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About This Help Document 
 
This document is for principals or building level staff (including office managers) to show how to 
manage teachers accounts in TAD including adding and or deleting staff. 

1. Select Go to Staff Page
 

 from District Web Page 

 
 
 

2. Select TAD (Building Staff) link 
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3. Login 

If you forgot your Log In or Password then contact your office manager or staff in Research and 
Evaluation at 571-1193 or Technology Services at 571-2378. 

 

 

 

4.  Select Manage Staff
 

 link 
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5. To add a teacher select Add Teacher
 

 link 

 
 

6. Add teacher information in the form 
 

 
 
 

Comment [JCL1]: Remove the word can from 
callout 
Teacher ID (employee ID number on pay stub). You 
must include 4 leading zeros. You can find this 
number in eSIS if you need  it is available from your 
office coordinator. 
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7. Teacher is added 
 

 
 
Password is automatically assigned and can be changed later.  Please note: These passwords 
should be kept secure. Please take steps to protect the confidentiality of staff and student records. 
 
 

8. To change teacher information select Edit Teacher
 

 link 
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9. Select Teacher
 

 link to edit classroom teacher information 

 
 
 

10. Edit staff information or delete staff no longer at your school.  
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11. To add or change support staff information select Edit Support 
Staff
 

 link 

 
 

12. Input support staff information or select staff to Edit Support Staff
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