
Select “My Profile” from the 
Application drop-down menu. 
Then click the Go button next to it.

Next select “Update” from the 
Action drop-down menu.  Then 
click the Go button next to it.

MEDMS UPDATE FOR FACULTY (Update Annually by September 30)

Go to www.medms.maine.gov and login using your MEDMS Username & Password.
If you do not remember your username or password.... contact Mark Arnold.

Once you are logged in, you should notice 
there are three Tabs for the MEDMS data-
base (Personal, SAUs, and Job Functions). 
You will need to check each of these to 
complete the update.  Start with the 
Personal tab.  Check everything in red... all 
fields marked with an (*) are required fields.
Update your personal information where 
necessary.

Do not make manual changes to the 
Educational Experience data (this is 
automatically updated.  If you feel the data 
in the section is incorrect, please contact 
Selena to have adjustments made.

If last year was your first year working as an 
educator in Maine, complete the “New To 
Education in Maine” section.

Click the “Save” button at the bottom, if you 
make any changes to your Personal data 
on this page. (*DON’T CLICK RESET!)

http://www.medms.maine.gov
http://www.medms.maine.gov


Check the current data on the SAUs 
page, making updates to any 
information where necessary. 

Some people need to change their 
email address from the old @u98 
address to their new @mdirss.org email 
address.

Again, the “Years Worked For This 
SAU” should automatically update.  If 
you feel this number is not correct, 
contact Selena to have adjustments 
made.

Select this year’s starting date (Aug. 
30, 2011) using the calendar button.

You should not need to check any 
boxes at the bottom of the page... Click 
the “Save” button at the bottom of the 
page if you have made any changes.

Next, click on the SAUs tab, and notice the 
table on the page.  Under “Status” it should 
indicate, “Update Required”.  Click on the 
“Edit” link to make required updates to the 
SAUs data.



Once you have saved, your “Status” 
should change to “Active”...

Next, click on the Job Functions tab 
and then click on the “Edit” link to 
update each of your Job Functions.

Again, check each of the items in 
red.  These should be correct, if your 
role has not changed this year.  

The information everyone will need to 
enter on this page is your “Annual 
Salary for this Position” (Get this 
information from Mark Arnold).  For 
almost everyone, unless your 
position is grant funded, you also 
need to add 100 in the “General” 
box.

Days worked should be 184 and for 
Hours per Day either 8 or 7.5 is fine.

If you are a classroom teacher, your 
current “Courses” should be listed at 
the bottom of the page.  You can 
make changes if your courses have 
changed. *Some courses we offer 
may be hard to find appropriate titles 
for... just do your best :o)

Click the “Save” button when done.

You 
can email me and request that I 

send you your salary info (for teaching 
Job Functions).  I will reply with the 

amount you should enter for 
Annual Salary.



Once you have saved, your “Status” on the Job 
Functions tab should change from “Update Required” 
to “Active”.

Some people will have more than one position listed 
under the “Job Functions” tab... If so, then repeat the 
process explained on the prior page for each position.

Be careful not to click the “End Job” link next to the 
“Edit” link... unless you are no longer functioning in a 
position listed.

Once you have updated all positions, you can log 
out... You are finished (applause)!

Please contact Mark Arnold or Wendy Littlefield if you 
have questions.  Other staff will follow a similar 
process, but should check with Wendy for update 
data or unique instructions.

Faculty & Staff at other schools should be able to 
follow a similar process to complete this update...

Contact your own building office staff or tech support 
with specific questions.


