Dmeps

How to Use the Phone Directory Publisher
to Update Office Staff Phone Lists

Introduction

Welcome to the Directory Publisher. As your location’s Phone Directory Manager, you
have access to the publisher, a web-browser-based tool that enables you to update,
review and print information for the MCPS staff phone directory.

You'll find the phone directory online at:
http://coldfusion.mcps.k12.md.us/directory

The publisher enables offices to perform the following functions:

EDIT STAFF: Update an employee’s preferred first name, preferred position
description, directory heading, and order in the directory. You may also choose to
include the employee's name in the summary web page known as the Office-odex.

TRANSFER STAFF: Move staff members to the appropriate directory heading.

DUPLICATE STAFF: Copy an existing MCPS staff member to one of your directory
headings.

EDIT GENERAL INFORMATION: Update address, phone numbers, web site URL,
general information about a directory heading.

DIRECTORY MANAGERS: Update, add or delete Phone Directory Managers.

PRINT CENTER: Get formatted print versions of the Directory, as well as current
mailing lists.

About the Data

The publisher database is populated with employee data from the MCPS HRIS
system. The HRIS information, which is the core of the tool, is updated regularly.
Using the publisher, offices can enhance this data, e.g. add a preferred first name.
Offices cannot, however, make changes to employee data managed by the HRIS
system. Data that cannot be changed includes but is not limited to information such
as full name and home phone number. If you wish to make changes to employee
information managed by HRIS, the changes must be submitted to HRIS.



How Your Staff Can Notify You of Changes

How does your staff notify you of a change in their information, their phone number
for instance? Of course they can call or email you directly. But they can also inform
you by going to the Update My Directory Info page in the online Phone Directory.

All they need do is fill out the form on the page and the form will send you an email
with the changed information. The page also has a link to MCPS Form 445 Change in
Personal Information, which is used to change personal information in HRIS.

Update My Directory Info
http://coldfusion.mcps.k12.md.us/directory/index.cfm?s=correction

How to Get Help
The MCPS Help Desk can help you if you have problems accessing or using the Phone
Directory Publisher. Contact the Help Desk if you lose your User ID or Password, if
you cannot log in, or if you have questions about the data or functions of the Phone
Directory Publisher.
MCPS Help Desk
Phone: 301-517-5800
Email: Helpdesk@mcpsmd.org

You will also find documentation and tips throughout the Directory Publisher.

How to Access
Open your web browser and go to the following url:

http://coldfusion.mcps.k12.md.us/cfms/directory/officeadmin/

t:}-"-'«' L3 Directory Publisher
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Many | Logout

U=er 1D: |

Password: |
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Each office will receive a username and password that will enable staff updating the
directory to access information for the office directory headings. Remember to keep
your username and password safe and secure.


http://coldfusion.mcps.k12.md.us/directory/index.cfm?s=correction

Menu

After logging in, the user will see the Menu screen listing all options. All screens
include two links in the upper left corner to return to the Menu or to Log out of the
publisher.

Directory Publisher

Meny | Logout

what's New | How is the Directory Updated?
Skaff Lists | Emnploves Search

Menu for Superintendent of Schools

Edit Staff |Urdats employee's preferred first name, position title, order in
dirgctory, or location

Transfer Staff |Tran$fer one or more employees to your directory headings

Make copies of ane or more employees for your directory
Duplicate Staff SR
Edit Cenaral Infa Update address, phone, location information for your directory
headings

Designate or change Phone Directory Managers for the Office
of Supenntendent of Schools

Print Center | Download directory listings in PDF format, or mailing label files
ready §

Directory Managers

ar ifmpart it Excal ar Aecass,

How to Begin and Check your Work

All screens include links in the upper right corner to information that will help you
review your work.

Directory Publisher

i

Meny | Logout

what's New | How is the Dirsctory Updated

Staff Lists | Employes Search

STAFF LISTS: A pop-up box will list the directory headings for your office. Click on a
heading to see a detailed list of staff for each heading. The detail list includes name,
position information, work and home phone numbers. The home phone number is
included only if the employee has indicated through HRIS that it should be published.

EMPLOYEE SEARCH: A pop-up box will provide a search box you can use to search
for any non-school-based employee by all or part of the last name. The search
results will provide the employee's full name, job description, and work location. This
search tool will be useful when you need to transfer an employee from one heading
to another and need to find where they are located.

To begin updating, print out your list(s) of staff, make changes on the hardcopy, and
review the changes with relevant staff. Then use the publisher to make changes. As
you make your changes, the Staff Lists will change to reflect your updates.



IMPORTANT: As you work with the publisher, consult the lists by clicking on the Staff
Lists link to review your changes for accuracy.

Edit Staff

This function enables you to update an employee’s preferred first name, preferred
position description, directory heading, and order in the directory. You may also
choose to include the employee's hame and work phone in your office’s summary
page in the Office-odex.

