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Objectives

The Recruitment Management System is comprehensive software that has
been upgraded to allow users to follow an applicant from the first
application through to getting them on payroll. For the first time we have
linked RMS, EIS, HRS, and Galaxy so that the process is seamless to the
user. This system now enables many at the DOE to track a job application
from start to finish, getting a person on payroll. Users include everyone
from the applicant, to the staff in Human Resources and the ROC, to the
Principal in a school interested in hiring someone. For the purposes of this
course, the contents of this manual will focus on the Role of the Principal ,
Human Resources and the ROCs, with brief descriptions of the role of the
applicant and a focus on turnkey training by PM/PLs to the Principal.

Definition Of The Parties or “Roles” Using RMS

a. Source Team Members are part of the recruitment team at DHR and
known in this manual as “STMs". Other DHR staff include:

= Borough Case Managers are “BCMs”
= Salary Step Unit members are “SSUs”
= Fingerprint personnel are “FPs”
= Licensing personnel are “LCPs”

b. Personnel Managers/Personnel Liaisons/Customer Service Team
Members/Operations Supervisors are at the ROCs and known as “PL/
PMs”

c. Principals are “PRs”

A Basic Look At The Flow Of Tasks In RMS

=

Applicants fill out an employment application online.

2. Job vacancies (funded only) are created in Galaxy by the Principal or
ROC staff

3. The candidate is pre-screened and given a commitment letter by a
Source Team member or a specific ROC Personnel Liaison/Manager

4. The candidate’s documentation is verified; certification is verified in the
state system; if not yet issued, then the licensing/certification unit at
DHR will enter the certification and corresponding license codes;

fingerprints and other background checks are done, all via RMS. All of
this is done by HR staff or by PM/PLs at the ROCs — NOT by principals.

5. Once documentation is verified, the Candidate can be referred from
STMs to BCMs within Human Resources; from BCMs to the ROCs, and
from ROCs to the Principals.

6. The candidate is selected by matching her or him to a funded vacancy.
Once the background checks have cleared, RMS generates the PTF,
automatically establishing employment.

Roles and Scope of Responsibilities

Applicant/Data Entry
= Ability to data enter new applications
= Passes entered applications to Source Team
= Ability to search for applicants

Source Team
= Ability to data enter new applications
= Ability to search for applicants, vacancies, and selected
candidates
Ability to update records
Ability to correct licenses
Passes candidates to BCM or Holding Folder
Issues Commitments
Verify eligibility
Issue certificates
Refer
Quick hire applicants.

R R R

BCM

Ability to data enter new applications

Ability to search for applicants, vacancies, and selected
candidates

Ability to update records

View commitments

Y

Uy
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Objectives (cont'd)

=

=
=
=

Passes candidates to other BCMs, Source Team, and Holding
Folder

Refers candidates to PMs and PLs

Verify eligibility

Search vacancies

Personnel Liaison/Customer Service Team Member

L L A R R

Ability to data-enter new applications
Ability to search for applicants

vacancy search

Ability to update records

Ability to correct licenses

Issues commitments

Passes candidates to BCMs and Holding Folder
Refers candidates to Principals
Selects/de-selects candidates (Quick Hire)
Update State & DOE information

Missing licenses

Selected Teacher Reserve Pool candidates
AlIP

Personnel Manager

L R R

Principal

PwNhPE

Ability to data-enter new applications

Ability to search for applicants

Ability to update records

Ability to correct licenses

Issues commitments

Passes candidates to BCMs or Holding Folder
Refers candidates to Principals
Selects/de-selects candidates (Quick Hire)

Ability to search for applicants
Selects/de-selects candidates (Quick Hire)
Update referrals

Selected TRP candidates
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Dashboard (First Screen)

The Dashboard for RMS has several options. For the sake of this training, only the Process Teacher/Clinician Applications choice will be covered.

1. Either the link in the blue bar or the title of the uppermost red
box can be clicked on to enter RMS for Teacher Applications.

epartment Of Education

Joel 1. Klein, Chancellor

USER INFORMATION

USER
Naomi Missen

ROLE §TM

Process TeacherfClinician Applications

These are the applicants who have submitted their
applications for Teachers and,for Clinicians positions available
with NYC Department Of Education. You can view the details
of the applicants and select matching applicants for these
positions.., Click Here

Please selkct an option here or an item on the left navigation bar to access the functions available through the system.

Process Certificate of Eligibility (COE) Applications

These are the applicants who have submitted their
applications to obtain a Certificate of Eligibility (COE) from MWYC
Division of Hurman Resources (DHR), You can process their
applications and issue COEs to the eligible applicants... Click
Here

dhy

DIVISION OF
LA N
HEBOURCES

WELCOME NADMI NISSE

Process Supervisory Applicants {Coming soon..}*

These are the applicants who have submitted their
applications for Supervisory positions available with NYC DOE,
You can view the details of the applicants and select matching
applicants for these positions.

Process Per Session Applicants {Coming soon..)*

These are the applicants who have submitted their
applications for Per-session positions available with NYC DOE,
You can view the details of the applicants and select matching
applicants for these positions.

| You can obtain help on the HRMS features.., Click Here |

Jepartment of Education

2. You will be led to the bulletin board (see next page.

Page 4




Human Resources Management System
Training Manual — Source Team

Bulletin Board

The Bulletin Board will have announcements and other information. The menu bar to the left contains all the procedures that will be covered in this manual.

NYC Department Of Education

Joel 1. Klein, Chancellor

1 . CI|Ck on 10:0z:54 AM WELCOME NAOMI NISSE!
Workload
Summary to see
the screen
below, or
continue with the
menus at the
left.

BULLETIN BOARD

Workload Summary

USER INFORMATION

Page 5



Human Resources Management System
Training Manual — Source Team

Search Applicant Pool

Purpose: To find applicants and verified/committed candidates available for hire and to check their qualifications.

1. Click Search
Applicant Pool.

WELCOME RAJESH PALANICKA

SEARCH ALL APPLICANTS
Last Mame First Mame S5 Available Date .
summary M [ - =
 Emard Preferred Borough Borough Preference Certification Status Claimed Event Type
licatio [ sELECT == [w] [ane [+~] | SELECT == [+] | sELECT > [+]
Applicant Status .
[SELECT »= [v] [ Committed
Saaid Bt Select State
. SELECT>>> L
® ppplicant's Preference | [—] .
(0 DOE Pre-screen Results Job Category Subject
S _ | SELECT == [v] | SELECT == [v]
O Certification Claimed
o Grade Level Language
() SED Certification [SELECT > [v] [sELECT == [+]
| Search | | Reset |

ndidates

danual

USER INFORMATION

Rajesh Palanickal

ROLE STM B

is signed in.

The menus in the navigation bar on the left change
USER according to your role.

The role dictates which functions you will have access
to. When you sign on your role is displayed here along
with your name. This shows that an STM
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Search Applicant Pool (cont'd)

r .
% I You can search by the specific
person or by different criteria. This

2. Enter

the person’s
name.

|

I

t screen shows a search by the name I

I of the person. I

e e mm o Em o EE Em o Em Em EE Em o " ]

SEARCH ALL APPLICANTS

Last Mame First Marme S5M Available Date
| Smith | |Lauri | | ”:H | i

Preferred Borough

Borough Preference

Certification Status Claimed

Event Type

[sELECT > v

Last Name

Smith Lauri

TOTAL EA.B\IDHTES: 1

First Mame

111111111

Available Date
{(mm/fdd/yyyy)

9/1/2003

Status

Werified

[ ane v| [ SELECT > v || sELECT == v
Applicant Status .
[SELECT > v| [lcommitted
Search BY Select State 3 Click
. . [sELECT=> > v| .
@ applicant's Preference ] “Search.”
() DOE Pre-screen Results Job Category Subject .
T ) | sELECT == v| | SELECT 33 v|
(O Certification Claimed
T Grade Level Language
© SED Certification | sELECT == v| | SELECT >3 v| /

Committed

™

Licensed?

\

A\

PROFILE.

4. Click the name of the

person you are researching to
see that person’s details in a

NOTE: The Status list can include new, verified and
selected. A verified candidate has been reviewed
by DHR (pre-screened) and has given enough
information to move from applicant to candidate
status (may or may not be state certified).
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Search Applicant Pool (cont’d)

r- - === ======== T Please note; If desired, click the Applicant Status Please note: Click the

% j This screen shows a search by | box for a list of applicants who fit one of the following . Committed box to receive
| various criteria. The more fields that | profiles: . only alist of candidates
r , arefilled out, the more specific the | a) Have completed an application, . who have received a
I search. I b) Have been pre-screened . commitment letter.
o e — — — — — — — — —— a c) Have been referred, OR
. d) Have been selected /
1 -+ Click Search SEARCH ALL APPLICANTS ,
Applicant Pool in the _ /5/ .
blue side bar Last Name First Mame Sk Lyailable Date .
' | | | LI .
Preferred Borough Borough Preference Certification Status Claimed Event Type
SELECT == W ANY W SELECT == W || SELECT == W
2. Fill out any of the Applicant Stat
. . . y si?.elz?'n» S v [Jcommitted
fields in this area to
refine the search seareh BY ezl Slisid 3. cii
' SELECT>>> w . Click

(& Applicant's Preference

M| © DoE Pre-screen Results Job Category Subject “Search.”
. . . SELECT == W SELECT == W
O Certification Claimed
T Grade Level Language
The “Search BY” O SED Certification SELECT == w SELECT == w
selection pullsupa Search | | Reset |
number of variable
fields. Last Name First Name Available Date Status Committed Licensed?
i {mm/jddfyyyy)
/142003 Verified M N
/172003 Referred M i
Note: names and ID 441572004 Referred M e
numbers have been 5/1/2008 Referred N v
omitted for purposes -
of Confidentiality a/1/2003 verified I N
M M

\ 9/1/2003 Mew

4. Click the name of
the person you are
researching to see
that person’s details
in a PROFILE . Page 8
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Global Applicant Search

The Global Applicant Search finds all applicants, including those that have been discarded, archived, and selected, unlike the Search Applicant Pool function.

