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Integris G2
Adding a Staff Record

To add a new staff member go to General (1) > Staff Details (2) > Add (3)
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©r Brian Aldridge (123456734) - Hale Staff Codes BAA NI Number: & on
-8
: o Addrnas: Home Farm, Wingy Lane 3
rname: Adridge
ama:  Aldridge

Administrative Area:

00951 67845 Fax:
-enail: baldrigagpimary.ech.uk
18 Oct 1945 Stall Type: Heed Teacher
01 1an 1996 Gawnrnor: o
Governor Type:
6543 Governor Staty

LA Identiflar: ovarnor Start Date:

SWF Comsus Calegery: Teacher - Emgioyed by School or  Absent on SWF Cansus Day: e

The following screen will appear....

Enter data simply by typing or selecting values from the drop down lists.
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Pasensl | adimensl i Centicts Greaps  UOL Qeiibeatiens  Tramisg  Medicsl  Centiscts  Clasiings
Tothe: 0 ] Date of Birth:
Imitiabs: Gender: Ve x|
Surnnme: Stadf Coda:
Reference:
Flest M I asher:
Second Hames Stall Type: Taschar -]
Third Mame: e (3]
Ko Name: Governor Type:
Legal Surnames Gawnrnur Status:
Previous Surname: =
Tencher (GTE) No.t =]
LEA Tdentifier: 30 5ap 2010 2
Sy dhweling: » Hame Teleghare 1
twelling: | Home Teleghone 2:
Street: Hotile:
Loealing: Fax:
Towm: E-Mail:
County:
outcade: Absant on SWr
Cre EWF Canton Cotagorys [t Srsaid v
Admimistrative Area:

The Name/Surname/DOB/Gender and Join Date fields are mandatory fields. The
Reference number will be generated automatically.

Work through the tabs until you have entered all of the necessary information.

Then click Save at the bottom right of the screen. Your new Staff record can now be
found on the Current Roll of your Database.
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Integris G2
Editing a Staff Record

To edit an existing staff record go to General (1) > Staff Details (2) > Search for the Staff
record you wish to edit & click Edit (3)
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Ur Urian Aldridge [123456794) - Male staff Code: DAA NI Numbar: G567 3
b

® Idridg

SWF Consus Catngary: Tescher - Emoloyed by School or
L

Existing data in each field can simply be deleted and replaced with new information,
working through the tabs as seen in the previous section of this document.

Once the necessary changes have been made, click Save at the bottom right of the
screen. Your changes will now be saved to the Staff record.

Anita Pirie 3



Integris G2

Transferring a Staff Record to Former Roll

To Transfer a staff record to the former roll, go to General (1) > Staff Details (2) > Search
for the Staff record you wish to transfer & click Move to Former Roll (3)

[ TR S p—— )

ER [ [ e ——p—
O Brian Aldridge {173456754) - Hale
L]
o
asiridge
protay
B
At
fran
00991 sTea rax:
Eomait v
Statf Typas
e
Leave Date: Gawernae Type:
Tamchar (GTC) Wo.: Gorvwmar Status:
LEA dentifier: Garveenas Start Date:
Gavernar End Oate:
EWP Consus Catagary: Tescher - Emplored by Schosl or Absmnt om SWYF Census Day: s
1A
Ewnnell Boyd

Enter a Leave Date and click OK....

Confirm Move To Former Roll

@ Change the Leave Date if required and then
confirm the move by clicking on OK.

@ Click on Cancel to cancel the move.

Leave Date: |30 S=p 2010

...You will then be asked to enter the Contract End Date, the Destination is optional.

Move to Former Roll

@ Please enter an End Date and Destination for any current contract(s)
far this staff member.

Contract End Date: 30 Sep 2010
ion: Not Specifiad [v]

Click Save. The Staff record will now be moved to Former Roll.
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Integris G2
Deleting a Staff Record

The delete staff member function is not currently active.
If you have staff records that need to be deleted, please feel free to email me the name

and reference number of the record you wish to be deleted and I will keep a note of
them for when the function becomes available.
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