Select a directory heading and click on the 'Edit Staff for Selected Heading” button below.

superintendent of Schoals

Chief of Skaff

Department of Communications

Pubhc Information

Instructional Television

Elactranic Graphics and Publishing Services
Prink Sho

\Web Sarvices Taam

| Edit Staff for Selected Heading |

Web Services Team

Barger, Matthew R
Eskite, Susan J
Horvath, Gail &
Stunm, Chris N

Edit Selected Employee | Return to Directory Headings List

First you will need to select a directory heading, then click on the EDIT STAFF FOR
SELECTED HEADING. You will see a list of all employees assigned to that directory
heading. Select an employee to edit by selecting a name in the staff list provided and
clicking on the EDIT SELECTED EMPLOYEE button. If you find that a staffer is not
listed, it is most likely because the person is new to your location and has not been
processed yet by HRIS. If the person is not new to your location please contact the
Help Desk (301.517.5800) to find out why the name does not appear in your list.



When you're ready to edit an employee’s information, you can provide a preferred
first name, preferred position description/title, work phone, move this person to
another directory heading, or specify a list order under the heading.

Matthew R Barger

Preferred First Mame: [Maty

Prefarred Position Description: |'>'JEL1 Systems Programmer

Work phone: [301-517-8268

Directory Heading: [Web Services Team B
List Order under this Heading: |5_ What iz thaz?

List this name and position in the Offico-odes (y/m): |n_ What is this?

| sawve changes | Return to staff list I Cancel &ll Edits I

You can use the LIST ORDER UNDER THIS HEADING function to change the order in
which employees are listed in a directory heading. All staff are listed alphabetically
unless you use this function to change the order. You would use the box to assign a
“1” for a division director, for instance, and perhaps "2" for the administrative
assistant. Other office employees would be listed alphabetically after these two
employees. You need not order all staff.

You may also specify that a person's name be listed in the Office-odex.

(Remember: if other information about an employee needs to be updated, such as
last name, the changes must be submitted via HRIS using MCPS form 445-1, Change
in Personal Information )

Your changes will appear in this screen underneath a blue message informing you
that you have completed your changes. A blue message will appear on the screen
anytime you have completed a change in the publisher. Be sure to read such
messages.

your employee's information was updated as listed below.

Matthew R Barger
Prefarred First Mame: Makk

Position: ‘\Web Systems Programmer
Work phone: 301-517-8268
Directory Heading: Web Services Team
This person will be listed in position 5§ within the department

Return to Staff List | Return to Directory Headings List |

You should also check your changes by clicking on the STAFF LISTS link in the upper
right. Click on RETURN TO STAFF LIST or RETURN TO DIRECTORY HEADINGS LIST to
continue with more staff edits.



Transfer Staff

Some employees will show up under inappropriate directory headings for various
reasons. Placement is based on the HRIS location code, and some directory headings
don't have an official location code. You have the power to relocate one or more
employees from any directory heading to one of your directory headings. This will
not affect their status in HRIS; it is only a convenience to properly list them in the
directory.

To transfer an employee, you will first choose the source and destination directory
headings. All directory headings are listed in the FROM (source) field to enable you
to transfer from any heading. Only your office’s directory headings are listed in the
TO (destination) field, so you are limited to transferring only to your own headings.
Select a heading to transfer FROM and a heading to transfer TO, then click on the
CONTINUE TRANSFER button.

FROM: Select one directory heading
DESC I11

Diwersity Inibiatves
Diversity Training and Development Team
Division of Arademic Support, Federal and State Programs

TO: Select one directory heading

Instructional Television =]
Prirt Shop

Public Information

Superntendent of Schools

Web Services Team

[ continue Transfer |

The next list includes all staff assigned to the directory heading you are transferring
from. To help you correctly identify each employee, the employee ID and preferred
position description are listed in parentheses after each name. Note that the text at
the top of the yellow box tells you where the employees are transferring FROM and
where they are transferring TO.

Transfer employee(s) FROM Directory Services Team TO Web Services Team

Hint: hold down the CTRL key to select more than one employee at a time.,

Baker, Carol A (Systems Programmer )
Campbell, Michael L (Systems Programmear )
Gopinathan, Fagesh (Systems Programmer )
Haddad, Ehas W (Instructional Spec )
Kim, Hai K [(Supervisor, Directory Ser)
MoGuinn, Jaremy P (Systems Programmer
Straus, Robert & [Sr Systems Enginear §
ahdatshoar, Farahmand (User Support Speciahst 1)

| Transfer Selected Employee(s) |

Find Different Employees to Transfer [




Select one staffer at a time or groups of staff from the list. Hold down the control
key when selecting a name to select more than one person at a time. Then, click on
the TRANSFER SELECTED EMPLOYEE(S) button.

