select the District Staff tab.

2. On the District Staff Search page, enter the Staff Name and/or Employee ID.

District Staff Search

Students Staff Parents District Students District Staff /

Search for a staff member by entering information in any or all of the fields below. Staff who match ALL of the criteria entered will be displayed.

Last Name ‘Adams | Employee ID |
First Name ‘ Y., | ’.'
» *
*a,| Enter the Staff Name o*
and/or Employee 1D

3. On the District Staff Search Results page, click on the pencil icon to assign the staff to your site.

District Staff Search Results

Staff members that matched your search criteria are displayed below. Click on the pencil icon |Z| to add the staff member to your school.
Search criteria:

v" Last Name contains: Adams

16 staff members found

Last Name = First Name, Middle Initial Employee ID Home School Assign
Adams Amparo, C 100544 Hamilton Elementary ]
Adams Apollo zzleacherr157 Johnson Elementary ]
Adams Dominik 166673 Hoover High [
Adams Jacey 161858 District [
Adams Juana 165583 District 7
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4. On the Assign Staff Member to This School page, turn on the Active checkbox.
5. Select Teacher from the Staff Type drop-down menu.

6. Click Submit.

Assign Staff Member To This School

Name Adams, Jacey | Verify the Active
Assign To Serra High box is checked. I
Active

st e

Notes

Select Teacher
from the Staff Type
drop-down menu.

7. Click the Security Settings link at the top of the page to access the Security Settings page.

Assign Staff Member To This School

V-

v Success: Adams, Jacey was assigned to Serra High. Use tEr Security Settings pfige to verfy and complete appropriate access to
PowerSchool or PowerTeacher for your site. y

If this staff member is a substitute, please remove his or her access once they are no longer working at your school. If this staff member has
not yet attended training for PowerSchool, please ask him or her to do so as soon as possible.

Name Adams, Jacey
Assign To Serra High
Active

st Tpe
Notes

PowerSchool

Adding New Teachers to Your School e Page 2



San Diego Unified

b 14
’ ' SCHOOL DISTRICT

8. On the first tab of the Security Settings page, turn on the checkbox for Sign in to PowerTeacher.

9. Verify the Active checkbox is selected for your school, and Teacher is selected as the Staff Type.

10. Click Submit.

Security Settings - Teachers and Affiliations - Adams, Jacey 161858

J Teachers and Affiliations Admin Access and Roles Applications

Sign in to

PowerTeache \r
Teacher P

Check the Sign in to

Username
PowerTeacher box,
Teacher if it is not already checked.
Password
School
Affiliations 5 .
21 Home School Active School Staff Type ' Actions
® District Office aif >

O Serra High

Teacher -
. >

N om

Verify Active is
checked for
your school.

Verify Teacher is the
selected Staff Type.
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Replacing a ZZ Teacher or Other Placeholder Teacher

In your master schedule, you may have ZZ Teachers or other teacher placeholders. These placeholders
could be for teachers that have yet to be assigned to your school, or for teachers that have been

assigned, but never show up for the current school year.

Once a new teacher has been identified, you will replace the ZZ Teacher or other teacher placeholder
with the new teacher.

1. On the Start Page, select Teacher Schedules from the main menu.

Functions

Attendance
Daily Bulletin

Dashboard

Enrollment Summary
Master Schedule

Teacher Schedules

Reports

ReporiWorks

System Reports

L
4

Start Page

Students Staff

Parents District Students

District Staff

9 10 11 12 M F Al

Current Student Selection (0)

Stored Searches  Stored Selections  Multi Select

| « Q=

ABCDEFGHI JKLMNOPQRSTUVWXYZ

2. Find the ZZTeacher who is currently assigned to the class.

3. Select the Section Number of the class you want to assign to the new teacher.

name.

name.

[+

ZZBus Driver, .no first
ZZ0ther Staff, .no first

ZZTeacher A, .no first

Teacher Schedule - ZZTeacher AA, .no first name. zzteachr

[ Display today's sections

ZZTeacher AA, no first
name. Expression Term Course # Course
2Z1eacher A5, .noirst 1(A) S1 1572 ENG 3 ADV (P)
ZZTeacher AC, .no first
name. 3(A) 51 1589 AM LT 1 HRS(HP)
ZZTeacher AD, .no first
name. 4(A) 51 1589 AMLT 1 HRS(HP)
ZZTeacher AE, .no first
name.

