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Application Reference Guide
Internal (Current PPS Employee) Applicants

This document takes you through the PeopleSoft Applicant Tracking System basic process of applying for job
openings at Portland Public Schools.

e After you have read this reference guide and are ready to apply for positions, you can begin the application
process by logging into PPS Careers Portal at internalcareers.pps.net; you will find a step by step guide below.
e In order to complete an online application, you will need the following information:
o Verify Personal information including address and contact phone numbers on Employee Self
Service/Personal Information.

o Education history including attendance dates, school locations and G.P.A. information.

o Employment history including work dates, duties, addresses, contact names and phone numbers.

o Professional references including contact information.

o Licensure and certification details (if applicable)

o PPS Email

¢ You must have a working e-mail address to apply for positions. You will be notified via email when
your application is received as well as when a job opening to which you have applied for has been
closed.
Helpful Tips:

1. To log into the Internal Careers Site you will need to log into Oracle PeopleSoft using your PPS username and
password. If you don’t know what this is, you can contact the I'T Service Desk for assistance.

2. Do NOT use the BACK button in your browser. You will lose the data you have entered. Use the “Return to
Previous Page” or “Return to Application” button.

3. The system will time-out after 20 minutes of inactivity. If this happens and you have not saved for later, your
information will be lost. To ensure this doesn’t happen, periodically click on the “save for later” button in the
application.

4. Be sure your application is complete prior to submitting it to a job posting. Submitted applications cannot be
edited.

5. To view a listing of Frequently Asked Questions, visit the Human Resources Employment Opportunities page
and click on the ‘Online Application FAQ & Resources’ button.

6. When completing the online application, you have the ability to attach a resume and other files that are relevant
to the position for which you are applying.

7. When searching for jobs on the Careers Home page, you may use the Job Filters section or Search option to
search by location, department, keyword, or by selecting a different Job Function. To view all job listings, leave
all categories blank and click on the “Search” button.

8. If you see a job opening you wish to apply for, select the posting title and click on “Apply”. To apply for more
than 1 job at a time, select the jobs you will to apply to and click on “Apply for Selected Jobs”

9. All jobs will contain a set of required questions. Please answer all questions truthfully and accurately. . These
questions are related to job function. Questions will be retained on future job applications, but you may see new
news questions that will need to be answered depending on the job you are applying too. These questions may
differ from year to year. You will have the opportunity to review and change any answers prior to sending the
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application for PPS review; once the application has been submitted, you will no longer be able to change your
answers.

Employment Online Application Process

Complete
Application,
Upload Resume

Submit

Login to A
ogin to Apply Application

View lob Openings

The wing table lists the features available through Candidate Gateway.

INTERNAL APPLICANT
e Search for job openings.

e Save search criteria and job agents.

e Save job openings.

e Apply for job openings.

e Submit applications.

e View notifications.

e View latest job postings.

e Refer a friend.

o Review interview schedules.

On your Careers Home Page you will see the following menu bar across the top of the page.

My Job Activities PPS Job Search | My Motifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as Current

My Notifications: Communications from Human Resources regarding requests for additional information,

interview notifications, and job offers are located here.

My Notifications | My Notifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In &s Current
Notifications

Subject Status Received Delete

“fou are scheduled for a job interview: Teacher - Intensive Skills - Gr 6-8 (Job 1D 15782) iewed 1100712016 2:06PM ﬁ

My Job Activities: Your applications, resumes, cover letters and other attachments are housed here. If you
choose to withdraw your application from a job posting, you would do so from this screen.
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My Job Activities PPS Job Search | My Notiications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as Current
Display applications from 11l Appik afons

Applications

sob Tite JobID  Location siaus Date Cresied Date Submitted Withdraw Applicaion
Substitute Teacher-Classroom 15776 Submitted 11/0372018 2:28PM 11/03/2016 2:28PM \Withdraw
Teacher - Intensive Skl - Gr 63 Holladay Center Submited 315 Withcraw
Teacher-KE Gr 4 Beach PK.S Submited Witharaw
Media Specilist-K Arleta K& Submited Widraw
Afhltics Secretary Benson HS Submited NHTR0I 1033 1141 Wihcraw
hlties Secretary 1579 Benson HS Submited TR016 1021AM 111720 Witharaw
Resumes

Resume. Attached File Date Crested

Cemployes_Sub_Resume Resume_TAM.dotx 111032016 12:39PM

Cemployee_Resume.pdf So_So_Resume.pdf 110872 9AM

cemployee_Resume pat S0_So_Resume pa 111082016 11:314M

My Cover Letters and Attachments

ttachment Job 1D Attachment Titi Attchment Type Uplosded
Cur_Lir_TAM.docx 15778 Cemployee_Sub_CurLir Cover Letters 11032016 12:38PM

My Favorite Jobs: On the PPS Job Search page vou are able to mark favorite jobs by clicking on the star. All jobs
you have marked with a star will show up in My Favorite Jobs section.

