HOW TO APPLY TOBACHEROSTING

(For Continuing Teachers Only)

This document will show you how to look for and apply to current job postings, using Job Posting W

Loginto Attendance Management SystefAMS) One logged in, go to the My Infab, Job Shopping and
selectTeaching?ostings from the drop down menu that appears wh@u roll your mouse over the Job
Shopping link.

¢~ TSC Main Menu - Windows Internet Explorer

[¥) 33 abpapmouy

jervaseripk:void(m) @ Internet # 100 -

The online application form will appear.
The Online Application

e The application form will appear with some of your most recent assignnier8b #7 hlready filled in for
you.
e Take your time and be as accurate and detailed as possible in completing the rest of the application form.
e Click on the SAVE button at the bottom of the screen every 15 minutes to avoid any loss of data
e Yourapplication is saved online and you may update it at any time.

Part A- Personal Information

e Your name, employee number and seniority date cannot be changed. You can update your phone
number or add a second phone number to your application. (If yod t@ehange your phone
number permanentlygo to the MyJobs/My Absences Tab, select Employee Info and then select
Change Telephong
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Part B- Teaching Experience:

Work History in SD#71:

e This lists your current, future or historical assignment informaf&ince the year 2000) witthe
School District Complete your assignment data by adding subjects/levels and previous
administrators in the corresponding fields. Please contact Human Resources if you have questions
about your assignment information or sierity.

*Note: The information in the Subject/Level and Administrator fields in the seG@aching
Experience in SD #7#4ill be removed once a year when your assignments are updated

automatically. Please ensure you keep a printed copy of this irfiiomto make it easier to re
enter it next year.
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Work History Out of SD#71

e [Enter your previougeaching experienceut of SD#71, beginning with the most recent.

/= hilp:/#142.25.199.22/livelserviet/Broker?env=essiprogram=com. tscsoftware. ess.serviet. EmployeeAp - Windows Internet Explorer

o~ |l hepiiiazazs = e — 01 =] [*#2][5¢] [sooale canada [[=]-
File  Edit  Wiew Favortes Tools  Help © & snaoie =y Links **
e 4 (55 - e Home - School District No. 7L, | @B httpi//142.25.199.22(Iv... % | i UserLogIn [ { M - b - [ Poge - R Tools - @~
[ I I T T T I I I ~
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[ Il Il Il Il Il [ Il |
[ Il Il Il Il Il It Il |
Teaching Expenence
Out of SD #71 ( list most recent first )
Position start Date Ena Date Assignment Location FTE SubjectiLevel Administrator
[ | [ I f f | I |
[ I I I Il Il I I |
[ I I I Il Il Il I |
[ I I I Il Il If I |
[ I I I Il Il [ I |
[ I I I Il Il Il I |
[ I I I Il Il IL I |
[ I I I Il Il Il I |
[ I I I Il Il IL I |
[ I I | [ [ It I |
Pari C - Article @.5.2.c
Academic Preparation
Degree Year University Major Minor
[ I [ Il [ |
[ I I Il Il |
[ I I Il Il |
[ I I Il Il |
University or College courses completed in addition to degree program.
BEgINING With The Mast recent, INCILAS the PrograMICOUFSE NAME, e NAME o the SAUCATIONal INSTTLTION ANd the Year It was
complete.
T | -

Part G Academic Preparation:

e Enter details about your degrees in the first sectioh OF RS YA O t N® Hatalsloflady2 y ¢ ®
othSNJ O2dzNESG2N] O2YLX SGSR Ay (GKS éspofion@n@hsB A G& 21
professional development, igervice programs, and committee participation or rznedit courses