1. Click “Global 2. Fill out any of the
Applicant Search.” boxes below.

y A
Hi?'r"'E SEARCH ALL APPLICANTS
Sign Qut Last Mame First Marme

wharkload Summary | | |

Bulletin Board

Ad1/Edit Application

adi1/Edit Pro

Quik Hire

Missing Licenses
Liceise Corrections
Leturn Referrals

¢ zh applicant Pool

Global Applicant Search

ser Manual

3. Click on
“Search.”
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Global Applicant Search (cont’d)

1
y | This screen shows the results of a I
I fictional student, Glenn Abanno, and I
‘r I the criteria that has been recorded for I
him.
| |
B o e e o o o o o EE Em Em o o o - |
Hf:'”"E SEARCH ALL APPLICANTS
=ign Out Last Mame First Mame 55N D

Workload Summary | Ahannio | | Glenm

Bulletin Board
Add/Edit Application
Add/Edit Pros

Mew Candidates

Short

Last Name First Name 55N Listed?

Abanmin Glenn 111-11-1111 ¥

Reviewed Candidates

FLELEE verified? Certified? Committed? Selected?

Prospect?

Quick Hire

Reports

RM= User Manual
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Quick Hire

Purpose: To place a candidate in a funded vacancy. Roles allowed to perform this task: DHR/Central, PM, PL, PR

2. Select a Region, District and Location from the
pull downs provided. The more fields that are filled
out, the more specific the search.

1. click “Quick Hire.”

QUICK HIRE FOR COMMITTED CANDIDATES
Assignment Deselect E:?:;date

Location 5 P
Code Job ID License Zode Code

I:I Caonfirm O

| Add Candidate | | Deselect | | Subrnit H

Effective Date

L [[mmly[ee s foo]

TOTAL CANDIDATES: 1

rmrmary

VACANCIES
Region / District

Subject Area

Location

Search Wacancies

Job Category
[ sELECT ==

A

USER INFORMATION

3. Click “Search
Vacancies” to view a list
of funded vacancies.
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Human Resources Management System An optional step is to click add

Training Manual — Source Team . candidate button to record a second
. SSN for selection. You may select up
QUiCk Hire (cont’d) to 10 people prior to submitting all ten
: atonce.
4. Type the 5 Type in 6 . Typein 7 . Select from the list of License codes on file. 8. OPT|ONAL} Type the As§|gnment
Candidate’s social the Effective the chosen Note if the candidate does not have at least one Code. The assignment code is the

security number. Date . Job ID. license they may not be placed in a vacancy. license code of the area of instruction.

\ / \ [ /

QUIXK HIRE FOR COMMITTED CANDIDATE

Location

Assignme.nt Candidate

Effective Date Job ID License Code Deselect

Code Code Mame

| [ | [oe |7 [reee] /m O

TOTAL CANDIDATES: 1 9 Click Confirm. This will confirm that a commitment |A_fdd Candidate || Deselect | Submit

letter has been issued for this candidate. Note: a
commitment letter must be issued before candidate
can be hired. 10 Click Submit. The PTF will

be generated contingent upon

VACANCIES clearance of background check.
Feqgion District Locati
Job Category Subject Area :
| CELECT == 3 Search Yacancies
MY YACANCIES Region 46 = City-\Wide
Juh D Region District Location Category Subject Effective Date
G2ZISH 01 10 ®306 Teacher ELEMEMTARY ED. English 9/6/2005
eded i~} 01 10 MR Teacher ELEMEMTARY ED. English 9/6/2005
Notes: _ _ _ her SPECIAL ED. English 9/15/2005
(a)MuItlpIe ca},ndldates can be h‘llred by_ Esmg the “Add | MUSIC - YOCAL - a/6/2005
Candidate” button. Click on “Submit” only once all ,
R her SOCIAL STUDIES English 9/6/2005
(b) Only funded vacancies will be listed. Vacancies her SCIENCE - GENERAG=====" — feasas
must be created in GALAXY. her MUSIC - VOCAL Congratulations on filling a
(c) Onpe the PTF has been generatt_ed all future her SCIEMCE - GEMER A vacancy.
adjustments must be addressed in EIS. L)
V-
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License Corrections

Purpose: To correct license/assignment codes of employees who are currently on payroll.

1. Click on

“License
Corrections.”

USER INFORMATION

USER
Maomi Missen

ROLE PL

/

SEARCH BY ... P

2. Select from search criteria namely: first name,

last name, file number, SSN, region, district,
schools and licenses.

7
Last Name First Mame File # / S5HM
Region District School
[ sELECT == " [~] |
License Categary < 3
SELECT =3 [w]| search [ Reset | . Press Search

LICENSE CORRECTIONS

Job ID Reqion District Location License Cateqory Assignment Tile Hired Bilinqual Iéi;ii:se :f;t":]':: ¥erified Submitted

GopzZD

G13VS

G1Ce8

G22Y1

G13Mz

51935

G161

GZBIM

S161T

G161Q

01 k] ®ooz 01p
01 k] ®O0z T9TB
01 o9 ®oo4 7ElB
01 k] ®ood 7E1B
o1 k] ®ood Q008
01 k] ®ood 6158
o1 k] ®o11 7E1B
01 k] ®o11 7E1B
01 09 ®011 6420
01 09 %011 797B

TEACHER 2018 TRTSQ Y B Edit most
TEACHER 7976 TRTRQ T B Edit r;ncc::ntt
TEACHER 7818 TRTRQ ¥ - Edit rl'encﬂes:t O
TEACHER 781G TRTRQ ¥ - Edit st
TEACHER ~ 900B  TRTSQ ¥ - Edit most ]
TEACHER ~ 591B  TRTRQ ¥ - Edit r:cnesntt O
TEACHER ~ 781B  TRTRQ ¥ - Edit r:cnesntt
TEACHER  781B 5 - Edit most [
TEACHER  EVOC  TRTRQ ¥ - Edit rl;ﬂcls;t O
TEACHER 7E1E TRTRG Y B Edit most 0

Eai Submit
recent
1234556789410...

4. To correct license
click on the Edit link.
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License Corrections (cont'd) | This screen has been split in
two on this page to

accommodate its length.

5. select an appropriate license
from the drop down list.

LICENSE CORRECTIONS

Last HName

GoOBZD ol a9 »onz

File # Job ID Region District Location

Language:

License

SELECT »> ||

2018 - BILIMGUAL SPECIAL EDUCATION SPAMISH [V]

6. Click on the Confirm link to perform a
validation against the crosswalk to determine if

7. Click on “Cancel” to abandon any
license/assignment changes made.

8. To update service history,
click on the “Most Recent” link

the corrections necessitate a job ID change.

(SEE NEXT PAGE).

Notes:

(a) In the event of selecting a non-arts
license, the assignment code will be
the same as the selected non-arts
license. If needed, this code can be
modified.

(b) In the event of selecting an arts
license, the system will select the
appropriate assignment code using
the crosswalk (developed by DHR).
This code cannot be modified.

(c) The disabled Submit button indicates
that the license/assignment for that
specific employee has been
corrected. A “Changes Submitted
Successfully” message is displayed
to the user on successful
submission.

(d) The submitted changes overnight will
update the employee’s service
history in HRS and EIS.

\

/

o~

Category Assignment Title

TEACHER TRT=Q

Q01B

Hired il

A

ngual - its

B

Service

| License
History

Confirrn Cancel most

¥erified Submitted

/

any changes.

9. Check the Verify box, if the employee does
not need any license/ assignment. This action
helps the users in identifying the cases that
they had looked into earlier without making

10 Click on the Submit
button to submit the above
changes.
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License Corrections (con’td)

This is the window that opens up when
“Service History” on the previous page is
clicked on.

&1 Service History - Metwork Technologies

BE]

CANDIDATE/EMPLOYEE : THOMAS GEORGE

License From To District Status

F81B - COMMON

BERANCHES /62005 Current 09

1RK - &PPT FROM LIST OF
PROSPECTIVE AFPOINTEES

Congratulations! You have
corrected a license/
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New Candidates

Purpose: To place new candidates in a short list, as a future prospect, on hold, or discard.