Employees you have transferred will be listed on the next screen. Click on the STAFF
LISTS link in the upper right corner of the page to check your changes.

This emploves was moved from Directory Services Team to Web Services Team:

Straus, Robert

IMPORTANT: When employees are transferred, they are *deleted* from their original
directory heading and moved to the one you have selected. If you transferred
someone by mistake, you cannot move them back. For assistance, contact the Help
Desk and they will restore the employee to their original directory heading.

Duplicate Staff

In some cases employees work for more than one office and it is desirable to list
them in both places, even though the official record shows them in only one location.
You have the power to duplicate one or more employees from any office directory
heading to one of your directory headings.

To duplicate an employee, you will first choose the source and destination directory
headings. Like the transfer function, all directory headings are listed in the FROM
(source) field to enable you to duplicate an employee from any heading. Only your
office’s directory headings are listed in the TO (destination) field, so you are limited
to duplicating only to your own headings. Select a heading to duplicate FROM and a
heading to duplicate TO, then click on the CONTINUE DUPLICATION button.

FROM: Select one directory heading

video Services
AR LAM
Wwatkins Mill High School

West Farm Transportation Depot

TO: Select one directory heading

Chiaf of Staff =
Department of Communications
Electronic Graphics and Publishing Services

Instructional Television
Print Shop =l

Continue Duplication




The next list includes all staff assigned to the directory heading you are duplicating
from. To help you correctly identify each employee, the employee ID and preferred
position description are listed in parentheses after each name. Note that the text at
the top of the yellow box tells you where the employees are duplicating FROM and
where they are duplicating TO.

Duplicate employee{s) in Web Services Team to Instructional Television

Hints: In long lists, you can select any item in the list, type the first letter of the name you
are looking for, and the list will jump to that section of the alphabet, Keep typing that same
letter and you will scroll through the list one name at a time.

Hold dawrn the CTRL key to select rore than one employes at a bimea.

Barger, Matthew R (Matt) (Web Systems Pragrammer )
Eskite, Susan ] (Publications Art Director)

| Duplicate Selected Employee(s) |

Find Different Employees to Duplicate |

Select one staffer at a time or groups of staff from the list. Hold down the control
key when selecting a name to select more than one person at a time. Then, click on
the DUPLICATE SELECTED EMPLOYEE(S) button.

You may also choose to FIND DIFFERENT EMPLOYEE(S) TO DUPLICATE. This button
will return you to the source and destination directory headings page where you can
select different directory headings.

After you've duplicated an employee, a screen will list employees who were
duplicated. Click on the STAFF LISTS link in the upper right corner of the page to
check your changes.

Duplicate records for these emplovees were created in Instructional Television:

Straus , Robert

If you've mistakenly duplicated an employee, you will be able to drop that employee
using the Edit Staff function.



Edit General Info

This function enables you to update information for a directory heading including
address, room number, city, zip code, phone, fax, TDD, and web site address. You
may also put in a location alias, which is used when your work location is referred to
by a name, such as Carver Educational Services Center or Metro North.

Begin by selecting the directory heading that you want to update.

Chief of Staff

Department of Communications

Elactranic Graphics and Publishing Services
Instructional Television

Prink Shop

Public Information

Supearintendernt of Schools

Edit Selected Directory Heading |




A field is provided for a statement - such as mission, role, purpose -- about the
office or department. This information will be published in both the Office-odex and
the full online directory to tell people what your group does.

Webh Services Team

Address [z50 Hungerford Drive
Room [130

City [Rackville
Zipcode 20850
Main Phone [301-517-5554
Fa¥ |301.279-3096
TOD
Add’l, Phone 1 Name | Number
add’l. Phorne 2 Mame | Number

Wb site URL [herp: ffwww.mepe.k 12 md.us/departments,web)/

Locaton KA feesc
Statement [The mission of the Web Services Team is to =l

Whet is this? o2 in the creation and growth of an effective

wih presence for MCPS, The Team administers

web and other servars; publishes content ta

the MCPS web; defines site architecture,

deasign templates and guidelines; does

programming to create web publishing and

other tools; supports and trams webmastars;

and develops and maintains the MCPS portal

K d weh, web zite, htil, internet, —‘I
wh f?:’;’]ﬂr E vebmasSter, Wat, sStreaming medis,

plltimedia, hosting, applicaclions,
CEAlLKING, Techhology

Update Directory Information |

cancel All Edits |

Related to above, a field is also provided for you to supply keywords about your
office’s function. These keywords will be used by our search engine to help people
find your office by the services you provide, even if they don't know the name of
your office, department or unit, or the nhames of anyone working in your area. Please
enter single keywords in this area, separated by commas, with no special characters
(such as $%#&” ). You may enter up to 512 characters including the commas.
Choose your words carefully to provide the most help to people who need to find
your office. The search engine will only be as effective as the keywords you supply.