5(A) 51 1572 ENG 3 ADV (P)
ZZTeacher AF, .no first
name.

i e

Room

618

618

618

618

Enrollment

34

26

31

34

4. On the Edit Section screen, in the Teacher-Section Lead area, click on the existing ZZteacher

name, and select the new teacher from the Staff drop-down menu.
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Edit Section

Teacher -
Section Lead

Aaron, Italia Lee
Abdi, Alexa Elizabeth
Abraham, Khalil James

Adnikart, Ana 0

Via an
Agha, Mathieu

Alanazi, Jessenia J
Alcantar, Liberty Elise
Alston, Marguerite G
Amezcua, Ayline Lea
Amiri, Shaira Tracy
Andaya, Farrah Nicole
Anderson, Jesus Margarita
Armas, Imari D

Aroz, Obed A

Backlund, Corrine Marie
Baik, Ayuub
Balanzar, Eliu Ann

Z7Teacher AA, v

RIS Y

L
100 | 08/28/2017 ==l 01/28/2018 = i

5. Click Submit at the bottom of the page.
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Creating a New Class Section

1.

2
3
4.
5
6

On the Start Page, under Setup, select School.

On the School Setup page, scroll down to Scheduling and select Sections.
Select the course from the main menu on the left.

On the course page, select New.

Enter the appropriate information for the course and assign the new teacher.

Click Submit at the bottom of the page.

Edit Section

Field Value
Course Name

Course Number

Schedule Expression:
A
1 O
2
3 O
4 O
5 O
6 ]
7 O
Term 2017-2018 Start Date: 08/28/2017
_ End Date: 06/13/2018
Teacher -
Section Lead Add
Staff Role % Allocation Start Date End Date Actions
{ Adams, Jacey v |_Jead Teacher 100 8/28/2017 6/13/2018 BE
>
Teachers/Staff -
Additional i)
No records found
Room 112
Section
Number*
Grade Level |:|
Current 0
Enroliment
Maximum
Enroliment
District Where

Lt ol o ¥ W oF S oW S S o W W o N N

Team v

Close section a
max

I |

Maximum Load | Non-Exempt v
Status

Delete Section
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Adding a New Teacher to an Existing Section

There may be times when a new teacher will take over as Lead Teacher for an existing section. CALPADS
reporting requirements mandate the importance of keeping the original section in place when adding a
new Lead Teacher.

The new Lead Teacher will inherit the original Lead Teacher’s PowerTeacher and Gradebook. They will
be able to take attendance, add assignments, edit gradebook setup, and their name will appear on
progress reports and report cards.

1.

On the Start page under Functions, select Teacher Schedules. Select the Teacher whose section

will be edited, then select the section number to be edited.

On the Edit Section page in the Teacher — Section Lead area, click Add.

From the Staff drop-down menu, select the name of the new Lead Teacher.

Role ‘/u*llncatinn Start Date End Date Actions

Edit Section
Field Value
Course Name CHEM 1 HRS (HP)
Course Number
Schedule Expression: 1(A)
A
1
2
3 P
4
5
6
7
Term s rer 1 Start Date: 08/15/2016
smester End Dater 01/20/2017
Teacher -
Section Lead
Staff
Acuna, Carson
Lea er
Idalis P
Tilapa, Leon Mz v | Read Teacher 100

NOTICE! These fields
are disabled and
cannot be edited.

Click Add, then select the new Lead
Teacher from the Staff drop-down.

Add

100 08/15/2016 01/29/2017 nﬂ
08/15/2016 0142012017 BEa
>

takes over the section.

Click Submit.

Modify the End Date of the original Lead Teacher to the day BEFORE the new Lead Teacher

Modify the Start Date of the new Lead Teacher to the day they BEGIN teaching the section.

Teacher -
Section Lead

Staff

Acuna, Carson

Role

Lead Teacher

Idalis
Tilapa, Leon

Lead Teacher

Marlie
£

Add

% Allocation Start Date End Date Actions
100 08/15/2016 08/29/2016 “ -
100 08/30/2016 01/29/2017

Modify the End Date of the

[ Modify the Start Date to the day
the new Lead Teacher begins
teaching the section.

original Lead Teacher to the day
BEFORE the new Lead Teacher
takes over the section.
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