Search Results

5¢ 300 Funthon: Mat3gementOraRILcay ST Postad Oate: 1007 201E

5108 Pusction: Lxestes Promesons E2acat | Peates Oate: 12

Location: Cocey Creen 42| 60 Fencton: Licessed Brc

I\.IY Favorite Jobs PPS Job Search | My Motifications | My Job Activities | My FavcriteJoi: | My Saved Searches | My Contact Information Signed In as Current]

Select Job Title to review the job detsils. ou can apply for multiple jobs by checking each job and selecting the Apply for Selected Jobs Dutton.

Favorite .Jobs

Job Title Job 1D Location Status Job Family Posted Date
Teacher-SPED Gr 6-8 CB-Team 15783 Ockley Green 4-8 Open PAT 10/04/2018
IMedia Specialist-K& 15724 Arleta K-8 Open PAT
Apply for Selected Jobs Remove Selected Jobs Refer a Friend
Return to Previous Page PPS Job Search | My Metifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information

My Saved Searches: On the PPS Job Search page you are able to save a search that you will perform multiple
times. These saved searches will show up on the My Saved Searches page.

My Saved Searches PPS Job Search | My Motifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as Current

The Search butten performs the search and shows your results on the Job Search page.
Saved Searches

Search Name Created On Notifications Email bofification BPIres Eqit  Delete Search
HUMAN RESOURCES 11/08/2016 test@gmail.com Mo Expiry g 0 Search
Return to Previous Page PPS Job Search | My Motifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information

My Contact Information: You can update your name, address, phone number and email here by clicking on the

Employee Self Service link in the highlighted section. Changes made to your contact details will be updated on all of
the jobs you have applied to.
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My Contact Information PPS Job Search | My Notfications | My Job Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as Curre|

To update your contact i ion please go to Self Service, Click on Personal Information, then Personal Details to make your
changes.

Preferred Contact Method

Preferred Contact Method |

Name
Name Prefix| L]
First Name Current Middle Name
Last Name Employss Name Suffix
Address

Country United States
Address 1 1224 Portland Ave

Address 2
Address 3
City Portiand State Oregon
Postal 57209 County

Email Address
Email Address Primary Email Type
test@gmail.com @ Business
cemployeepps@gmail com Home

How to Apply: Start by going to, http://www.pps.net/; Click on Jobs

€ 9 C| O wwwppsnet % ¥
wprdppioet G Google P PPShsde P KRComect P PPSHR-Webpage ) DavictBusmessfor (G Sewchion § Prstmad BN GoogleMaps  Google Summt
v Our Schools

WURTLAND PUBLIC SCHOOLS

| X |

off October 3

PPS News: What's happening at your ___i0ols and in the district

ee77

About  Schools & Leaming  Services  Volunteer Jobs  Board  Departments
—

Human Resources Home » Degatments - Maman Bescusces » Empioymant Oopotanties

Department Main Page

© tew Employee Ressurces NEW! Imp f ion for
© Benefits e

© Classification and Compensation o be bl 9 2 ¢

© Current Employes Resoorces
© Employee and Labor Relatices
- Employment Opportunities

Recraitment Events

Employment Opportunities

Oelioe Application FAQS.

R Contacts and Resources
Stadent Teachers Interm

© Substituting

© Training and Development

Information for Unassigned
Employees

© Manaser Bescorces

Login using your PPS User ID and Password; Click “Sign In”
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http://www.pps.net/

ORACLE

PEOPLESOFT

Password

Select a Language

English

B Enable Accessibilty Mode

If, you receive an error message when
this screen pops up, please ignore it,
and Login using your PPS User ID and

Password; Click “Sign In”

You are now logged into the Candidate Portal Careers Home Page

PPS Job Search PPS Job Search | My Netifications | My Job Activities | My Favorite Jobs | My Saved Searches | My Centact Information Signed In as Current

Keywords =
Filter by sarch Tips

Search Reset Search Sawve Scarch More Options

Apply Without Selecting a Job (2

Human Resources (S}

MNo value (5)

Arleta (4}

Special Education Sves-Mg. (3}
Alameda (2)

More...

