
Lesson #6: Edit/Remove/End an Employee Online

In Lesson #5, we discussed the function of adding a salary using batch uploads. In this 
lesson, we’re going to go over how to edit, remove, and end an employee online.

First, however, it’s important to understand the difference between these functions.

Editing an employee, position, or work location is helpful when you need to tweak one or 
more portions of their employment record. 

Ending an employee is useful when an employee is no longer employed in your school or 
district. Therefore, ending an employee is truly an edit function, as ending the employee is 
making an edit to their record. 

Removing an employee will only be appropriate in very specific and rare circumstances, 
usually when the record itself was entered by mistake. The bulk of the focus in this lesson, 
therefore, will be how to edit and end employees in IWAS.

We’ll begin with the function you’ll use the most frequently: editing an employee. To begin, 
log on to IWAS and select EIS from the System Listing. You’ll then be redirected to the EIS 
Dashboard. Select the “Employment/Position” tab. Search or select the employee you’re ed-
iting. For more information on this step, please review Lesson #2: Adding an Employee, Posi-
tion, and Work Location Online. 

You will then be redirected to the Employee Summary screen. To edit basic information, se-
lect “Edit Employment Record.”
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Editing an Employee Online
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A pop up box will appear allowing you to edit the employee’s demographic and 
employment information. Click “OK” when finished. 

To edit an employee position, select “Edit” on the left of their employee record under 
“Employee Positions within the District for School Year 2015” (or current school year).

This will trigger a pop up box called “Positions for School Year 2015.” Here, you can edit 
Position Category, Position, Time Frame, Start Date, End Date, and First Year. Note all fields 
marked with a red asterisk are required. When you are finished, click “OK.”
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Lastly, to edit a work location, click “Edit” on the left of the Work Location which you’d like 
to edit.

Doing so will trigger a pop-up box called “Work Locations for Teacher” (or administrator, de-
pending on your employee). Here you can edit information pertaining to the specific Work 
Location. When you are done, click “OK.”

Make sure once you’ve made any employment edits, you click “Submit” at the bottom of 
the page. Even if you make the changes to each individual pop-up screen but fail to click 
“Submit,” your changes will not be logged. 
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Ending an Employee Online
Now, we’ll transition to a function you’ll use when an employee is no longer employed by 
your district. This could be for a variety of reasons, such as the employee resigned, retired, 
was fired, or any other reason. 

When in doubt over whether you should “end” an employee or “remove” one, keep the 
following in mind:
Removing a record is only appropriate if the record was entered by mistake and never had 
a corresponding position or salary.

Ending a record is appropriate if the employee previously worked for you, but is no longer 
employed by your district. 

Ending a record is also appropriate if an employee was previously employed in a licensed po-
sition but is now employed in a nonlicensed position. In that case, their end reason would be 
“Terminated.” This will not negatively affect their record. Also note that in this situation, the 
now nonlicensed employee should be added to your nonlicensed aggregate counts. 

To begin, log on to IWAS and select EIS from the System Listing. You’ll then be redirected to 
the EIS Dashboard. Click on the “Employment/Position” tab. Search or select the employee 
you’re editing. For more information on this step, please review Lesson #2: Adding an Em-
ployee, Position, and Work Location Online. 

You will be redirected to the Employee Summary screen. To end employment, first select 
“Edit Employment Record.”
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A pop-up box will appear where you may end the employment record. To end the employ-
ment, select an “End Reason” and “End Date,” and when you are finished, click “OK.”

Once you have finished, make sure you click “Submit” again to save the changes.
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If you have an employee who worked for your district in previous years but has not worked 
for you at all in the current year, you may think you need to remove that position. But actually, 
you will want to end their employment. Remember, removing a record is only 
appropriate when the employee never worked for your district or the record was entered by 
mistake. 

To end the employee in this situation, you’ll navigate to their employment summary screen. 
Click “View Positions from Other Years.” 

From here, a box will pop up that shows all previous positions. Note the most recent Position 
End Date. The employment end date must be on or after this date.

Ending an Employee who Worked in Previous Years
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Once you’ve noted the most recent Position End Date, navigate back to your Employment 
Summary Screen and select “Edit Employment Record.” 

From this screen, enter an emplloyment end date that is on or after the most recent Position 
End date you noted “Positions from Other Years” box. Make sure to also enter an End Reason. 
Click “OK.”

From there, click “Submit” to finalize this action. Your employee’s employment will now be 
ended. 
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Finally, we’ll discuss Removing a record. Note that you cannot remove any positions from 
previous years. In that case, you would want to end the employee as shown on pages 6 and 7. 
Remember, you’ll only remove an employment record if the record was entered by mistake.  

Provided you do actually want to remove the record, log on to IWAS and select EIS from the 
System Listing. You’ll then be redirected to the EIS Dashboard. Select the “Employment/Posi-
tion” tab. Search or select the employee you’re removing. For more information on this step, 
please review Lesson #2: Adding an Employee, Position, and Work Location Online. 

You will be redirected to the Employee Summary screen. You’ll need to remove your position 
first, which will automatically remove all corresponding work locations. 

To remove your position, select “Remove” right next to the Position record. 

Removing an Employee Online

A warning screen will pop up asking you to verify that you want to remove the position. Click 
“OK” to verify.
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Your position will now show in pink. 

Click “Submit” to save the changes and remove the position record. 

To remove the employee entirely, select the employee from your Employment list. 

Then, underneath “Employment Summary,” select “Edit Employment Record.”
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Click “Submit” to save the changes and remove the employment record. Note again that this 
will only remove the record if there are no previous year position records. 

You will now be redirected back to the Employment/Positions page. Your employee will be 
removed from the employee list at the bottom of the screen.

In the next and final video in our series, we’ll discuss cleaning up your data by using the EIS 
dashboard and reports. 

A screen will pop up for you to edit the employment information. In the drop-down box by 
“End Reason,” select “Remove Record.” Enter the End Date, which will be today’s date. Once 
you have done this, click “OK.”




