
Adding a Teacher to the Teacher Catalog 

 

1. Go to Applications > Building Administration> Teachers  

The following screen will appear. 

 
 

2. Click on the little white sheet of paper at the top left hand corner of the screen. 

The following screen will appear. 

 
 

***   The system will automatically assign a Teacher ID number.  



 

3. Fill in all appropriate information. You MUST enter the Social Security Number 

and the Employee Number. The Employee Number is the same as the SSN.  

4. Click on the Assign Buildings button.  

 

The following screen will appear.  

 

 
 

5. Select your building number and Click OK.  

6. Click on the Back button to exit the current screen.  

7. Click OK to Save.  

 

 

 

 

 

 



Deleting a Teacher from the Teacher Catalog 

 

1. Go to Applications > Building Administration> Teachers  

 

The following screen will appear. 

 

 
 

2. Click Find to list all of the Teachers in your building.  

3. Click on the Teacher that you want to delete and Click OK. 

4. Click on the picture of the trash can at the top of the screen to delete.  

5. Click Yes when is asks if you want to delete.  

 