Job Function
Licensed Professional Ed. (24)
Management (6}
Licensed Administrator (4}
Classified (3}

Athletics Secretary - 15796
ent: S=nson | Location: Bensen HS | Job Function: Classfied | Posted Date: 11/18/2015

Media Specialist-KE - 15791
ent: Arieta | Location: Areta K-8 | Job Function: Licensed Frofessional Educator | Posted Date: 11/15/2018

Teacher-HS ESL{Shari test do not use) - 157
partment: ESL | Location: Benson HS | Job Function: Licensed Professional Educator | Posted Date: 11/15/2019

Teacher Hourly-HS Construction - 15785
De. nt: Grant ation HS | Job Function: Licensed Professional Educator | Posted Date: 11/058/2018

t: Gran

Public Information Officer - 15785
m Inwohmmnt& Public Affairs | Location: BESC | Job Function: Managemant/Professional Staff | Posted Date: 11/07/2018

3 46 matches found sort By| Posted Date i
Feubion PICE @ Tubman (2) o First (4 1-25of46 * Last
Teacher-Math Lent - 15757
rtment: Lent | Location: Lent K-8 | Job Function: Licensed Professional Educator | Posted Date: 11/17/2018
Department

- " . Lincoln HS - HS Spanish Teacher - 1.0 FTE - 15781
Substitute (3) Department: Lincoin | Lecation: Lincoln HS | Job Function: Licensed Professional Educator | Posted Date: 11/03/2016
Ior:

Once you have logged in, you will be able to manage different facets of applying for a job.
There are multiple ways to apply for jobs in TAM.

1. Applying to a single job — once you have found a job you’re interested in, simple click on the job and you
will begin the application process.
2. Selecting multiple jobs — this is the recommended path when applying to multiple jobs. To apply to

Apply for Selected Jobs
ey at the

bottom of the page. Please be aware, if you should choose to withdraw your application from just one of

multiple jobs, check the checkboxes next to each job and then select

the jobs from a multiple jobs application submission; the system will automatically withdraw you from all
jobs connected to the multiple job application. Unfortunately, there is no way to avoid this.
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Job Search

PPS Job Search PPS Job Search | iy Noffications | My Job Actidties | My Favorie Jobs | My Saved Searches | My Contact Information Signed In as Cument

Keywords — the keyword search
Filter by - select an - =
Filter by / Keyworcs - will find all open jobs that contain

option to narrow _ N
| downavailable job Searth ResetSearsh | | Save Seareh | Move Liz word e |obuﬂ|? or .
Recuitng Locato| Openings. description. Tip — asterisks (*) are
BESC (1 used as wild cards. Searching for
“*Docu*” will provideall results

that contain Docu

Apoly Without Selecting 8 Job

Kely Center (2 43 malehes foun Son By Fosealete __»

Rice Ss (2

o Search Results Frst 4 1250043 Lagt
Subsfiute Teacher A
Locason: 8250 J

Department

Humian Resourees (9 Subsiiute $

Locasion: B25C | Job Function: Substtute | Posted Date: 10/31/2014 __’___.—-----""‘9
. Assistant Principak K3 - 15766 Favorite Jobs — clicking on a star
Headsiart (3 Depariment: Faubion | Logation: Faubion P @ Tubmas | Job Function will mark that job as a favorite. Al
Ve EAES G Y. 15TH4 favorite jobs are savedin the My
) Department: Headstss | Location: Wip | Job Function: Cassfied | Ps. Faworite Jobs menu opﬁon

My Application — Steps to Completion
N { { { { { { { { { { d

Start Resume Preferznces Questionnaire Qualficstions  Educstion end Work Experience  Accomplshments Refemals  References & Education Providers  Aftachments  Seff-ldentify Review/Submit

Exit 4 Previous Next

(=] O O

Start Resume Questionnaire

Start

In this section you have an opportunity to review Application Terms & Agreements. Please make sure to read
through all of the Application Terms & Agreements literature. You must click the checkbox indicating you’ve read
the page in full before continuing with the application.

(™
=
Start Resume F
Resume

TAM offers multiple methods to include your resume and cover letter.

1. Attach a resume from your computer.

2. Copy and paste a resume — you will want to review the resume once it has been pasted as some of the
formatting my not be correct.

