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OBJECTIVE 
 
This manual is intended to help Regional Personnel / DHR process applications and recruit teachers for available teaching 
positions within the Preparatory Academy.  Functions include reviewing the applicant’s qualifications, selecting that applicant for 
an interview, selecting the candidate for a position and location and getting a reply back from the candidate regarding the offer. 
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Logging In 

Go to the internet and go to: 
 
http://www.nycboe.net/applications/prepselproc/ 
  
 
This page will validate that you are an authorized user for Intranet Preparatory Academy Selection/Assignment 
Processing system. When you attempt to use the system a login window will pop up. You must enter your user 
domain/user id and password that you use when you sign in to Windows on your computer (i.e., 
Central\JKlein, Nycboe\JDoe, OWS\GPerez, etc.) Anyone who needs access to the system must send an 
email to: prepacadsupport@nycboe.net.    
 
 
 

 
 

Click on “Sign In” 

Type in your 
information in the 
sign-in box 
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Welcome Page 

You access 
application 
functions either 
with the sidebar or 
by using “Click 
here”. 

Click on “New 
Applicants”. 
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New Applicants 
This page will list all applicants that have applied for a job in your region(s). If you are responsible for multiple 
regions, this screen will display the applicants from the first region. You can use the drop-down menu to see the 
applicants from the other regions. By default, candidates will be listed (sorted) by "Seniority". You can sort the 
list by Applicant's Last Name and the Home School. You can search the candidates by using the Last Name, 
Home School, or the License. 
 

 

 
 
The system will send email invitations to all the applicants that are selected for interview. 
 
 

You can view details 
of the individual 
applicants by clicking 
on the applicant’s 
name. (see page 10) 

If an applicant has a 
"Problem Code", his/her 
record (row) will be 
highlighted indicating that 
you need to resolve the 
issue before continuing 
processing.  

(2) Select Interview 
if you want to invite 
the applicant for 
interview or Release 
if candidate is not 
qualified for the 
position 

(3) Check (P) the 
check Box(es) in 
“Select” column 

(4) Press the “Invite 
for Interview 
/Release” button 

(1) Select the 
region for which 
you want to view 
candidates  
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Pending Page  

This page lists all the applicants who have been invited for interview for a Preparatory Academy position. You 
can view the pending candidates, select the candidates (i.e., extend job offers) that have successfully completed 
the interviews, or release the candidates that failed the interviews. You can accomplish this by doing the 
following: 
 

 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

Press <Submit> Button 

If the Candidate 
PASSED the 
interview: 

Select the License  
from the Drop-down 
menu 

Assign a Session Check (P) 
the Check 
Box of the 
Candidate 
you are 
working on 

Choose 
“Confirm Job”  

If the Candidate did 
NOT pass the 
interview: (i.e. you 
want to release): 

Assign a 
School 

Choose “Release” or 
“Failed Interview” 
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• Note: By releasing the applicant that person will be moved out of the pending list. You will be able to 

reselect them via the Declined Applicants screen.  
 

• The following email will be sent out to the applicant informing them of your acceptance: 

 

 

• You can see the text of any emails sent out by going back to the home screen and clicking on “Emails Text” in the 
sidebar. 

We are pleased to inform you that you have been selected to work in the Preparatory Academy. Your work location is 
________________ for  

• All 24 weeks______________  
• First 12 Sessions: Oct 30; Nov 6, 13 and 20; Dec 4, 11, 18, 28 and 29; Jan 8, 15 and 22 ___________  
• Second 12 Sessions: Jan 29; Feb 5,12, 22, 23, and 24; March 5, 12 and 19; April 2, 9, and 16 ________  

 
Please note the daily schedule is 5 hours per session, 8:30 – 1:30, inclusive of a maximum of 4 hours 
teaching time.  There are also 12 hours of professional development, to be scheduled after school.  
 
Since the program starts soon it is necessary that you reply to this email indicating whether or not 
you wish to accept this position. Due to time considerations your failure to reply within that time 
frame will be deemed to be a declination of this offer. We hope you will accept and look forward to 
having you report to the above assigned location on ________________.  
 
                                                                                                   Very truly yours,  
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Confirmed Applicants Page 
 

This page lists all the applicants that have been selected for Preparatory Academy positions in your region(s) and were notified via 
the email confirming their positions.  You can view the selected candidates by region and deselect the candidates that have 
declined the offer.  

 

 
 

Select any number of check boxes for 
candidates who have declined your offer 
and then press the Decline  button. 
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Declined Page 
 
You can reselect these applicants. You can accomplish this by doing the fo llowing: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
 

Applicant’s Detail Page 
 

Press <Submit> Button 

If you want to 
Confirm (i.e., 
extend job offer) to 
the candidate: 

Select the License  
from the Drop-down 
menu Check (P) 

the 
Reselect 
Box of the 
Candidate 
you are 
working on 

Select the 
Assigned 
School 

If you want to Invite 
the applicant for an 
interview: 

 

Select the 
Assigned 
Session 

Pick Interview from 
Invite for 
Interview/Select 
Drop-down menu 
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The applicant’s detail page is divided into two sections: The top section has applicant’s personal information that resides in the HR 
system.  The bottom section contains the comments provided by the applicant during the application submission, including the 
status of the candidate.  For example, a “declined” candidate might have one of the following status:  Declined Interview, Attended 
but Failed Interview, Declined Job Offer, Released as New Applicant, or Released from Interview Pending.  
 
 
 

 
 
 
 
Notes: 
Finger Print Status:   “S” implies fingerprints results are cleared. Any 
other status indicates bad fingerprints. 
Problem Code:   YES/NO.  Yes indicates the applicant has an existing 
problem code and cannot be hired. This will show up as a shaded line on 
the selection page.  
License(s):   This displays all current license(s) held by the applicant and 
indicates certification status.  