1. Click on “New Candidates”, then choose a
gualification from the flyout window that
appears, and then make a selection from the
second flyout window that appears after that.

mrmary

Bulletin Board

add/Edit aApp
add/Edit Pr

ation !|.

Ein, Chancellor SHUMAN
RESOURCE

WELCOME NAOMI NISSE!

BULLETIN BOARD

ELEMENTARY ED.
GLISH

MATH - TITLE 1
MU CHESTRAL

Page 16



Human Resources Management System
Training Manual — Source Team

New Candidates (cont'd)

2 Click on the box next to the candidate’s name

for whom you want to shortlist, make a future
prospect, put on hold, or discard.

|ED CANDIDATES IN ELEMENTARY ED.
|

S P o First Mame SSM
| | | | gl
available Date Preferred Baraugh Event Type
e
committed ] 3 Click on any one of the buttons below
Job Category and the person’s name will be moved into
| SELECT »> [v] that list (which can be found under the
/ “Reviewed Candidates” link in the blue bar.
y 2 v T m
CANDIDATE LIST
Last Hame First HMame 58N Available Date Status Committed
(mmfddfyvyw) -
O 9/1/2005 Mew i
andidates
et 1 [Note: names and ID 9/1/2005 Referred N
ar [emual | nur_nbers have been 7/1/2005 Referred M
omitted for purposes
USER INFORMATION L1 | of confidentiality 8/6/2005 Mew i
UsER El 9/1/200% Referred N
Maomi Missen
Fl 9/1/2005 Referred i
ROLE STM
| 9/64005 Referred M
] 742005 Referrefd M
/142005 Mew M
Pleasg nqte: there |_f a fut'ure B — e "
selection if the applicant is “Put 12245578510 0
on Hold”. Please see the next a3
page- | ShortList ” Future Prospect ” Put On Hold ” Discard
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New Candidates (cont'd)

4 i the applicant is Put on Hold, select a

“Holding Reason” from the drop down list
and click on “Submit.”

Available Date

Status

Referred
Referred
Referred
Mew
Mew
Mew
Mew
Referred
Mew

MNew

Committed

M

M

1234587

-1 IR TR T ITIlTI dd E ]

9/1/2005

] 9/6/2005

O 7/1/2005

Wi 7/1/2005

. 8/1/2005

] v N1/2005
SELECT == \

i APPLICANT NOT INTERESTED p=
CONTACT INFORMATION IS WRONG i

Wi CURRENTLY WORKING FOR NYCDOE 2
CURRENTLY WORKING OUTSIDE OF NYC i

. DUPLICATE RECORD £
FIVE ATTEMPTS AT CONTACTING WITH MO RESPONSE

O] INTERMATIONAL APPLICANT
MUST BE REINSTATED
MOM-TEACHING POSITION

TOTAL CANDIDATFROBLEM CODE

MULTIPLE INTERVIEW S/NOT HIRED
UMCERTIFIED
PRESCREENED/NOT REFERABLE _

Holding Reason: | SELECT »= v Subrnit
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Reviewed Candidates
Purpose: To filter new candidates by their status on a short list, as a future prospect, on hold, discarded or verified.

1 click “Reviewed Candidates”, then
choose a list from the flyout menu.

06 10:24:17 AM

Home

BULLETIN BOARD

Siagn Qut

warkload Summmary

Bulletin Board

Add/Edit application
Add/Edit Prospect

Mew Candidates

Reviewed Candidates ShortListed Candidates

Cick Hire Verified Candidates
Future P
Zandidat on Hald

Discarded Candidates
ch applicant Pool

Global Applicant Search

h Wacancies

USER INFORMATION

Page 19



Human Resources Management System
Training Manual — Source Team

Reviewed Candidates (cont'd)

2 Click on the box next to the
candidate’s name for whom you want to ~ fAHPIDATES _
make a change. First Mame SSM
J N -
Preferred Borough Event Type
sdd/Edit Apyli Y | SELECT >> >l | SELECT == [v]
Committed [
" Y 10 CoE=anry Subject Area 3 Click on any one of the buttons below
| SELECT == [v| |SELECT ==

and the person’s name will be moved into

that list or removed from a list and put back

| SELECT >> [ael into the general pool. Discard will take the
/ applicant out of the general pool and put

the name onto the discard list. |

Certification Status

CANMDIDATE LIST

Awviilable

Last Name First Name

. ramfddfyyryry

] /172005 Reffarred M

F] Note: names and ID 9/1/2004 failed/Terminatin i

_ F numbers have been 8/1/2005 Referred ]

O Al e o/10/2004 Referred N

F 1/1/2004 Referred M

ROLE STM 0 5/15/2004 Mew T

F &/15/f005 Referrad M

= 962005 Referred ]

Please note: if you choose to afi/2005 New N

Verify the applicant, a slightly P — P— "
different screen comes up. 8 0EAD A AT e

Please see the next page. Eo: 642
| Remove From Shu:urtList” Future Prospect ” Put On Haold ” Discard
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Reviewed Candidates (cont’d)

If you Verify the candidate, you may want to Refer that person.

4 Click on the box next to the

candidate’s name whom you want to

refer.

CANDIDATE LIST
Last Mame First Mame A— ]
] 7/1/2005 Verified
[] |Note: names and ID 6/1/2005 Verified
numbers have been
L1 |omitted for purposes 1/1/2005 Referred
[] |Of confidentiality 7/1/2005 Verified
] 9/1/2004 Referred
IF] 7/1/2005 Verified
] 7/1/2005 Werified
F] a/1/z004 referred
74142004 Verified
IF] 5 Click “Refer.” 9/3/2004 Referred
TOTAL CANDIDATES: 5218 \
Refer Future Prospect Put On Hold Discard

Committed

hy

_<

=

- =

M

M

M
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Reviewed Candidates (cont’d)

6 Click on the “Refer To” dropdown and select
“BCM.” (This will change depending on the role
you play and the level you refer to.)

\

7 Fill in comments if
desired, and click on

[\

REFER CAH\DJE\TES

/ \

SELECT == | ¥

SELECT ==
BCM

Fefer To

Comments !

| Fefer

CANDIDATE LIST

Lastname FirstName

- -

Note: names and ID
numbers have been
omitted for purposes
of confidentiality

8 if you want to continue

referring, you can click on
“Lookup More Candidates.”

Date Applied
6/6,/2004

Laokup More Candidates
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My Selected Candidates: Viewing Post-Selection Status
Purpose: To view the status of selected candidates with regards to Background Check, Finger Printing, and PTF generation

1. click on “My

Selected
Candidates.”

Search for your candidate or
scroll through the pages to
browse candidates.

Choose “Post MY SELECTED CANDIDATES

Selection” Status. Lasthame

Bulletin Board )
Hired Status

|sELECTS> [+]

Job Category
[ sELECT == [+]

Last Name i 55N
Mame

Firsthame SSM

End Effective Date
MM DD ey

Start Effective Date
71 |f 2004

Region )
SELECT »> |

I Search ” Show All

Reqgion 46 = City-wide

) . Fin. Effective Date Job Payrolled
Loznze HEHOE Location (mmfddfyyyy) Id. {PTFDone)

COMMON BRANCHES 01 46x051 972004 GOZPE MO

BILINGUAL COMMON
BRANCHES SPANISH

EMGLISH ol

01 09236 9/7/2004 GO71T NO

46X306 9/7/2004 GOZPH NO

2. Click on the box to

Deselect

Wiew Status

Note: This is a screen
the Principals as well as

selected. Note: names and ID

numbers have been
omitted for purposes
of confidentiality

the left to choose that 3 e PM/PLs see when they
Candidate. More than one . Click “View log in.
Candidate can be Status.
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My Selected Candidates: Viewing Post-Selection Status (cont’'d)

Note: The PTF Result will either be GENERATED or
NOT GENERATED.

A PTF that has been generated means the person is
on payroll.

POST SELECTION STATUS

Last o License License State

Mame = Code DESC Certificate
576E EMGLISH Satisfactory

TOTAL CAMDIDATES: 1

Fingerprint Moral Character Appraisal

Results

Satisfactory Satisfactory

Back to Selected Candidates List

{AP)

@

S

Congratulations on viewing a
Candidate’s status. Continue to
the next chapter to view a list of
Hired Candidates.
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My Selected Candidates: Viewing Hired Candidates

Purpose: To view information on hired candidates (employees).

1. click “my
Selected Candidates”,
then “Hired
Candidates.”

=TT R=TE

Reparts

R er Manual

USER INFORMATION

USER
Naomi Missen

ROLE PL

HIRED CANDIDATES - PTF GENERATED

Last Mame First Marme

Start Effective Date End Effective Date
711 f|zo0s MM DDy
Region Location

[o1 [+] [ sELECT ==

PTF EFF. DATE

]

55N

Job Category:

[ sELECT 23

[a¢]

| Search | | Reset |

Region 46 = City-wide

FIN.

Note: This list shows

is on payroll.

everyone in your location
who has gone through the
entire process and has now
had a PTF Generated, and

7

Congratulations on viewing a
Candidate whose PTF has been
generated.