IMPORTANT: All information on this page will be published on the MCPS public web
site in both the directory and the Office-odex, so be sure it is accurate and spelled
correctly.



Your updated information will appear in the next screen. Click on the link to be sure
your office’s url is accurate. If it is not, return to the previous screen to correct it.

Your directory information was updated as listed below

Web Services Team

Address: 850 Hungerford Crive
Room: 130
City: Rockyille

Zipeode: 20850

Phone: 301-517-5954
Fax: 301-279-3096
TOD: None

Website: hitp: fwww meps k12.md.us/departmentsfweb/

Keywords: web, web site, html, internet, webmaster, wst, streaming media, mulbmedia,
hosting, applications, training, technology

Statement: The mission of the Web Services Team is to lead in the creation and growth of
an effective web presence for MCPS. The Team administers web and other servers;
publishes content to the MCPS web; defines site architecture, design templates and
guidelines; does programming to create web publishing and other tools; supparts and trains
wabmasters; and develops and mamntains the MCPS portal.

Select Another Directory Heading to Update |

Directory Managers

Office Phone Directory Managers are assigned at the highest level, e.g., Board of
Education, Superintendent's Office, Deputy Superintendent's Office. Use this page to
change, update, delete or add a Phone Directory Manager.

Phone Directory Manager Information (About)

Mame: Chris Sturm
E-mail: Chris_Sturm@mcpsmd.org
Employee 1D [T7525 | Verify this 1D | Reset to Original Value |

Mame: Elaine Keagle
E-mail: Elaine_Keagle@mcpsmd.org

Employee 1D IW Werify thiz 1D | Rezet to Original Yalue |

To remove a backup Phone Directory Manager, delete the amployes 1D and click on the
UPDATE PHONE DIRECTORY MANAGERS button below. You cannot delete the first (Primary) Phone
Directory Manager.

| Update Directory Managers | Cancel all edits |

You will need to know the employee ID number to make sure that you are identifying
the correct person. We recommend that, after entering an employee ID, you click on



the VERIFY THIS ID button. You will immediately see the name and e-mail address
associated with that employee ID. If the name is incorrect perhaps you have entered
the wrong employee ID. You may click on the RESET TO ORIGINAL VALUE button,
which will restore the name, e-mail address and employee ID on file since the last
time you saved; you may also try a different employee ID. The information is not
saved until you click on the UPDATE DIRECTORY MANAGERS button.

A primary Phone Directory Manager (the first name in the list) is required. A back-up
Phone Directory Manager is not required, but is recommended. If you enter an
invalid employee ID for the primary Phone Directory Manager, and click on UPDATE
DIRECTORY MANAGERS, nothing will be changed because primary Phone Directory
Managers may not be deleted, only replaced. You may delete a back-up Phone
Directory Manager by deleting the contents of the second employee ID box and
clicking on the UPDATE DIRECTORY MANAGERS button.

After you update, you will see a list like this, showing all Phone Directory Mangers for
your office.

Phone directory manager({s) for Superintendent of Schools

Chns Sturm (Frimary)
Elaine Keagle (Back-up)




Print Center

The Print Center is a collection of directory listing PDFs, in the presentation style of
the old print directory. The key advantage of these PDFs is that they are created
once a week, every week, all year, and so are always current. Phone Directory
Managers for Offices also have access to mailing lists, as shown in the screen below.

All Schoals PDE
& hist of all schools and staff, grouped by school, updated weekly.
All Offices PDF
& list of all offices and staff, grouped by organization, updated weekly.
All Staff PDF
& list of all MCPS staff, in last name order, updated weakly.
Home Phone NMumbers alphabetically by last name PDF

A list of all MCPS emplayess, sorted alphabatically, with home phone number if allowed by the
employes, Employeess may change their horme phone praference by submitting MCPS Form
in Personal Information. This list is updated weekly and is only available to

Fhone Directory Managers.
Home Phone Mumbers by Location PDF

& list of all MCPS employess, sorted slphabetically within location, with hame phone number if
allowed by the emntn'ree Emprn'rees ray change their home phnne praference by submitting

Form 44 b 1 , This lisk is updated weekly and is only
available to F'honc Dlrcv;tnrr Managers,

Mailing Labels Principals | School Admin Sec | School iness Magrs & Financial &
Select one of the mailing label nks. & box will pop up, asking if you want to OPEN or SAVE the

file. Choase SAVE. Open your Excel spreadshest spplication, then open the fils you saved. The
information in the file is created fresh from the directory database sach time you selact a link,

You may download them to keep electronically on your computer, or to print. The
mailing lists may be opened in Excel and formatted for print to labels.

August 2005

Web Services Team

Department of Communications
Montgomery County Public Schools






