How to Nominate a Substitute Paraprofessional (Effective Nov. 2013)

To Nominate a Substitute Paraprofessional, visit http://mygalaxy.nycenet.edu/, sign in, select “New Item”, “Create New ltem”,
“Occasional Employees” and follow the “Nomination Dialogue” as illustrated below.
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NOTE: ANY NOMINEE WHO HAS BEEN ISSUED A NYCDOE E-MAIL ADDRESS (l.E., ***@SCHOOLS.NYC.GOV) WILL HAVE ALL E-MAIL S SENT TO
THAT ADDRESS, REGARDLESS OF WHAT YOU MAY HAVE ENTERED DURING NOMINATION. THEREFORE, PLEASE ADVISE THE NOMINEE TO CHECK
THE DOE-ISSUED EMAIL ACCOUNT.
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Step 3:
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Step 4a
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Step 4b

If the nominee is already in Galaxy, you will NOT be required to enter the Gateway Registration information. However, it is

recommended that you ensure that the information in the system matches the information given to you by the candidate. To do so,

click on the Applicant Gateway (AG) icon shown below.
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Step 5

To complete the nomination, Complete the information requested in the following screen and click on “SAVE”.
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NOTE: Nominations for Substitute Teachers will open on November 18, 2013. The process for their nomination
will follow a similar approach except that you will choose “Sub Teacher” and use the Title “TRTRD”.
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NOMINATION STATUS

If your nomination was successful, you should see the word “Nominated” under Staffing Status. Based on the successful
nomination, the candidate will be e-mailed instructions for accessing and completing the on-line application.
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If your nomination is NOT accepted, you will receive a pop-up with instructions.
If the nominating principal made an error when entering the nomination fields, the principal has the capability to Edit all

fields on the nomination except the Social Security Number. If the Social Security Number entered was wrong, then the
principal has to Cancel the current nomination and Create a new nomination for the candidate.
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