
 

Student Services Module  
Staff Roles and Positions 

 
 
To select a Participant for a Team, Meeting, Review, etc. in Student Services, and have the Staff 
Position populate, the staff person must have been assigned a role in Staff Maintenance.  If you have 
checked the box, on the Staff Details screen (see below) to indicate the person is a teacher, the person 
will be able to perform all functions based on their assigned security.  However, this will not auto-populate 
their position in any participant pick list: 

 
 
To have the staff person’s position populate in the lists, select the button Staff Roles indicated above  
and the following screen will appear: 
 

 

 
On the screen that 
comes up, select one or 
more roles for the staff 
person, and indicate a 
percentage of time for 
each role.  
Save and exit. 

 



 
This will translate to the tables in Student Services and will populate the participant’s position.  
As illustrated below in the Select Teacher screen, this staff member has had the appropriate information 
entered under Staff Roles, as above, but the other has not: 

 
 
While this does not prevent the user from selecting the staff person, it does eliminate the annoying 
message that pops up indicating the person selected does not have a position each time you select  
that staff person. 