3. Use a previous resume — if you have previously applied for a job with PPS through TAM, your resume
information will be saved. Please make to review your saved resume to ensure it is up-to-date.

4. Cover Letter — you’ll have the option to attach a cover letter from your computer.

Application Reference Guide
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Preferences Qualifications Education and Work Experience

Preferences

In this section, you will have the opportunity to indicate your job preferences. This will include when you are
available to start work, willingness to travel, workdays, etc.

You will also have the option to indicate desired work locations. To select from a list, click the magnifying glass
next to the text box.

10. | would prefer a work location in or around
Q my first choice

C my second choice

After clicking the magnifying glass, a new search window will appear. Here, you’ll be able to browse through the
entire list or use the search function at the top. Click on the desired school once it has been found.

Hint: if you know the name of the school you are looking for, enter it in the Description search field and click Look

Up.

Look Up my first choice

Recruiting Locatlon
Description| begins with s
Short Descnptlon

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First "4 1-134 of 134 b Last

Recruiting L Short

N Set ID Description o

Location Description
1 PPS1J BESC BESC
2 PPS1J Benson HS Benson HS
3 PPS1J Jefferson HS Campus Jeff Camp

Start Resums Frefereances Questionnaire

Questionnaire (This section only becomes visible if you are applying to a specific job)

All jobs will contain a set of required questions. Please answer all questions truthfully and accurately. You will have
the opportunity to review and change any answers prior to sending the application for PPS review; once the
application has been submitted, you will no longer be able to change your answers.

Application Reference Guide
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Start Resume Preferences Questionnaire Glualifications

Qualifications (This section only becomes visible if you are applying to a specific job)

In this section, you will have the opportunity to enter degree and student teaching information.

magnifying glass to select appropriate information, and work in the top down order.

“Date Acquired | 01/222016 |[H)

“Codlege Exparience i,
miajor o,
Country o,
siate a,
Schaool L&}
Zchool Description
Miajor Descripbion
Minor &

Minor Description
Anerage Graoe
GPA

O craduated
Year Acquirsd

[ Terminal Degres for Diacipiine

Please click on the

Educator o
“ Reguined Imformation
Eave Sawe and Add Angther Canoal
4 =] i i [E) ™ O ]
Resume Frefarences Questionnaire Qualifications Education and Work Experience  Accomplishments
Eit Save a8 Oraft | | |4 Previous Mext
Qualifications - Step 5 of 11
Appling for: Teacher - Intengive Skills - Gr 6-8
Student Teaching Information
‘fou have not added any student teaching information to your applcation
Add Student Teaching Information
Add Student Teaching Information Euit Sove o5 Draft | | |4 Previous Mot

*Date Acquired (102016 ||

SupviCoaparating Tehr Hama

Hotes

* Rlggeenad lnfgemag o

*Srudant Teaching Infermatian ——hﬁ\ St‘ﬂP 1: 'C].iﬂk.{!ﬂ ﬁd-d Stlldﬂnt
Te:aching Information

SCaunlng L |
State a,
*College L&} S 2- 1 ﬂ]l Ed.
From Date I : t'EP - &,m- E ete rﬂq.uﬂﬁt
To Date ) information in top down order by
Waa this a Title | SchoalT = - -
us ss when
Immerabsn School? Ili.g mﬂgﬂlﬁmg g-]-a
District, School Hame, Address o ﬂ?ﬂi].ﬂb]_ﬂ_
Subject L Grode Level o

Step 3: If you had more than one
student teacher expenence, click
“Save & Add Another” button.
Otherwise, clickon Save.

Sawe Save and ddd dnot StEP 4: Click on Next %‘
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Resume FPreferences Questionnaire Qualifications Education and Work Experience

Education and Work Experience

In this section, you’ll be able to indicate your highest level of education by clicking on the highest level of education
drop down menu. Select your degree and proceed to work experience. In this section you can add your work
experience. Try to be as detailed and accurate when completing the work experience section. You must complete all
sections that have asterisks next to them.

In the College Experience section you will notice a magnifying glass on the right side of the completion boxes.
Please use the magnifying glass to open the drop down menus and go in order of top down. If you have multiple
college experience degrees, please make sure to click on “Save and add another”. Once you have completed this
section; all education and work experience, Click on Next.