relevant to this position in thé { dzo & S 1j dzS yséction. NI A y Ay 3¢

i agram— ess.serviet. EmployeeApplication01 = [$2] [><] [seogle canada |2~
File  Edit iew Favorites  Tools  Help & Snagie =1 Links >
T |22 ] - | @8 e - Sthocl District Mo, 71, | @8 Etpi//142.25,199 22 ... X I ] | My - & - [rPage - & Tools - @
~
Part C - Article €.5.2.c u
Academic Preparation
Dearee Year University Major Minor
University or College courses completed in addition to degree program.
Beginning with the most recent, include the program/course name, the name of the educational institution and the year it was
complete.
Subsequent Training
List any professional development, in-service programs, and committes participation er nen-credit courses relevant to this position
Beginning with the most recent, include the type of activity, duration, location and year completed.
Part D — Past Performance (E.5.2.2)
List at least three professional references including the current and most recent supervisors. In keeping with ethical considerations only
sdministraters or spensoring teachers during practicums should be included. Include referee name, their position when supervising
you, their current position and their phone number(s) and email address.
Only those listed wil be using = form and may choose to give a confidential assessment. However,
applicants may be asked to give additional references. It is incumbent upen the applicant to ensure that all infermation i accurate and the Ly
reference is avaiable to be contacted
~
Done @ 1rtornet & 100 -
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Part D- Past Performance:

e List three referees, their position when supervising you, thatirent position and their phone

number(s) and email address
¢ In the final section, list any additional information relevant to this position:

After clicking on SAVE one last time, please wait for the application form talisplay your changes.
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Applying for a Posting

BEFORE clicking on Current Postings at the top of the sy@ewill need tocheck thedeclarationbox at the
top of the screen:

Job Posting: Online Application

Review your OnLine Application Form. If you add any information,
click the Save button to =ave your changes.
Thiz form weill be linked to any postings vou apphy for today.

Click en the Current Postings icen to view and apphy for postings
nsure you save your application every 15 minutes while comple’

To avoid dat

D | declare that, to the best of my knowledge, the information provided is complete and accurate,

dick on theCurrent Postingsutton at the top right of the window to browse for open jobA.popup box will
appear asking you if you have saved changes to your applicafipou have already saved your application,
click on theOKbutton to proceed. If you have not saved your application, clickhecebutton to return to
your application g that you can save it at the bottom of the screen.

= http://142.25.199. 22{live/serviet/Broker?env-ess&program-com. tscsofiware. ess.servlet. EmployeeAp - Windows Internet Explorer

&ai - |E, http:/f142,25,199, 22/ liveserviet [Broker7eny=esstprogram=com kscsoftware  ess,serviet, Employeespplicationd1 V| *y|| % ‘Google Canada “9 "
File Edit Miew Favortes Tools Help GSnagIt I“;"lJ ;Links "
% & (53]~ Wrone - stootostrct vo. 71 | @npinasasmaa.. x| | i B (5 Page - G Toos - @

. . P ~
’§‘ Job Posting: Online Application b |

Review your OnLine Application Form. If you add any information,
click the Save button to save your changes.
Thiz form will be linked to any postings you apply for today.

g Click on the Current Postings icon to view and apply for postings

e —
i To avoid data loss, please ensure you save your application every 15 minutes while completing the information below. ([ entromng )
I declare that, to the best of my knowledge, the information provided is complete and accurate. *For the Expression of =

Interest Only, | understand that | will only be considered for the positions | have applied for and ranked. If | am not placed in
one of these positions, | will be placed on the recall list.

OnLine Application Form

Windows Internet Explorer

Hame:
Employee Number:

Phone Humber 1

—Heniority Date: I
prity Ranking: [

\ ? ) Have you saved any changes made to your application

Ll
=)
NS

TETCTITIO )

In 5D #71 ( list most recent first )

Position Start Date End Date Assignment Location FTE SubjectiLevel Administrator
[Teacher [01-1ur200  |[Furtner otice || continuing Appointment | Aspen Park Elementary  [[10000 || I
[Teacher [01-0u-2008 |[30-1un-2008 || continuing appointment || auenessh Eiementary [IEX| I
[Teacher [w1-0ur2007 [30-un2008 || continuing Appointment || Huana Park Eementary  [[ng0m0 || I

Teaching Experience
Qut of 5D #71 ( list most recent first) v

Done 0 Inkernet @‘ 100% -

£ 1 Remindzr
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TheJob PostingsSearchor Postings screen will appearrof the drop down menus, select your desired school
year and posting roundSelecting the radio button next tdo Summanwill give you disting of all open jobs.
Youcanalsosummarize jobs by Locatiam Positionby selecting the corresponding radio button. Click on the
Start Searclbutton to display the jobs.