LICENSE DESCR. ASSIGN. DESCR. £TEERE-DITE 7 CATEGORY ReGron FIN:
ERANCHES BRANCHES 8/25/2005 G303N ZECilar GrapEs 0L 10083
ERANCHES BRANCHES ChEyAe G3A55 LECiiar GrapEs D1 10085
Hired Candidates o Crat 8/29/2008% G3GZ2 TEACHER 01 10%003
ERANCHES SRANCHES eyl G2FED fEailaR oRaDES Ot 107091
Note:namesand D |pwrsrca, - mveica - oaszons coow TEASHERL o aoons
opittegdfortpul_rfoses g;E%I:TLION E;EU%I;TLION 8/29/2005 G3PM1 TEACHER 01 10%091
or comdentally = SPECIAL SPECIAL 8/29/2005 G2D0Y TEACHER 01 09%z29
) o

U
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Updating Referral Status

Purpose: To update the status of an applicant that has been referred to you. Roles: PM, PL, PR

e,
f:tﬁ“s *
{%) NYC Department Of Education
s Joel I. Klein, Chancellor
1. Click “Referrals”
FERRALS SENT TO ME
and then “Referrals
Sent to Me.” asthame FirstMarne SSHN - -
Fegion 46 = City-wide
Last Name ;i.:::e 55N Role From Status E:::rred ;.::II Activity Comments ::til::':ldT Reg. Loc.
Under
Self Referral - Reviow 3/30/2005 ¥ M
Self Referral - EES?JW 6/26/2005 ¥ M
- Under
| self Referral - Revipy BF24/Z005 ¥ M
a Self Referral - under - e/a/2005 N
] | Note: names and ID elf Referral - ggfﬁ;w 7/11/2005 ¥ ¥ 46 Cl14
numbers have been Under
¥l omitted for purposes Self Referral - Review L/13/2005 ¥ M
User Manual (| of Confldentla“ty Self Referral - Undgr 5/20/2005 ¥ M
Review
USER INFORMATION Under
IFl Self Referral - Review 6/24/2005 ¥ i
Naomi Nissen N Self Referral - EES?JW 4/17/2005 ¥ ¥ 46 Cll4
ROLE PL
1 Self Referral - Hnder 1/17/2008 ¥ N
. 12245675910...
2. Clickthebox | | . izadseisais .
[TOTAL CANDIDATES: 856
next to the Loaokup Mare Candidates | | Referl | Update | | Select |
applicant you ?

wish to update.

3. Click Update.
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Updating Referral Status (cont’d)

First
Mame

Last Name

Self Referral -
Note: Names and ID
Self Ref | -
O numbers have been = e
| omitted for purposes Salf Referral -
of confidentiality
i self Referral -
O self Referral -
il zelf Referral -
O 4' SG'?Ct the Self Referral -
approprlate status
[F and add self Referral -
Fl comments. Self Referral -
[F self Referral -

TOTAL CANDIDATES: 858

|Update Status Comments
SELECT == »
SELECT =

APPLICANT MOT IMTERESTED
APPLICANT MOT INTERESTED IM DOE
APPLICANT NOT INTERESTED IM REGION

Date Yeri o 5 Comm
peferred fied Activity Comments itted? Reg.

Under o ocsz005 ¥ More., N 46 C1l4

Review e

Under

Roviey B/26/2005 ¥ Maore.. M

Under

Reviey B/24/2005 ¥ M

Under

Rovinm 6/8/2005 ¥ N

Under 5 n 4 005 ¥ Mare., i 46 C1l4

Review

Under

Review 1/13/2005 ¥ M

Under

Revipy /20/2005 ¥ M

Under

Review B/24/2005 ¥ M

Under 172005 ¥ e 46 C114

Review

Under

Roviay L/17/2005 ¥ Maore.. M
12245678210,

5. Click “Done.”

Done

| | Cancel

INTERYIEWED/MOT SELECTED

MULTIPLE INTERWIEWS/NOT HIRED
INO AVAILABLE WACAMCIES

MO SHOW

PRESCREEMED/MZT REFERABLE
HREWIEWED - NOT INTERESTED

Privacy Palicy and Terms of Uze

E

Congratulations on referring a candidate
and updating that person’s status.
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Create Reports
Purpose: Customize reports for the purpose of analyzing Candidates, Vacancies and Candidate Tracking System (CTS) data

WELCOME NADMI NISSE

Horme REPORTS
Zign Out
EXECUTIYE SUMMARY

Dashboard Report

Status Report
CANDIDATES

acancies .":".QQ”EEI"It F'EIEI'
Committed Candidates
Committed Candidates with D-Code/lJ-Rating/Mo valid Certifications

Committed Candidates by Momination code

Committed Candidates needing Momination code 2 Click
. . . ICK On
Uncommitted Candidates ]
. . the desired
SEC Report for Expedited Processing .
report to view
Mentor Report relevant
E “ — Principals Logged On Successfully information.
ETE Wezr MEmne) School Principals who have not signed on to RMS
USER INFORMATION Bilingual Extension Exception Repaort
hiiﬁni Nissen Candidates Eligible for Emergency Check
YACANCIES
ROLE PL _ ) Note: All Reports
Vacancies Details will allow you to
“facancy Exception Repart import information
CTS - NEW HIRE TRACKING into Excel.
Selected Candidates
Status Summary 7
Status Report with Candidate Search

i€ 2005 The Mew York City Departrment of Education
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Add/Edit Application

Purpose: To enter or edit a person’s application online. Roles: STM, PM, PL

1. click “add/Edit Application.”

2. Fill out the asterisked fields. You will not be able to move

forward unless all are filled out. You can fill out SS number OR

Last name, first name, primary phone and email. | | *
LAN AN

DIVISION OF
=H UM A M
HESGURCE S

Joel 1. Klein, Changt

WELCOME MAOMI MISSEMN

/ SEARCH APPLluigT

Enter (a) Social Security Mumber (SSM) or (b) Last Mame, First Mame, and Primary Phone combination and then press "Check
Database" button.

Last Mame: First Mame:

Primary Phone: SSM:

*Please enter phone number in a free format *Pleaze enter SSM in a free format(without -, space etc)
[without -,(), space etc), =g, 7180001234 =g, US S5M - 123456789 and international S5 - INT1232456

| Check Database ‘l\

3. Click “Check
Database.”

Page 29




Human Resources Management System
Training Manual — Source Team

Add/Edit Application (cont’'d)

4. Fill out fields as
required and click
on “Save” at the
bottom.

PERSONAL/CONTACT INFORMATION

Note: If the Candidate is new, the
message “Candidate not found,
Enter a new Record” will be
displayed. Continue filling out the
form.

=

* Indicates required information

Title: -

*Last Mame: [Newwirth

| *First Name: [Bibi |

Mi [

Maiden Mame: |

*Phaone: *E-mail: |

*15 55N (Required for US residents OMLY)

Country of Residence: | UNITED STATES [v]

PERMANENT ADDRESS

*Address: |49IJ Park Parkway | iy |E-r00k|\,rn

Apt.: | | *Gtate: | NEW YORK

o) Zip

ADDRESS FOR CORRESPOMDENCE {(CURREMT ADDRESS)
(If different from above)

Address: | | City: |

apt.: | | State: | SELECT =»

SOURCE INFORMATION

[l zZip: [ ]

SourceType: | SELECT == [v| Source: | SELECT == [v]
Source Date: @f n:.. Recruiter: | SELECT == [v]
Outcome: | SELECT == ]
I Save ” Continue

Click on "SAVE" to save the information and remain on this page.
Click on "CONTIMUE" to save this information and proceed to the next part of the profile.

(screen continues on next page)
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Add/Edit Application (cont’d)

JOB PREFERENCE, EDUCATION AND ACADEMIC CERTIFICATION DETAILS

10B PREFERENCES- POSITION(S) FOR WHICH YOU ARE SUBMITTING THIS APPLICATION
1ob Category 1 Subject Area 1: Grade Level Preference 1:
| SELECT =» [vw] [sELECT == [#] [sELECT == ]
lob Category 2: Subject Area 2: Grade Level Preference 2.
| SELECT > [»] [SELECT >» [v] |SELECT >» [+]

IEDUCﬂTIDNﬂL CREDENTIALS - PLEASE LIST ALL EDUCATIOMNAL CREDENTIALS BELOW (MINIMUM REQUIREMENT FOR A TEACHING PDSITION
IS A BACHELOR'S DEGREE)

Graduation Date

Institution Degree Major Minor Cumulative GPA Major GPA Edit? Delete?
g ! ! (mm/dd/yyyy)

ADD NEW

™~ 5 Click “Add New” in the Educational Credentials area to

add more credentials.

