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Login to Attendance Management System (AMS).   Once logged in, go to the My Info tab, Job Shopping and 
select Teaching Postings from the drop down menu that appears when you roll your mouse over the Job 
Shopping link.   

 
 

The online application form will appear.  

The Online Application 

 The application form will appear with some of your most recent assignments in SD #71 already filled in for 

you.     

 Take your time and be as accurate and detailed as possible in completing the rest of the application form. 

 Click on the SAVE button at the bottom of the screen every 15 minutes to avoid any loss of data. 

 Your application is saved online and you may update it at any time. 

Part A -  Personal Information: 

 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 you need to change your phone 

number permanently, go to the MyJobs/My Absences Tab, select Employee Info and then select 

Change Telephone.) 

 

 

HOW TO APPLY TO A TEACHER POSTING 
(For Continuing Teachers Only) 

 
This document will show you how to look for and apply to current job postings, using Job Posting Web. 
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Part B - Teaching Experience: 

Work History in SD#71: 

 This lists your current, future or historical assignment information (since the year 2000) with the 

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 seniority.   

*Note:  The information in the Subject/Level and Administrator fields in the section Teaching 

Experience in SD #71 will be removed once a year when your assignments are updated 

automatically.  Please ensure you keep a printed copy of this information to make it easier to re-

enter it next year. 
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Work History Out of SD#71 

 Enter your previous teaching experience out of SD#71, beginning with the most recent.  

 

 

Part C - Academic Preparation: 

 Enter details about your degrees in the first section ά!ŎŀŘŜƳƛŎ tǊŜǇŀǊŀǘƛƻƴέΦ  9nter details of any 

othŜǊ ŎƻǳǊǎŜǿƻǊƪ ŎƻƳǇƭŜǘŜŘ ƛƴ ǘƘŜ έ¦ƴƛǾŜǊǎƛǘȅ ƻǊ /ƻƭƭŜƎŜ /ƻǳǊǎŜǎ ŎƻƳǇƭŜǘŜŘΧέ  section and list 

professional development, in-service programs, and committee participation or non-credit courses 

relevant to this position in the ά{ǳōǎŜǉǳŜƴǘ ¢ǊŀƛƴƛƴƎέ section. 
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Part D - Past Performance: 

 List three referees, their position when supervising you, their current 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 to re-display your changes. 
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Applying for a Posting 

BEFORE clicking on Current Postings at the top of the screen, you will need to check the declaration box at the 

top of the screen: 

 

Click on the Current Postings button at the top right of the window to browse for open jobs.  A popup box will 

appear asking you if you have saved changes to your application.  If you have already saved your application, 

click on the OK button to proceed.  If you have not saved your application, click the Cancel button to return to 

your application so that you can save it at the bottom of the screen. 
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The Job Postings: Search for Postings screen will appear.  From the drop down menus, select your desired school 

year and posting round.  Selecting the radio button next to No Summary will give you a listing of all open jobs.  

You can also summarize jobs by Location or Position by selecting the corresponding radio button.  Click on the 

Start Search button to display the jobs. 

 

The next screen will display the job postings that are currently open.  Click on the posting number to display 

more detailed information about the job.  

You can apply for any posting listed on this screen by checking the check box under the Apply column.  You can 

apply for multiple positions by checking the check box of each position you wish to apply for. Once you have 

selected the jobs you wish to apply for, click the Add to Shopping Cart button.   
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The next screen will be the Job Posting: Application Review screen where you 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 the Continue Shopping button and this will take you back to the previous screen.  If there are no other 

postings you wish to apply for, click on the Proceed to Checkout button to move to the Job Posting: Ranking 

Selection Screen.  

Note:  If you clear the checkbox beside the job posting, you will remove your application from that job.  

 

The next screen will be the Job Posting: Ranking Selection screen where you need to rank your 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 confident that your rankings are correct, click on the Proceed to Checkout button.   
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The next screen is the Job Posting: Summary screen where you can make a final review of your choices.  If you 

are satisfied with your choices, click on the Submit button at the bottom.  If you need to return to the previous 

screen, use the back button on your browser. 

 

The Job Posting: Application Receipt screen will appear with a Confirmation Number.   A pop-up window will 

also appear to notify you that a confirmation email has been sent to your school district email address.  Click on 

the OK button to close the popup window.  You can click on the Print Receipt button to produce a printed copy.   

Note:   You can return to a previous screen by click on a highlighted link or using the back button in your browser 

ōǳǘ ǘƘƛǎ ŘƻŜǎ ƴƻǘ  άǳƴŘƻέ  ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ once you have clicked on the Submit button.  If you wish to withdraw 

your application from the posting, please see below. 
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To Withdraw from a Posting 

Should you wish to withdraw your application from a posting, return to the My Info Tab, Job Shopping and select 
Teacher Postings from the drop down menu that appears when you roll your mouse over the job shopping link.   
Then click on Current Postings button to return to the Job Search: Search for Postings screen.   Make sure you 
have selected the correct school year and posting round.  In the Summarize Postings Section of this screen, 
select the radio button next to No Summary and then click on the Start Search button.   

 

 

Remove the check beside the job posting you wish to withdraw from.  Click on the Add to Shopping Cart button. 

 


