STEP 1

Log into DAISEY. Staff profile data is captured in the Environment Data.
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STEP 2

Select Environment Data and then Search Environment Data.
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STEP 3

To create a new Staff Profile, select Add Environment and complete all
required fields and save.
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STEP 4

To edit, find the Staff Profile that needs editing in the search grid and choose
the Edit option from actions.
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STEP 5

Make any desired edits, such as adding an employment end date.
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Once all desired edits are made, select Save.
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STEP 7

Select OK to the notice that there are no associated profiles.

The environment or class profile does not have any current
associated profiles.

Selecting ok will continue without associating a profile, or
you can choose to associate a profile.
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STEP 8

Select Search Environment Grid on the pop-up to navigate back to the Staff
Profile search grid.

Successfully saved environment with ID. 1264-30002
Where would you like to go next?
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