6. The screen will open up to a form. Complete it and
click on “Save.”

Graduation

Institution Degree Major Minor Ea e ng"" Date =dit?
(mm/fddfyyyy)
| [sELECT »= [v] [ sELECT == [v] [sELECT == M [ ][] saveCancel Delete
ADD NEW
[il i1} i1} [L]
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Add/Edit Application (cont’'d)

ADD NEW

CERTIFICATIOMN CREDENTIALS

Please select the option that best describes you (Note: You rust enter certification details by clicking
Certified:
() Mew York state certified

[ ::ncil;gpggtggritrlqﬂseﬁj:ﬂi'ijnagrttrgev?tc:urokf Education emplayee (7 Certified in a country other than USa
Certification in progress:

() Completed all requirements for certification in

() Certified from a US state other than New York

(7 Do not hold any teaching ar pupil personnel credential, nar arn I enrolled in any preparation program leading to certification.

ADD NEW button bielow
if you select any option other than uncertified).

() Currently enrolled in a program leading to state certification for
teaching/pupil personnel service but have not yet teaching or pupil personnel services.
received the certification

UnCertified:

Reset Certification Option

Country State Job Category Subject Area

Grade Level Certification Category ?:.‘:—ﬁfddfyyrr}

Edit?

ADD NEW <-—0 7 Click “Add New” in the Certification Credentials area

Delete?

to add more credentials.

8. The screen will open up to a form. Complete it and
click on “Save.”

Job Category

Subject Area Grade Level

Certification Category

SELECT == [s] [sELECT == [v] [SELECT == [+]
11T}

Date -

. Edit?
(mm/dd/yyyy)
I:l _ Save Cancel Delete

[2)
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Add/Edit Application (cont’d)

9. This shows the lowest part of the screen. Complete it
and click on “Continue.”

*ayailable for employment on Comments:
[ooy fre |5

Rank Borough Preferences: How did you hear about us: Foreigh Language Fluency:
1, | SELECT == [ 1,| SELECT == v | [aLBANIAN -

2. | SELECT == | 2 | SELECT == o | |BAMERICAN SIGH [

3. | SELECT == v o Qﬁ%fu Add

Sl =CLECT =~ > CAMBODIAN )1 BEMOYE

5. | SELECT = v

Back | | Continue

Click on "SAWE" to save the infarmation and remain on this page.
Click on "CONTIMUE" to save this information and proceed to the next part of the profile.
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Add/Edit Application (next screen)

This next screen asks for teaching and non-teaching work experience.

10. As with the previous screens, click on the “Add

New” button, fill in the required fields, and click on
“Continue” when finished.

TEACHING/HON-TEACHING WORK EXPERIENCE DETAILS

PAID FULL-TIME TEACHING EXPERINCE
Do you have prior Paid full-time teaching experience? O ves O No
Please enter Total number of years and months of Paid teaching experience: Years: El Manths: El

Flease enter all paid full-time teaching experience seguentially below. This information will be utilized to determineg your eligibility
for a salary step-up. For an explanation or more information on salary step-up, please click here.
To determine your eligibility and/for apply for a salary differential click here for details.

Employer

Job Employer NYC- E- Start Date End Date -
Title Employer Address DOE 51;2“3 Phone mail {mm/dd/yyyy) (mm/dd/yyyy) Hrs/Week Weeks/Year Edit? Delet|
<) | 2l

PAID FULL-TIMEfPART-TIME WORK EXPERIENCE {(NON-TEACHING}

Do yvou have prior work experience? O ves O Mo

Flease enter all paid full-time/part-time work experience sequentially below, Do not include any voluntary service in this section,
This information will be utilized to determine your eligibility for a salary step-up. For an explanation ar mare information on salary
step-up, please click here.

To determine your eligibility and/for apply for a salary differential click here for details,

NYC- Employer

Job Employer Full E- Start Date End Date .

Title Employer Address Time? DDE N.;r;'ie Fhone mail (mmfddfyyyy) (mmfddfyyyy) Hrs/Week Weeks/Year Edit

<) I
Back ” Continue
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Add/Edit Application (cont’d)

COPY AND PASTE YOUR COVER LETTER AND/OR RESUME

11 This area is reserved
for the resume. It can
either be typed in or pasted
from a text document such
as Word.

ou may copy and paste your Cover Letter and Resume { Please only attempt to copy and paste text documents, An
application error will ocour if you attempt to include an object, icon, shading, or bullets )

Note: Note that any
documents with
objects, kerning,
shading or bullets will
be altered.

«— 12. ciickon
“Continue”.

Back Continue
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Add/Edit Application (cont’'d)

13 Click on

“Submit” to add this
person to the Applicant/
Candidate Pool.

DON'T FORGET TO
DO THIS!

Note: The Applicant will
receive an email with
temporaray user ID and
Pasword and link to the
HRMS. They can log in and
update the application.

APPLICATION SUMMARY

Profile Entered on: 3/29/2006 3:49:39 PM  Profile Last Updated On: 3/29/2006 3:49:46 PM

CLICK HERE TO T WIEW THE UPLOADED RESUME

Title: *Last Name: Newwirth
MI: Maiden Name:
*Phone: 212 383 3838 *E-mail: bibi@aol.com

#US 55M: 696 96 9696 (Required for US residents OMLY)

Country of Residence:

PERMANENT ADDRESS

*First Nampeib. I

*address: 490 Park Parkway *City: Brooklyn
Apt.: *State: *Zip: 11004
ADDRESS FOR CORRESPONDENCE (CURRENT ADDRESS) f i flo
{If different from above) Forward mail to this address until: MM/ DD/ YYYY
Address: City:
Apt.: State: Zip:

The Application Summary
Screen contains all the
information previously entered.

J0B PREFERENCES- POSITION(S) FOR WHICH YOU ARE SUBMITTING THIS APPLICATION
1oh Category 1t Subject Area 1!

1oh Category 2: Subject Area 2!

Grade Level Preference 1:

Grade Level Preference 2:

15 A BACHELOR'S DEGREE)

Institution Degree Major Cumulative GPA

SUNY BUFFALO BBA Women's Studies Sociology 4,00

IEDUCJ\TIUNJ\L CREDENTIALS - PLEASE LIST ALL EDUCATIONAL CREDENTIALS BELOW (MINIMUM REQUIREMENT FOR A TEACHING POSITION

Major GPA

Graduation Date
{mm/dd/yy¥y)

6/20/2004

[CERTIFICATION CREDENTIALS

UNITED
STATES CHEMISTRY

State J_Dh Subject Area Grade Level Certification Category
Category

SCIENCE - JUNIOR HIGH
'hg Teacher SCHAOL New York State certified

Date
(mm/dd/yyyy) @

[ Congratulations on

Borough Preferences: How did you hear about us: Foreign Language Fluency:

Lo
z.

0w

*Available for employme Comments:

Adding a Candidate. This
person will now appear in
the Applicant or

Candidate Pool. You can
continue adding or editing

other applications.

Employer Employer NYC- En.nloyer E- Start Date

End Date

Address DOE Ref., 'ame mail (mm/fddfyyyy) (mm/dd/yyyy)

J

Hrs fWee

).

Employer Full NYC- Employer ho Start Date

b Employer

End Date

Address Time? DOE Ref. Name "= mail (mm/fdd/yyyy) (mmiddfyyyy)

Hrsfweek WeeksfYear

Edit: Profile ” Submit
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View State Certification, Add/Delete functions

Purpose: The following step-by-step instructions walk you thru the process of viewing NY State certifications and DOE licenses as well as adding or deleting DOE
licenses.
Roles allowed to perform this task: STM, BCM, LCP, PM, PL, PR (view only)

THIS PROCESS
LEADS YOU TO
o THE “PROFILE”.

%3 NYC Department Of Education

Joel I. Klein, Chancellor

WELCOME NAOMI NISSEN

SEARCH ALL APPLICANTS

. Last Mame First Mame SSM Available Date .
Fummary | | [ | o
E'””Et'r'_ E":'ar'j_ . Preferred Borough Borough Preference Certification Status Claimed Event Tvpe
&dd/Edit application | sELECT =2 | [any v [ sELECT == v || sELECT == w
= h Applicant Pool .
Applicant Status )
| SELECT == v| Ll committed
SEEEN i Select State
. , [SELECT==> v
& applicant's Preference )
(0 DOE Pre-screen Results fg;&fiﬂmv v| |55L:;?_-]Ei?rt}} "l
O certification Claimed
o Grade Level Language
(O SED Certification [SELECT > v [sELECT > v

| Search | | Reset |

LEGUE]

USER INFORMATION

LUSER
Naomi Missen

ROLE PL
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View State Certification, Add/Delete functions (cont'd)

You can search by the specific
person or by different criteria. This
screen shows a search by the name
of the person.