erviet. EmployeeAp - Windows Internet Explorer

E € ~ |2 ntpiriaz.25.199 22 ivaiserdat fErok rviet Employesfpplicationtl

© File  Edit  wiew Faworibes  Tools  Help

My Jobs/My Absences Dashboard 1

Job Posting: Search For Postings

Select the desired School Vear and Posting Round and then identify how you want the available
Postings lsted, Preas the Start Search BUTon to view the postings

school Year

Bl Jopua apanony

DEMO SCHOOL vEAR ~

Posting Round

Teacher Round Gne ~

Summarize Pastings

& inkernet ai00% -

=@ o ® o aesem

The next screen will display the job postitigat are currently open.Click on the posting numbéo display
more detailed information about the job.

You can apply for any posting listed on this screeah®ckinghe check box under the Apply column. You can
apply for multiple positions byheckingthe check box of eaghosition you wish to apply foOnce you have
selected the jobs you wish to apply for, click thad to Shopping Cathutton.

/= hitp:#f142.25.199. 22 live/serviet/Broker?env=essiiprogram=com.iscsoftware.ess.serviet. EmployeeAp - Windows Internet Explorer

@—, ~ | htpir142.25.199, 22 lve fservet [Broker fery=essisprogram=com Lscsof tware  ess. serviet Employeepplicationd = [##][ ] | |[2]-
© File  Edit  Miew Favorkes  Tools  Help . & snaan 2 Links ™
|50 - | W8 e - School District ro. 71, | @8 Nbtp142.25, 199 2@ % |y User Log Tn 5 - deh - [k Page - ) Tools ~ G~

Postings For All

Appiy\  status / Posting Hohber Closing Date Position Location FTE
(] Gpen 28-Feb-2010 13:00 Teacher Valley Wiews Elementary 0.5000

Open Tos10-001 28 Feb-2010 13:00 Teacher Brookiyn Elementary a.5000
] Open Tos10-002 28-Feb-2010 13:00 Teacher Valley View Elementary 1.0000
(al open 28.Feb-2010 13:00 Teacher G.P. Vanier Secondary 1.0000
(] open 28-Feb.2010 13:00 Teacher G.P. Vanier Secondary 1.0000
(| open 28-Feb-2010 13:00 Teacher Ecole Puntiedge Park Elementary 1.0000

wshopnmggm 1% Reser 1

Done

/2 hitpiff142 25,199,
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The next screen will be théob Posting: Application Review screen whare can review the postings you have
applied for today plus previous applications you have made. If you would like to apply for other job postings,
click theContinue Shoppindputton and this will take you back to the previous screen. If there are Inerot
postings you wish to apply for, click on tReoceed to Checkoututton to move to the Job Posting: Ranking
Selection Screen.

Note: If you clear the checkbdesidethe job posting, yowvill remove yourapplicationfrom that job.

7= hilp:#142.25.199, 22/ livelserviel/Brokerfenv-cssitprogram—com. iscsofiware, ess.serviet, EmployeeAp - Windows Internet Explorer [= 1= ]3]

o v ] hupiiiaz.es 199, 22 ver = are sss servlst, Empl 01 ~| [$2][>] | |[[=]~

ez Toals  Help ¢ @ snaan Links ™
School Districk No. 71... | @8 http://142.25,199 22ilkv... % | ) User Log In [ i &p - deh - (i3} Page - % Toolk - @B
: - —_— 0 3 =
3 b ; - @ Browaer Compatibility @ Susan Sundby
H 2 : y ¥ @ support Links Y Logout
eeeeeee i Home
Vateny - ) 3 - = M = " H
i T 2 P, -
— Security Manageme, Reporting Finance My Jobs/My Absences  Dashboard1  Dashboard2  Maintenance

Job Posting: Application Review

School Year: DEMO SCHOOL YEAR  Teacher Round one

) Jawa) dpawmany

Confirm that this nformation i Correct. Vou can wilhdraw from & BoRLing by remaving the checkmark in the Apaly box. gy
© apply for more poatings click the Continue Shopping button. Otherwiae click the Check Out button to complets the.
application pro

Postings Applied For Today

Apply  Status Pasting Humber Closing Date Location FTE
Qpen Tos10-001 28.Feb-2010 13:00 Valley View Elementary 0.5000

