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Managing Staff 
 

 

This user guide describes how to add or modify a staff member. You must have an Administrator role and 

authority to access this area. Please see your administrator if you need to gain access or contact us. 

 
To access the staff management area, choose the Admin icon, and then Manage Staff. 

 
 
 
 

 

 

 

 

 

 

 

 

 

The next page will display a list of staff members and their profile information. 
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Managing Staff 
 

 

Modify Staff Information: To modify information for a current staff member, select the “Modify Account” link 
to the right of their information. 

 

 

The staff profile will pop up where you can add or modify the user email, role, or cell phone number. To change the role, 
choose a new role from the drop-down. Select “Submit” to keep your changes. Your changes will appear on the staff list. 

 
NOTE:  If there has been a name change to a staff member, please reach out to you IT department so they can send over 
the correct data to us. 
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Managing Staff 
 
 

To add a new staff member, select the “Create Account” button. 
 

 

 
In the pop-up window, add the appropriate information and select the Staff Role from the drop-down. Enter a 
temporary password with a minimum of 12 characters. Select the “Add Staff” button to complete the process. 
 
Staff Role Note:  
Teacher = Classroom teachers or Sub accounts  
Administrator = Office Staff  
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Managing Staff 
 
 

Trouble shooting 

 
The system will not allow a duplicate email address in the system. If the email address is already in the system, you will not 
be able to add the staff member again. All staff members from the entire district are in a single database which increases 
the opportunity for a duplicate. If a staff member has worked at another school, they may still be associated with that 
school and will therefore need to be changed by your IT department or by calling customer service at 
customerservice@kidaccount.com. 

mailto:customerservice@kidaccount.com
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Managing Staff 
 
 

This concludes the Managing Staff overview.  

Please contact us if you have any questions. 

CustomerService@kidaccount.com 
 
 
 
 

Thank you for choosing KIDaccount. 
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