+»
2. Enter t

the person’s

name. | e e e mm mm mm e o = = = o |
SEARCH ALL APPLICANTS
Last Mame First Mame SSH Available Date .
| Smith | |Lauri | | ||:|| | £
Preferred Borough Borough Preference Certification Status Claimed Event Type
| SELECT » v| [awy v| | SELECT »» v || sELECT = v
Applicant Status )
| sELECT = v| [ committed
sizandh 2 Select State
SELECT=>x> vl
@ spplicant's Preference | 3 . “« ”
; . Click “Search
O DOE Pre-screen Results | 220 Category Subject
o _ [ SELECT =» v| [SELECT > v
O Certification Claimed
o Grade Level Language
(0 SED Certification [SELECT == v [SELECT »> v /
| Search | | Feset |
Last Name First Name Available Date Status Committed Licensed?
= - {mm/dd/yy¥yy)
Smith Lauri 111111111 /142003 Werified M Ay
1
| TOTAL CAMDIDATES: 1
1
4_ Click the name of the person you NOTE: The Status list can include new, verified and

selected. A verified candidate has been reviewed
by DHR (pre-screened) and has given enough
information to move from applicant to candidate
status (may or may not be state certified).

are researching to see that person’s
details in a PROFILE.
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View State Certification, Add/Delete functions (cont'd)

r- - === ======== T Please note; If desired, click the Applicant Status Please note: Click the

% j This screen shows a search by | box for a list of applicants who fit one of the following . Committed box to receive
| various criteria. The more fields that | profiles: . only alist of candidates
t , arefilled out, the more specific the | a) Have completed an application, . who have received a
I search. I b) Have been pre-screened . commitment letter.
o e — — — — — — — — —— a c) Have been referred, OR
. d) Have been selected /
1 -+ Click Search SEARCH ALL APPLICANTS ,
Applicant Pool in the _ /5/ .
blue side bar Last Name First Mame Sk Lyailable Date .
' | | | LI .
Preferred Borough Borough Preference Certification Status Claimed Event Type
SELECT == W ANY W SELECT == W || SELECT == W
2. Fill out any of the Applicant Stat
. . . y si?.elz?'n» S v [Jcommitted
fields in this area to
refine the search seareh BY ezl Slisid 3. cii
' SELECT>>> w . Click

(& Applicant's Preference

M| © DoE Pre-screen Results Job Category Subject “Search.”
. . . SELECT == W SELECT == W
O Certification Claimed
T Grade Level Language
The “Search BY” O SED Certification SELECT == w SELECT == w
selection pullsupa Search | | Reset |
number of variable
fields. Last Name First Name Available Date Status Committed Licensed?
i {mm/jddfyyyy)
/142003 Verified M N
/172003 Referred M i
Note: names and ID 441572004 Referred M e
numbers have been 5/1/2008 Referred N v
omitted for purposes -
of Confidentiality a/1/2003 verified I N
M M

\ 9/1/2003 Mew

4. Click the name of
the person you are
researching to see
that person’s details
in a PROFILE . Page 39




Human Resources Management System
Training Manual — Source Team

View State Certification, Add/Delete functions (cont'd)

We call this window the
“Profile.” This profile has five

DOE Information tab.

1. click on the State and

pages to choose from which ndidate Management | Resume Summary - Hetwork Technologies

=

will be covered in subsequent

pages. rofile for: KEEGAN, DALE
Application Eligibility and State and DOE Commitment
Summanry Verification Information Letter

APPLICATION SUMMARY

Frofile Entered on: 2572001  Profile Last Updated On: 11712/2003 9:40:53 AM

Close Window |*

Application Moral Character

Activity Appraisal

Click here to to view the uploaded resume

*1US S5M: 111 11 1111 (Required for US residents OMNLY)

Country of Residence:

PERMANENT ADDRESS

Title: *Last Mame: KEEGAN *First Name: DALE
MI: Maiden Mame: E
*Phone: 212 444 4444 *E-mail: DALEKEEGAMEAOL.COM

*address: 800 MAIN ST *City: ITHACA
At *State: *Zip: 14850
ADDRESS FOR CORRESPOMDENCE (CURRENT ADDRESS) ; ; o
(If different from above) Forward mail to this address until: MM/ DD/ YYYY
address: City:
Apt.: State: Fip:

J0B PREFERENCES- POSITION(S) FOR WHICH YOU ARE SUBMITTING THIS APPLICATION
lob Category 1: Subject Area 1:

Grade Level Preference 1:
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View State Certification, Add/Delete functions (cont'd)

2. To add a certificate, click

@ MYCDOE | Candidate Details - Network Technologies

the “Search/Add Certificate”

Candidate Profile for: KEE GAN, DALE

Application Eligibility and State and DOE Commitment
Summary Verification Information Letter

STATE AND DOE INFORMATION
CERTIFICATION/LICENSE INFORMATION
State

Effective Expiration

DOE Description

|:| IMELIGIELE FOR TRANSCRIPT E¥ALUATION
Update

Description Date Date Date Type
8150 MUSIC parc  oRCHESTRALMUSIC aomisiges  peRM 7/11/2005  PERM Ch sef
USIC PRE-K - 12 09/01/1999  PERM 7/11/2005  PERM cR SED

button.

Moral Character
Appraisal

Application
Activity

Certificate Gl

3. Type into at least one of the four fields.

4. Click on

SEARCH / ADD CERTIFICATE |

State Cert. Code: State Cert, Description: “SearCh-”
DOE Lic. Code: |762b DOE Lic. Description: ™
| Search ” Cancel |
State Cert. Code State Cert. Desc. DOE Lic. Code DOE Lic. Desc. Add
4013 MATHEMATICS {GRADES 5-9) 7628 MATHEMATICS JHS []
4040 MURZERY, KINDERGARTEMN & GRADES 1-6 & MATHEMATICS 7-9 EXTENSION 7oZB MATHEMATICS JHS |:| \ 5 . Cllck the
4054 MATHEMATICS 7-9 EXTENSION THZB MATHEMATICS JHE [] add bOX(S) to
5130 MATHEMATICS 7-12 7628 MATHEMATICS JHS [ check off
5328 M-& & MATHEMATICS 7-9 & FRENCH THZB MATHEMATICS JHE [] Wthh DOE
122 licenses are to
» Effective Data: | serTemeer [v]| 2006 [v| Certificata Type: | [v] be added.
6. Select month Mom, Code: | REGIOMAL REQUEST prd [+]

and year of

/ (el e

effective date.

S~

[ . Select the Nomination Code and Certificate Type.

—

8. Click “Save.”
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View State Certification, Add/Delete functions (cont'd)

@ NYCDOE | Candidate Details - Hetwork Technologies

==

Candidate Profile for: KEE GAN, DALE

CERTIFICATIONfLICENSE INFORMATION

DDE

Code DOE Description

State Description

MATHEMATICS

INSTITUTIOMAL INFORMATION (RECEIYED FROM NYSED)
EXAM INFORMATION

Exam Type Exam Description
LAST

ATEW

SERYICE HISTORY
HRS/EIS INFORMATION:

Application Eligibility and State and DOE
Summary Verification Information

Effective
Date

Date

Exam Result
PAZSS

PASS

If your job
includes
assigning a file

number to the R
candidate, you A

FILE NUMBER: Check / Assign File Mumber

can do this here.

Expiration

Commitment
Letter

STATE AND DOE INFORMATION

4013 MATHEMATICS (GRADES 4455 09/01/2006  05/31/2007
5-93 IHS
NURSERY, KINDERGARTEN
B GRADES 1-6 & MATHEMATICS
apan G ORADES 108 7z DA 09/01/2006 08/31/2007
EXTENSION
ORCHESTRAL
£150  MUSIC §41C MUSIC PRE-K - 09/01/1999 PERM
12
E150  MUSIC 420 ';'2'-'51“: PRE-K - posniq999 pERM

Close Window

[

Moral Charartar

Application
Activity

9. The certification

|:| INELIGIBLE FOR TRAMNSCRIPT E !S dISplayed

Update Certificate . o Immedlately'

Date Type Code

3/30/2006 LETT RG RMS Delete

343072006 LETT RG RMS vh\
Note: “RMS
indicates that HR

71172005 PERM CR SED issued the
certificate.

71172005 PERM CR SED

| SEARCH / ADD CERTIFICATE |

Exam Date {(YYYY-MM)
2000-04

Z000-04

D

Congratulations! you have completed
the task of adding a State certificate
and DOE license(s).

U
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Eligibility Verification Summary

Purpose: To enter, verify and/or edit a candidates eligibility information. Roles: DHR, PM, PL

REPEAT THE STEPS ON PREVIOUS PAGES TO GET TO THE PROFILE FOR YOUR CANDIDATE.

1. Click the Eligibility and Verification tab.

/
&1 EligibiltyVerificationSummary - Hetwork Techy{lugies E]@
Candidate Profile for: KEEGAN, DALE Close Windows

Moral Character

Application Eligibility and State and DOE Commitment Application
Sumimary Verification Information Letter Actiity Appraisal

ELIGIBILITY AND VERIFICATION

LICENSE ELIGIBILITY
Based on an initial evaluation, this candidate CaN prusic
be considered for:

LANMNGUAGE PROFICIENCY

The Candidate is Proficient in:

Felevant teaching experience YEArs months

High need area candidate:

Toye Tossass On 3/29/2004

The candidate’s documentation has been reviewed, verified, or referred to central by:
w_ | Note: The system
- records and
Edit ‘J displays the
X person that has
o a— e verified this
\ 2. Click E(.Zillt tq applicant.
change qualifications.
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Eligibility Verification Summary (cont’d)

3. Double click on a job type the candidate may be
considered for. To remove a job click the bottom arrow.
Note: Candidate may be considered for multiple job
types, select as many as applicable.