Open T0910-001 28-Feb-2010 13:00 Brookiyn Elementary 0.8000
= Open TOS10-002 28-Feb-2010 13:00 Valley Views Elementary 1.0000
= open To910-003 28-Fen-2010 13:00 Teacher G.P. vanier Secondary 1.0000
Open T0910-004 28-Feb-2010 13:00 Teacher G.P. Vanier Secondary 1.0000
=1 Gpen T0810-008 28-Feb-2010 12:00 Teacher Ecole Puntiedge Park Elementary 1.0000

Postings Applied For Previously

Apply Status Posting Humber Closing Date Position Location FTE

Continue Shepping

Cone & Inkernet a 100w -

142.25.199.2.., @ inbox - Micros, .. T hEtpiff142.25. . T Letterhead.do... T How TO ARFL, ~5 Snaglk Captur ...

The next screen iV be the Job Posting: Ranking Selection scigkare you need to rankour preference for

jobs you have applied for. Your first choice of job (the one you want the most) should be ranked as #1; your
second choice should be ranked at #2 etc. Please make sure you take time to ensure your ranking is correct.
Once you are adfident that your rankings are correct, click thre Proceed to Checkoujutton.

/= htip:/f142.25.199.22/live/serviet/Droker?env-essiprogram-com.tscsoftware. ess.serviet. EmployeeAp - Windows Internet Explorer

v | repgriaz.es ee [E—— a1 ~| [42][><] | |[=]=

L File  Edit  wiew  Faworibes  Tools  Help D S snagn 1=y Links ™
5 i |EE| v |8 Home - School Districk Na. 71... | @8 httpi/f142.25,195 224, % | o User Log Tn
My Jobs/My Absences
Job Posting: Ranking Selection
School YearDEMO SCHOOL YEAR Teacher Round One

I Select your preferred ranking from the ranking dropdoven on sach posting. Then click the Submit buttan to go 1o the final confirmation screen
g
= Postings Applied For Today

Status  Posting Humber ! Position  Location Assignment Type Hours Closing Date

Open  TOS10-001 Valley Wiew Elementary Temporary 0.5000  28-Feb-2010 1200

Cpen  TOS10-001 Broakiyn Elementary Temparary 05000 28-Feb-2010 1300

Open  Tosi0.002 Valley \iew Elementary Temporary 1.0000 28.Feb-2010 13.00

Open  T0910-003 G.P. Vanier Secondary Continuing 1.0000 28-Feb-2010 1300

Open  TOS10-004 G.P. Vanier Secandary Continuing 1.0000 28-Feb-2010 1200

Open  T0910-005 Ecole Park i 10000  28-Feb-2010 13.00

Postings Applied For Previously
Status Pasting Humber Ranking Pasition Lacation Assignment Type Hours  Closing Date
Postings Withdrawn Today
Status Posting Number Position Location Assignment Type Hours Clasing Date
Frocesd To Checkout
~

< ) >

Done @ Internet SLio0% -

@ tnbox - Micros. .. 7= hiep /192,25 T Letterhead.do... | B HOW TG ARFL...
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The next screen the Job Posting: Summary screen where you can make a final review of your choices. If you
are satisfied with youchoices, click on th8ubmitbutton a the bottom. If you need taeturn to the previous
screen use the back button on your browser

7= hitp://142.25.199. 22/live/serviet/Broker?env—essfprogram—com. iscsoftware. ess.serviet. EmployeeAp - Windows Internet Explorer

& - [Elnueyiiaz.zs 10s 22 — ss.5erviet. EmployesApplicationd = [$2][ ] | 2B
i File Edit  Wiew Favorbes Tools  Help : & snaane = Links >
e afe lgg[vlﬂﬁgm School Districe M. 71... | @8 http:/142.25.199 224v... % | 1y UserLogn [ } 5 - d=h - i) Page - {0 Toos - @~
- — =
@ Browser Compatibility @ Susan Sundby ||