Education and Work Experience - Step 6 of 12
Applying for: Techr-KB Gr 5-8 Span'Span | 6-8

Education History
Highest Education Level | A-Mot Indicated M
Work Experience
‘fou have not added anmy work experience to your application. Pleasse enter expenience records beginning with maost recent.
Add Work Experience
College Experience/Degree
‘fou have not added any college expenence/degree to your application.

Add Caollege Experience/Dagres

Application Reference Guide
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Preferences Questionnaire Qualifications Education and Work Experience  Accomplishments

Accomplishments

In this section, you will be able to add licenses/ certifications, endorsements, and language skills by clicking on the
add buttons. Once again anything that is noted with an Asterisk, you must enter in information. If thereis a
magnifying glass, please use it to locate the information that you need. If you have more than one license or
certification, click on the “Save and Add Another” button, and repeat the process.

sjepus Dads 04/2220HE  |[6]

R 0 ]

Couniry '-{

Licenses and Certifications
Section

Hate ¢}

Fenswal Requined

[ Renewst in Frograss Endorsements

O wieence verinea

Section
Expliration Das Il
Liosnca'Carifoation Humbsr k._'!:: : ve Dot 11222016 ][5
sEndorcemant Eub i
Iccusd By Qg:: Emdorcament \'z_’.
sEyvalustion Dafs (0122230 |6
“Lenguags &~ Language Skills
ReadingProfiolensy ] Section
tesking Frofioleney [ ]
wringFrofioianey [ ™
[ simttve Language
O asie To Tranciats
O anie To Taaon
+—a il il il
Questionnaire CQualifications  Education and Work Experence Accomplishments Referrals

Referrals

In this section, you will be able to identify how you learned about the job(s) you are applying for. Please be as
specific as possible. Use the drop down menu to select referral type, then click on “Next”.
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Quaslifications  Education and Work Experience Accomplishments Refarrals References & Education Providers

References & Education Providers (HB2062)

There are three types of references to choose from: Personal, Professional, and Education Provider. PPS requires a
minimum of three (3) professional or personal references. Select Reference Type: Professional or Personal. Provide
information about your references. To enter additional references, click the “Save and Add Another” button and

repeat the process.

*Refarsnaa Typa | Frofessions i

*R afarancs Kama
Tl

Emiployer
*Phang

Emall Addracs
Country | United States W

Addrece i
Addracs 1
Addmes 2
City
Hatn| W

Factal

Coumty

Education Provider References (HB2062) are only required for applicants that have previously worked for an
education provider. If you have not had any prior employment in a K-12 schools or school districts, you may select
"Next" to continue with the application. To add an education provider, select Reference Type: Education Provider.
If you have held different positions within one Education Provider Organization, please list your last position held
and the overall encompassing dates of employment with that employer. Please provide this information for
employment with your last (3) educational providers. To enter additional providers, click the “Save and Add
Another” button and repeat the process.

Example: If you worked for PPS from 8/16/2013 — 8/16/2016 and held the following positions:
e FEducation Assistant — 8/16/13 —8/16/14
e Math Teacher — 8/16/14 —8/16/15
e Assistant Principal — 8/16/15 - 8/16/16

You would complete the section as noted in the below picture.

*Reference Type | Educsation Provider hl

From Date 08/18/2013 |/
Through Date 02/18/2018 | [
*Last Position Held |Assistant Principsl
*Education Provider Name |Portland Public Schools
*Education Provider Phone [503.918.3544
*Education Provider Email hronline@pps.net
Country| United States v
Address 1501 M. Dixon St.
Address 2
Address 2
City |Portland
State | Oregon
Postal [07227

County [Multnomah|
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Education and Work Experence Accomplishments Refemrals References & Education Providers  Aftachments

Attachments

In this section, you will be able to include additional documentation. Use this page to upload Reference Letters,
Writing Samples, Unofficial Transcripts, and/or Veteran Preference documentations. Click on Add Attachment,
Select your attachment type from the drop down menu, Click Upload Attachment, Click Save. If you have
additional attachments, repeat the process.

» NOTE: All Veterans Preferenace documentation needs to be loaded here.

Attachments - Step 10 of 12
Apphying for: Tehr-KB Gr 5-8 Span/Span | 6-8

Use this page to upload Reference Letters, Writing Samples, Unofficial Transcripts, and/or Veteran Preference
documentations.

Attachments
“fou heve not added any attechments to your application.