@ NMYCDOE | Candidate Details - Network Technologies

[\ BEx|

Candidate Profile for: KEEGAN, DALE

Close Window
ELIGIBILITY AND VERIFICATION

LICENSE ELIGIBILITY

5. Select the method

CURRICULUM DEVELOPMENTgA l 642B-¥IUSIC--DHS
il |=

001B--EA - . . . .
P, : . : 0015--EA - SENIOR CURRICULUM DEVEL by which this candidate is
Based on an initial evaluatlgn, thls_gandéd?te: O0B-EA - STAFF DEVELOBMENT fe TRAIN y o
tan be CONSINered 10r nnos--Ea - SENIOR STAFF DEVELOPMENT ||« pr0f|C|ent.
N03B--EA - SUBJECT AREA INSTRUCTIONE Y|
LANGUAGE PROFICIENCY /
The Candidate is Proficient in: By virtue of, [sELEcT == ] € == ———— I [ | I '
ﬂ;ﬁﬂmm (] T~ e -IL By: | SELECT »= ~
-—
=10 | Submit and add more lanouages ]\ 1 EEILIESATT?C::N L
s
4 . hge Proficiency through | CERTIFICATION el
. Click and select from

the dropdown if a
candidate is proficient in
additional languages.

NGUAGE PROFICIENCY MATIVE LANGUAGE 1
By virtue of —|I ———————

4

YEars

High need area candidate: | Ho

months of relevant teaching experience

.v.

The candidate’s docurnentation has been reviewed, verified, or referred to central:

6. Submit languages.

7. Add any other
relevant information.

The candidate’s docurnentation has been reviewed, verified, or referred to central by: Toye Tossass on 3/
Cancel changes and go back ” Save changes and go back |

TN

8. save your changes.
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Eligibility Verification Summary (cont’d)

Note: This window show
the summary of the
information you just
entered.

€] EligibiltyVerificationSummary - Metwork Technologies

Candidate Profile for: KEEGAN, DALE Close Window

Application Eligibility and State and DOE Commitment Application Moral Character
Summany Verification Information Letter Activity Appraisal

ELIGIBILITY AND VERIFICATION

LICEMSE ELIGIBILITY
Bazed on an initial evaluation, this candidate can
be considered for:

MIISIC

LANGUAGE PROFICIEMNCY

The Candidate is Proficient in:

Relevant teaching experience |4 | years months

High need area candidate:

The candidate’s documentation has been reviewed, verified, or referred to central by: Toye Tossass On 3/29/2004

Edit

Congratulations on Verifying Eligibility.
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Add an Applicant to the Referral List

Purpose: To find an applicant and add them to the referral list. Roles: DHR, BCM, PM, PL

1. click
“Referrals”, then

“Referrals Sent to
Me.”

& 10
REFERRALS SENT TO ME

NYC Department Of Education

Joel I. Klein, Chancellor

WELCOME NAC

[ LastMame

First

Last Name
Name

FirstMame

Self Referral -

Self Referral -

self Referral -

Self Referral -

Note: names and ID
numbers have been
omitted for purposes
of confidentiality

USER INFORMATION

ielf Referral -

Self Referral -

Self Referral -

USER
Naomi Nissen

ROLE PL

OO0O0OoOooOoooano

[TOTAL CANDIDATES: 6§56

self Referral -

Self Referral -

Self Referral -

S5M

Status

Under
Rewiew

Under
Review
Under
Review
Under
Review
Under
Review

Under
Review

Under
Review

Under
Rewview

Under
Review

Under
Rewview

Date Yeri
Referred fied

3/30/2005 ¥

6/26/2005 ¥

6/24/2005 ¥

£/8/2005 ¥

771172005 ¥

1/13/2005 ¥

5/20/2005 ¥

6/24/2005 ¥

471742005 ¥

1/17/2005 ¥

Region 46 = City-wide

Comm

Activity Comments itted?

Reg. Loc.

hs 46 114

hs 46 114

M

| Lookup More Candidates

| |Refer| | Update | | Select |

——

2. If you want to refer a Candidate to a
school who is not on your list because she/
he has not yet been referred to you, click
“Lookup More Candidates.”

_—
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Add an Applicant to the Referral List (cont'd)

SEARCHED CANDI|

3. Type name or social security
number to find a specific person...

OR Cclick and select criteria for

your search from each of the drop
downs to narrow the search.

Last Mame 47/ FITSt Mame
S55M Import From:
-l | SELECT > [v]
lob Category Subject Area Search by
| TEACHER |%| | SCIEMCE - CHEMISTRY |%| | PREFERENCE P

4. Click
“Search.”

Search

Feset

CANDIDATE LIST

I =ocd hlampp

First Name S5N

Available Date Certification

Status
of the applicant
that you want to 9/1/2005 TES
add to your referral 9/1/2008 VES
list.
Note: names and ID /5/2005 iEs
O] numbers have been 8/15/2005 VES
omitted for purposes
F] of confidentiality 9/1/2005 MO
] 8/16/2005 MO
\ ] 9/6/2005 MO
] 8/1/2005 _
6. Click “Import”
[ 27172005 | 10 add this
TOTAL CANDIDATES: 20 / applicant to your
Import Close

Status

Referred

=T
Referred
M e
Referred
Referred
Mew
Referred
Referred

Mew

Page 47




Human Resources Management System
Training Manual — Source Team

Add an Applicant to the Referral List (cont’d)

SEARCHED CANDIDATES

Last Mame First Mame
S5M Import From: o
- - SELECT == [l
Job Category - Subject Area ~ Search by -
SELECT == ] SELECT == ] SELECT == ]
Search Reset
CANDIDATE LIST
/ Close
. The screen 9
returns to this form. (D _
Click on “Close”. Congratulations , you've added an
applicant to your referrals list. You
may now refer this applicant to a
region or school. Please see the
steps following on referring a
candidate.
J
—/
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Referring an Applicant from your Referral List

Purpose: To Refer an applicant to a region or school for employment consideration. Roles:

1. Click “Referrals”, then
“Referrals Sent to Me.”

FERRALS SENT TO ME Note: On|y
=ign Out LastMame Firsthame S5M Verified appllcants
may be referred!
4746 = Cit
Last Mame :ia:;::e 55K Role From Status E:::rre.d :I':_:l' Activity Comments Fé:y? Re
Under
¥ Referrals Sent To Me Self Referral - Review 6/26/2005 ¥
Under
s 2 Click th Roviey D/24/2005 ¥ H
. IC e
gg:ieerw 6/8/2005 ¥ N
s . nder
|:| 3 appllcant you Review 741172008 ¥ Mare.. e 46
1 Under
O wish tO refer for Hnoer  1/13/2005 ¥ N
O {4 aposition. under - s/z0/2005 ¥ N
Under
il d Revipy 0F24/2005 ¥ M
USER INFORMATION I Note: names and ID Self Refarral - Under 2005 ¥ ¥ 46
L= numbers have been Re;'ew
uden . -
- O om|tteq for Purposes Self Referral - sz?erw 1/17/2005 ¥ More.. il
0 of confidentiality Self Referral - Egﬂieerw 4/20/2005 ¥ ¥ 01
12345674
[TOTAL CANDIDATES: 860
Lookup More Candidates | | Referl | Update | E
\

STM, BCM, PM, PL

Notes:

time.

(&) An applicant must be on your list to be
referred. See chapter on Adding an
Applicant to referral list.

(b) You can refer more than one applicant at a

7

\

3. Click “Refer.”
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Referring an Applicant from your Referral List (cont’d)

4. Click “Refer To”
and select to whom
you are referring this

5. Click “School” and select
the location you are referring the
applicant to.

REFERRALS SENT TO ME applicant. /
LastMame FirstMame S5SM - Search
Refer To rr v|  School apERARD@NYCBOENET (01 - PS 306) (v
Comments 3>oh CANDIDATE
Dong Cancel I

Last Name r'::;:‘-e E:F:rred :Ii:l' Activity Comments ::t'I::.:::IT Req. Loc.
O Note: names and ID self Referral - EQS?JW 6/26/2005 ¥ More.. M
[ gumr::t%%rior:?ﬁ;g:;s Self Referral - E;ﬂfﬂ"w 6/24/2005 ¥ N
of confidentiality self Referral - EQS?E"W 6/8/2005 ¥ N

Regiorf 46 = City-wide

L About Referrals: A single applicant

f can be referred to multiple locations.
. To refer this applicant to another

i location start again at step two on

. the previous page.

6. Click “Done.”
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Referring an Applicant from your Referral List (cont’'d)

7. Click
“Referrals”, then
“Referrals Sent by
Me” to view referral
confirmation.

my 0 S UMM S EyY
‘ Bulletin Board
Add/Edit Application

r Manual

USER INFORMATION

USER
Studentl

Lol G

REFERRALS SENT BY ME

LastHame

FirstMame

Last Mame First Name 55N

Ll ° eferrals Sent To Me FM - 02
Referrals Sent By Me PM - 02
FM - 02
PR - ®¥091
Note: names and ID M- 01
nun_"lbers have been S —
omitted for purposes
. .. PR - ®170
of confidentiality
PR - ®236
PR - ®306
PR - ¥239
TOTAL CAMDIDATES: 15

Note: This is the location
the candidate has been
referred to.

