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Chapter 683 Application Guide 
 

Beginning this summer, candidates for the Chapter 683 Summer Program will apply for all summer positions 
electronically. The benefits of this new program include: 
 

 Significantly reduce the level of paperwork involved as no paper applications will be accepted 
 Allow candidates to apply from anywhere at any time utilizing any type of technology (e.g. laptop, iPad, 

Samsung Galaxy, etc.) 
 Enable candidates to submit discrepancies electronically – candidates will now be notified of the result 

of their discrepancy 
 Identify issues earlier through real time reporting and reduce grievances  

 
Information for Current District 75 Employees  
For Non-District 75 Employees, please go to page 5 

 
1.1 Accessing the System 
 
The Chapter 683 Application System can be accessed at: https://payrollapps.finance360.org/PS/Chapter683Application/.  

 
 

 
 

 
 
  
 
 
  
  
 
 
 
 
 
 
 
 

  
 
 
 

https://payrollapps.finance360.org/PS/Chapter683Application/
http://schools.nyc.gov/
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 1.2 Logging In 
 
Candidates with a DOE Email Account 

If the candidate has an active DOE email account, s/he should click on the  button and enter his/her 
username and password. If the candidate does remember his/her username or password, the candidate should 

click on the  button.  
 
Candidates without a DOE Email Account 
If the candidate does not have an active DOE email account, s/he should click on the 

 button to create an account with the Chapter 683 Application System. The 
candidate will be brought to a registration screen – s/he must enter all information in 
order to create an account with the application system.  
 
The candidate must enter a personal email address in order to create an account. If 
the candidate does not have an email address, email addresses are available from a 
variety of websites (e.g. Gmail, Yahoo) at no cost.  
 
After completing the registration form and agreeing to the terms of service, a 
verification email will be sent to the personal email address provided. The candidate 
must open the email and click on the link provided in order to verify his/her account. 
After verification, the candidate will be able to log into the system and begin the 
application process. If the candidate is having any difficulty with creating an account 
with the application system, s/he can send an email to Ch_683_Application_Support@schools.nyc.gov for 
assistance.  
 
 
1.3 Applying for a Position 
 
After logging into the system, candidates will be brought to the following screen in which they can apply for a 
summer position.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

The candidate’s File Number, Name, Home Address, and Email Address will be displayed above. In addition, the 
candidate’s winter school, title, and license (if applicable) will also be displayed. In order to begin the application 
process, the candidate must indicate if they claim retention rights for the summer school activity (circled in red 
above). 
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1.4 Retention Rights** 
 
The candidate must click on the drop down box (circled in red) to indicate if s/he will claim retention rights for this 
activity.  
 
Candidates with Retention Rights 
If the candidate claims that s/he has retention rights and 
system verifies the candidate’s retention rights, s/he will click 

on the  button. After clicking this button, the 
candidate will receive an email confirmation of his/her 
application.  
 
 
 
Candidates with No Retention Rights in the System 
If the candidate claims that s/he has retention rights, but the 
system cannot verify the candidate’s retention rights, the 
candidate will have the opportunity to submit an electronic 

discrepancy form by clicking on the  button. 
 
 
 
 

After clicking on this button, the candidate will 
be brought to a new page in which the 
discrepancy can be submitted. On this page, 
the candidate will be able to select the last two 
summer schools (the address of the school 
will auto populate) and/or the reason for the 
discrepancy from the drop down menus.  

 
After the form is complete and the applicant 
presses the submit button, s/he will have the 
opportunity to upload any documentation to 
support his/her claim.  

 
The discrepancy will then be reviewed by 
Chapter 683 Human Resources Staff. The 
applicant will be advised of the outcome of the 
review and receive an email confirmation.  

 
 

 
  

**In order to claim retention rights, Teachers and Paras must have worked the previous two consecutive summers in the same title.  
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1.5 Application Submission 
 
After the candidate submits his/her application, the application system will update to the current status.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Upon submission, the candidate will receive a confirmation email regarding the submitted application.  
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External (Non-D75) Employees Application Procedures 
 

2.1 Accessing the System, Logging In, and Retention Rights 
 
The Accessing the System, Logging In, and Retention Rights procedures for Non-District 75 Candidates are the 
same as the procedures for District 75 Candidates. Please review sections 1.1, 1.2, and 1.4 for additional 
information.  
 
2.2 Applying for a Position 
 
After logging in to the Chapter 683 Application System, the Non-District 75 candidate will be brought to the following 
screen in which they can claim retention rights and complete the OP-175 form in order to apply for a summer 
position.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After the candidate completes the OP-175 and clicks submit, s/he will have the opportunity to upload his/her resume 
and cover letter. When the documents have been uploaded, the candidate will be able to submit his/her application and 
will receive a confirmation email of the submission.  
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