How to manage staff in a program once you have a
Toolbox Account and Program Level Access
1) Create a personal Toolbox account if you do not already have one. Instructions titled How to Create a
Toolbox Account may be found at www.OPENInitiative.org/MOPDID.htm
2) Request program level access if you do not already have it. Instructions titled Request Program Level
Access Guide may be found at www.OPENInitiative.org/ProgramLevelAccess.htm.
3) Log in to your personal Toolbox account using the username and password you created.
https://www.openinitiative.org/toolbox/Account/Login
4) After you are logged in, click the Program tab between your Personal and Reports tabs. Clicking on the
name of the organization in the Program tab will take you to the program’s information. If you do not
have a Program tab, you do NOT have Program Level Access and you will need to complete Step 2.
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5) Click the Manage Staff link at the bottom of that screen.

To add someone to the program, continue on to step 6. To remove someone from the program,
please skip to step 13.
6) To ADD an individual to the program, click + Add Employment Information

7) You can add employment information using the MOPD ID number of the person OR the information
used to create their MOPD ID. Enter that person’s information and click Search.
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7a) If an individual does not already have a MOPD ID number, you can create one at this step. Search
for the individual using their information. Select the “Create New MOPD ID” button. Once you
have created a new MOPD ID number, continue with #8.

8) Once the person’s information is displayed, click Add.

9) You must add the primary employment information at this point. All items marked with an asterisk (*)
indicate required fields.
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What is the difference between start date for this position and start date at this employer? Start
date for this position is the date the person started that specific position at the program. Start date at
this employer is the date that the person started at the program in any role. For some, these two
dates may be the same. However if someone has worked at a program for a period of time and has
changed roles, these dates will be different. Please review the examples below.
Example (same dates): Abby joined ABC Sample Center as an Assistant
Educator/Teacher/Facilitator/Practitioner on 01/04/2016 and holds the same position today. In Abby’s
case, the start date for the position is 01/04/2016 and the start date with the program is 01/04/2016.
Example (dates are different): Joan is currently a Lead Educator/Teacher/Facilitator Practitioner at
ABC Sample Center. She recently was promoted to this lead role on 01/09/2017. When she started at
ABC Sample Center on 01/05/2015, she was an Assistant Educator/Teacher/Facilitator/Practitioner. In
Joan’s case, the start date for the lead position is 01/09/2017. The start date with the program is
01/05/2015 as this is the date she first started with ABC Sample Center.
10) The bottom part of the employment page is for a secondary role within the same organization. You
only need to complete the second half IF the person has another role in the organization.
For example, someone may work as an assistant administrator for 20 hours and as an assistant teacher
for 20 hours a week. One role (assistant administrator) will be listed under primary role and the
second role (assistant teacher) will be listed under the secondary role. If the person only has one role
in the organization, skip the secondary role section.
**Please note that the total number of hours for all locations and roles that your staff perform, should
total no more than a normal 40-50 hour work week.
Example: by selecting 40 hours for both roles, that will reflect an 80 hour work week.
You would want to select 20 hours for each role, to total 40 hours for the week.
**If yourself or a staff member visits more than one location per week, and you cannot determine the
exact amount of hours per week, you can select “prefer not to say”.
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11) Select the Submit Employment Info button at the bottom of the screen once completed.

12) Repeat as needed for additional staff.
13) To, REMOVE an individual from the staff list, access your staff list. Locate the individual who needs to
be removed and click on the “End employment at this location” button on the right hand side of the
table for that person.

14) On the end employment screen, please click the drop down arrow to view reasons for ending the
person’s employment. Please select the option that best fits the reason for removing the employee
from the program.

15) After selecting the reason, enter the last employment date in the format of DD/MM/YYYY and then
click ‘End employment at this location’ button.
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16) After clicking the button, you will be asked to confirm that you do want to end the employment. Click
‘cancel’ to go back and make changes, if needed. Click ‘ok’ to complete the process and remove the
employee from the program.

17) Repeat as needed for additional staff.

Please do not hesitate to contact OPEN if you have any questions or if you need any
assistance with managing staff in the Toolbox.
OPEN Initiative
openinitiative@missouri.edu
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