Date Referred
Under Review 1/20/2005 10:49:13 AM

Activity Comments

Under Review 4/8/2005 12:25:25 PM
Under Review 6/2/2005 10:06:00 AM
Under Review 3/17/2006 §:23:50 AM

Under Review 3/17/2006 9:21:13 AM

<
T
=

Under Review 3/17/2006 10:40:49 AM

=
&l
=

Under Review 3/17/2006 10:40:49 AM

Under Review 3/17/2006 10:41:34 AM
Under Review 3/17/2006 10:42:46 AM

Under Review 3/17/2006 10:49:20 AM

Congratulations on Referring an
Applicant.
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Return Referrals

Purpose: When a Personnel Manager or Personnel Liaison is not interested in a referral that candidate is

moved into the Return Referral list.

1. Click on “Return Referrals.”

Hame

Sign Out

Workload Sumrnary
Bulletin Board
Add/Edit Application
Add/Edit Prospect

Mew Candidates

Return Referrals

Search Applicant Pool

Candidates
Reports

RMS User Manual

2. Click the box next to the applicant
that has been returned to you.

/

RETURNED BéFERRﬂLS

LIST OF/RETURNED REFERRALS
List Name First Name

omlin Lily 122-35-0108

Streep Meryl 173-66-0466

Put On Hold Refar

1

3. Either “Put on Hold” or “Refer” the
candidate (please see the next page for
details)
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Return Referrals (cont'd)

RETUHRNELY REFEREALS

Last Name
m Tormlin

Streep

Holding Reason:

LIST OF RETURNMED REFERRALS

First Name
Lily

Meryl

S5N

122-35-0104

173-66-0466
1

|_Put on Hold —]

SELECT ==

Subrnit

Cancel |

<

SELECT ==

APPLICAMNT MOT IMTERESTED

COMTACT INFORMATION IS WROMG
CURREMNTLY WORKING FOR MY CDOE
CURRENTLY WORKING OUTSIDE OF MYC
DUPLICATE RECORD

FIVE ATTEMPTSE AT COMNTACTING WITH MO RESPONSE
IMTERMATICOMAL APPLICANT

MUST BE REINSTATED

MOMN-TEACHING POSITION

PROBLEM CODE

MULTIFLE INTERMIEW S/MOT HIRED
LUMCERTIFIED

PRESCREEMEDYMOT REFERABLE

| —@

If you are putting the candidate on
hold:

1. choose a Holding Reason from the
dropdown list

2. click on “Submit.”

RETURNED REFERRALS

n Tormlin

] Streep

Refer To| sELECT == [+

SELECT ==
BECM

Comments

Daone

< —ancel ||

LIST OF RETURNED REFERRALS
Last Mame

First Name

Lily

Metyl

S5M
122-38-0108

173-66-0466

Fut On Hold

Refer

If you are referring the candidate:

1. choose a “Refer To” from the

dropdown list
fill out the comments box if desired
click on “Done.”
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Issuing a Commitment Letter
Purpose: To issue a commitment letter to job candidates.

REPEAT THE STEPS ON PREVIOUS PAGES TO GET TO THE PROFILE FOR YOUR CANDIDATE.

Roles: DHR/Central; PM, PL

Letter.

1. Click Commitment

Candidate Profile for: KEE GAN, DALE

Close Window

Commitment issued for school year:

*Comm|tment [ssued E.y
SELECT =

Application Eligibility and State and DOE Commitment Application Moral Character
Summanry Verification Information Letter Activity Appraisal
COMMITMENT LETTER
*Region District
| sELECT == [+] [+
Location *Subject Bilingual
[v] sELECT == + O ul
*Event Type *Source
| SELECT 3> [v] | sELECT 3= [v]

*lssue Date:
—

*Commitment made by:

3. Enter Issue
Date of
commitment letter.

2. Select
fields in this
order —
Region
(STM’s
only),
District,
Location,
Specialty,
Event Type,
and Source.

/ /rn | o]

ORIGINAL EDMMITMENT M

BY:

pd

4. Make a
selection from the
“Commitment
Issued By”
dropdown.

Issue Date Subject f Event f Source

1itn1ent Made By ififmemal Hememn

ﬁ 5. Type in the name of
the person who made
the Commitment.

6. Click Commitment
to send a commitment
letter to the candidate.
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Issuing a Commitment Letter (cont’'d)

Note: About commitment letters:

Commitment letters may be issued by

&1 Commitment Letter - Network Technologies Central, at Central events, or by the
Candidate Profile for: KEEGAN, DALE ROC. Commitments may be by city,

and

Eligyibili State and DOE

Application

Application Commitment

Appraisal

Summary Verification Information Letter Activity

COMMITMENT LETTER
*Region ) District
fos =
Location *Subject Bilingual
[#601 - REGION 1 [»] [ ELEMENTARY ED. ~ O
*Event Type *Source
[ InTERMATIONAL [»] [aurana [»]
Commitment issued for schoal year: *Issue Date:
*Commitment Issued By: *Commitment made by:
[DHR PERSGHNEL v [ aLan weINsTEIN [»]
*Uncommit Reason
[ sELECT =% [+

Cormrmit | |UnC0mmit| | Update |
Commitment letter has been issued
ORIGIMAL COMMITMENT MADE BY: ALAN WEINSTEIN
COMMITMENT HISTORY

Entered By f
Region Location Commitment Made
By

Issue Subject f Event f
Date Source

Transaction Transaction .
Bilingual Reason

Type Date/Time

Comritment - ELEMEMNTARY ELC
St s o wem A Jarzoe saenel / T Note: Only one commitment letter per
candidate may be issued. Additionally
once a commitment letter has been
/4 issued it may not be changed.
/
A commitment letter has been
created and sent to the candidate via P D
email. Once this is completed the (D Congratulations on issuing a
Issue commitment letterbox will be ) 2. ) .
protected. commitment letter. A notification email
will be sent to the candidate.
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Missing Licenses
Purpose: To add a license code in RMS when the code has not been first added in Galaxy. Roles: STM, PM, PL & PRs.

1. Clickon
“Missing 2. Pull a person’s social security 3. Fill out remaining fields 4. Press “Submit:”
Licenses.” number off the bottom list and enter and press confirm to validate

here.

to finalize the license
code.

the record you've just entered.

MISSINGJACENSES N |
Sign Cut Effective Date Job Location ;.00 code Assignment Cance
Workl ID Code Code

Worklo

Bulletin Board

MM |f DD (F |vrey

Confirm FI
Add/Edit Application

TOTAL CANDIDATES: 1

&dd Candidate

Cancel

CANDIDATES SELECTED IN GALAXY FOR REGIOHN 01 WITH UNASSIGHED LICENSES
Last Name First Name Job ID Title

Subject Has License Location Reqgion
111 11 1111 KEEGAN DALE G2WeD GUIDAMCE COUNSELOR GUIDAMCE @ 10-412 01

TOTAL COUNT: 1

Congratulations on Adding a
License Code in RMS.

If a person has no license at all
you must assign them one in the
bio page. See the chapter,
“View State Certification.”
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Teacher Reserve Pool

Purpose: To provide an efficient and timely method for getting TRP candidates onto payroll by September 1%, 2004. Roles: PM, PL.

1. Clickon
“Teacher Reserve
Pool.”

=S UM ary

n Board

Add/Edit Application

h App it Pool

RMS User Manual

USER INFORMATION

USER
Studentl

ROLE PL

2. Search for one individual or
click on the box if you see the
name in the list below.

TEACHER RESER‘JEB}G‘( —
Last Name 4~ irst Name 55N
Cammitrment by: | Search || Reset |

First

Last Name S5M
Map.e

Note: names and ID
numbers have been
omitted for purposes
of confidentiality

I Y Y Y O R A A

TOTAL CANDIDATES: 9

5119]

5119]

G101L

G1llAC

G10MN

G11aAD

GlaGT

G1ORW

5108H

E"J“c PayRoll Distr. Loc. License 3;:$|3I|t
®AFN |6oze --sPanisH DHS  [v] [e92B |
®AFN |6a2e --spanisHDHS  [w][e92B | v
¥AFN |18C1 - CURRIGULUM AN [w | [ 7818 --common eranc[v| 7816 | N
®AFN | [+] | |
QALY |18CI - CURRIGULUM 2N [ | [ 9008 --sTuDENTE wiTH v | [300B | N
HAFN | [v] | | v
®AFN |5z --elo GEnERAL 5c[v| [528B | v
QAJA [ 7628 --maTHEMATICS B[] [7e2B | ¥
HAFN |57¢e --EmaLisH DS [w| [578B | v

Subrnit For PTF Gen{atiun

Eff. Date

9/1/2004
9/1/2004
9/1/2004
9/1/2004
9/1/2004
9/1/2004
9/1/2004

9/1/2004

R

9/1/2004

Congratulations on generating a
PTF for a TRP candidate.

3. Press Submit for
PTF Generation to put
the person on payroll.
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