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TNCompass Staffing Assignments 

TNCompass provides the functionality to manage staff assignments, which are accessible by 

authorized state-level administrators, regional administrators, and LEA permitted staff.  

The platform has also been designed to remove the need for Excel-based staff management. 

Instead, each LEA will have its staffing assignments from the previous academic year pre-loaded for 

the upcoming school year. Authorized administrators have the ability to make one-off changes to 

staff assignments by using the TNCompass Staff Assignments tool.  

Administrators can use the Data Management – Import Wizard tool to make bulk staff assignment 

changes via an export/import process. The Data Management - Import Wizard tool allows authorized 

users to export and download bulk data files, including a Staff Assignment list. This list can be 

downloaded into an Excel format and then modified, uploaded, validated, and processed within 

TNCompass. 

Staffing in a LEA: 

 

• In TNCompass, click the Administration 

tab at the top of the screen.  

• Click on the Staff Assignments button. 

 

• View the Staff Filters section found on the 

left-hand side of the screen. 

• Click to select State, EPP, or Region. Users 

can only make changes to Staff 

Assignments for their own authorized 

area. 

• The drop-down list is modified based on 

whether the State, EPP, or Region has 

been selected. Use the Staff Status button 

to search for active or removed staff.  

• Enter the first name, last name, and/or 

license number to search for individual 

educators.  
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• Below is an example of the selection 

options available when searching by 

region. Selecting this option produces a 

drop-down list where different Core 

regional divisions can be selected. 

 

• Once a region has been selected, additional 

drop-down lists are generated to allow 

users to select specific LEAs and schools.  

 

• Once selections have been made, a staff 

list will appear to the right of the Filter 

Windows sidebar. 

• The staff list in the screenshot is fictitious 

and has been created for illustration 

purposes only. 

• Click the Paper and Pencil icon to 

information for a listed educator. 

• Click the Trash Can icon to delete an 

entry.  

• Click the Educator Profile button to access 

the educator’s licensure information or 

the Account button to access their 

account information.  

• Click the blue Add LEA Staff button in the 

top right to assign additional educators to 

an LEA. 
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Staffing a Non-Licensed Educator 

 

*Non-licensed staff with a previous teaching license may already be in the TNCompass 

system. Always search for the user before creating a new account on their behalf. 

 

• In TNCompass, click the Administration 

tab at the top of the screen.  

 

• Search for the person to add using the 

Filters tool on the lefthand side of the 

screen. Fill in the necessary information 

and click the blue Search button.  

 

• If the person already has an account that 

appears in the search results, click 

Administration and then Staff 

Assignments to update their staffing 

information. If the person is not found, 

click the blue Add Person button. 

 

• When the Add Person pop-up window 

appears, enter the person's first name, 

last name, and email address. Click Find 

Person, and then confirm that you wish 

to create an account for this educator. 

 

• The person will receive an email with 

instructions for completing the 

registration process.  

 

• Once the person completes the 

registration process, they can then be 

staffed by going to Administration and 

Staff Assignments. 

 

• When adding a non-licensed educator, be 

sure to set them as non-instructional 

until their license or emergency 

credential is approved. Do not staff 

incoming teachers as observers, as this 

will enable them to view private 

information for other educators with 

similar staffing assignments. 
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