& sup Links ) Logout

@ Menu Search i Home

jmouy

Job Posting: Summary

School Year:DEMO SCHOOL YEAR Teacher Round One

o

& Confirm that this information is correct and then click on the Submit button

g

Postings Applied For Today
Status  Posting Number Ranking  Closing Date Position FTE
open Tos10-002 1 28 Feb-2010 13:00 1.0000
Open T0910-004 2 28 Feb 2010 13:00 1.0000
open Tos10-001 3 28 Feb-2010 12:00 0.s000
Open Toe10-001 28 Feb-2010 12:00 0.5000
open Tos10-003 . 28-Feb-2010 13:00 ary 1.0000
open Tos10-005 s 28 Feb 2010 12:00 Ecole Punticage Park Blementary 1.0000

Postings Applied For Previously
Status Posting Humber Ranking Closing Date: Position Location FTE
Postings Withdrawn Today

Status Posting Humber Closing Date Position Location FTE

= httpiif14z.25... T Letterhead.do...

The Job Posting: Application Receipt screen will appéhra Confirmation Number. A pap window will
also appear to notify you that a confirmation email has been gegbur school district email addres€lick on
the OKbutton to close the popup windowYou can click on therint Receiptbutton to produce a printed copy.

Note: You can return to a previous screen by click biglaightedlink or using the back button in your browser
odzi GKAA R2S&a y2i( oncédayigeilickedad dRNBmithudtalh. Af Golu wigh2oyithdraw
your appllcatlon from the postlng)lease see below

| @ snaon ' Links >

e r I@legn School Districe M. 71... | @8 http:/{142,25.199 22/v... % | 1§ Userloan [ Do - dmh - [0 Page - 0F Tools - @~

- \ @ Browser Compatibility G Susan Sundby
. 4 @ support Links ) Logout
) @ Menu Search i Home

Job Posting: Application Receipt

g

School Year: DEMO SCHOOL YEAR Teacher Round One
Confirmation Time: 12-Feb-2010 09:44

Vou have

[® 1awa)

vour
Please record the confirl

Windows Internet Explorer

Status  Posting Numbe: FTE

Open T0910-002 1.0000

Open T0810-004 !: A confirmation email was successfully sent to SUE. SUNDEY@SD7 1.EC.CA 1.0000

Open T0910-00S 1.0000

Open T0910-003 L > J 1.0000

Open T0910-001 = 0.5000

Open T0910-001 0.5000
Previous Selections

Status Posting Humber Ranking Closing Date Position Location FTE
Deleted Selections

Status Posting Number Closing Date Position Location FTE

Brint Receipt
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To Withdraw from a Posting

Should you wish to withdraw your applicari from a posting, returto the My Info Tab, Job Shopping and select
TeacherPostings from the drop down menu that appears when you roll your mouse over the job shopping link.
Then click or€urrent Postingdutton to return to the Job Search: Search for Postings scredake sure you

have selected the correct school year gabtinground. In the Summarize Postings Section of this screen,
select the radio button next tdlo Summaryand then click orthe Start Searctbutton.

(= hitp:/f142.25.199.22/live/serviet/Broker?env—esstprogram-com. tscsoftware. ess.senviet. EmployeeAp - Windows Internet Explorer

4~ |l ntpiri4z.25.199 2zilivesserviet fBrokerTenv=essaprogram=com tscsoftware. ess. serviet. EmployecApplicationa1 ~ (2] [ <] [ |[2]~

i File  Edit  Wiew Faworkes Tools  Help : ©snaone = Links >

* o I%leﬂﬂu ~ |2k Page - {0 Tools ~ @~

School Districk Mo, 71... ]@mp:m«z.zs 199.22]lv... T 3 User Log In P -

@ erowser Compatibility & Susan Sundby | |

@

@ support Links B Logout
\ @ menu search i Home

Security Management Reporting i My Jobs/My Absences Dashboard 1 Dashboard 2 Maintenance Absences

=§< Job Posting: Search For Postings
Select the desired School Year and Posting Round and then identify how you want the available
a postings listed. Press the Start Search button to view the postings
&
1 School Year

DEMO SCHOOL vEAR ~

Posting Round

Teacher Round One ~

Summarize Postings

© tossson = pomsion

Start Search

75 beepiiftaz.os... | EA Letcerhead.d... | T H

Remove the check beside the job posting you wish to withdraw from. ClitheoAdd to ShoppingCartbutton.
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