Add Attachment P
Add Attachment File Attachment__ .
1) Click Choose File
*Attachment Type| Unofficial Transcripts M 21 Select File

Personal References
Professional References
Referances

‘eteran Preference
Wiriting Sample
Save Cancel

2 fieccieread
Uplosd Cancel

* Required Infarmaticn

T 4) Click Upload

Add Attachment

*Attachment Type| Unofficial Transcripts ¥

Transcript_TAM.docx

IU=a Different Attachment

' Requirsd Information

Save Cancel
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Accomplishments Referrals References & Education Providers Attachments | Self-ldentify |

Veteran | Diversity

Self-Identify
In this section, you will indicate if your:

» Veterans preferance designation

Reaasonabie Accommodations Notice

¥ you are a Gmablec veterae T would assist us £ you toll Us wheder Pere are cCOMMOCATONS We 0uls make That woultl enadle you 10 perform Se
essential functions of Be b, Ncuding specal equipment, changes i the physcal ayout of e KO thanges N e say the OO & customacily

performed. provision of persoral assistance senvices o other accommodations. This rfornmation will 2ssist us N Making reasonable accomMOdatons.
o your Ssabiity

Sutemission of Shis ormation & vORrtary snd refusas 1o provice ¢ ainzu.oe‘f.a.::r, adwerse treaamant. The nfocmation provided adl e
S5 oy I weys TSt e Ot FCOnSERent with The \ietnam £78 Veterans Rescuetment Asstance At of 1374, 38 amendad
The rformation you subet will De kept confidecSal except That (3 supendsors and managers may be rformed regarding resricions on e work or
Guties of Cabied veterans, and regarding Necessary accommodatons: (F) frst s and saflety personned may be riormec, when and 1o Pe extert

sppeoprate £ you have 2 DorGDOn Tt MGH ragUEe amerpercy Teatrent and (8 Govermment CRCeis sngagac N ertrirg laas admreeres by

» Gender and Ethnicity/Race

o This is voluntary information. At the bottom of the page you have an option to decline to provide your
Diversity details.

Veteran | Diversity

Eat Sove as Oraft | | ¢ Frevious Nest »
Self-ldentify: Diversity - Step 11 of 12

Apphyng for: Teacher Gr 8 Math

You 80 Mvited 10 DAOvice the rfoematon requesied fegandng dversly

Diversity

Cur Crgantation 15 SuInct 10 COnAN Qovernmeantal recordieesing Bnd repdeting requrements for the administraton of vl nghts laws and
reguistions. In order 10 comply wih these laws, appicants are Invied 10 volurtarily sef. dentlfy ther gendar and thew race or ethecly

Tha nformation obtaned will be hept conficential and may only be used in accardance with the provisions of appiicable lawa, executive orders, and
reguibiions. When reported, datn will be aggregated and wil not dentfy any specific ndvdual
Gender

Gender| Fiease Specty J

Ethnicity and Race ldentification

1. Are you Hispanic or Latino?

Exphain
Yes, | am Hisparic o Latino
No, | am not Mepanic or Lagino.
2. What is your race ? Select one or more. Explain
American indan or Alaska Nothve
Asaan

Black or African Amercan
Natve Hawodan or Pacifc Islander
Whee

1 decline 10 provide my Diversity detalls

Ea Save 25 Oraft | | (¢ Previous Nedt »

Please Note: Gender / Ethnicity /Race section is voluntary information. You
may choose to decline by marking the box at the bottom of the screen.

Application Reference Guide
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Self-ldentify Rewview/ Submit

K, il

Accomplishments Refermrals References & Education Providers Attachments

Review/Submit
The last step in the process is to Review and Submit. In this section, you have the opportunity to review your

application and make any last minute changes. If you wish to edit any information, click on the pencil icon. The
specified section will open, make your edits, save your edits, click “Ok”. You have the ability to go to the top menu
bar and click on the “Review and Submit” section. Do your final review and click on “Submit Application”.

» NOTE: once you click Submit Application, you will no longer be able to make edits.
» NOTE: Application confirmation will appear after your submission.

Application Confirmation

(:’ Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For

Job Title Job ID Location Job Posting Deate & pplication Date
zacher-KE Gr 4 i Baach PK-8 10V 04r 2016 WDar 2016
fowr application has been successfully submitted. |f you nesd to update your job application, you will need to reapply. If you
wish to view the status of this job application, select the link to return to the Job Search page and review the My Activities

‘fiew Submitted Applicatio

Thank you for taking the time to learn about our online application process. We hope you found this reference
guide helpful. You are now ready to apply for a job at Portland Public Schools District. We are excited to review

your application submission, Good Luck!
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