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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 
 
1.  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. 
 

BCM 
⇒ Ability to data enter new applications 
⇒ Ability to search for applicants, vacancies, and selected 

candidates 
⇒ Ability to update records 
⇒ View commitments 

Objectives 
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⇒ 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 

⇒ 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 
⇒ AIP 

 
Personnel Manager 

⇒ 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) 

 
Principal 

1. Ability to search for applicants 
2. Selects/de-selects candidates (Quick Hire) 
3. Update referrals 
4. Selected TRP candidates 

Objectives (cont’d) 
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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. 

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

1. Click on 
Workload 
Summary to see 
the screen 
below, or 
continue with the 
menus at the 
left. 

changed 
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Search Applicant Pool 

1.  Click Search 
Applicant Pool. 

The menus in the navigation bar on the left change 
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                      
is signed in. 

Purpose: To find applicants and verified/committed candidates available for hire and to check their qualifications.    
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Search Applicant Pool (cont’d) 

3. Click 
“Search.” 

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

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

2. Enter 
the person’s 
name. 

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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 Please note;  If desired, click the Applicant Status 
box for a list of applicants who fit one of the following 
profiles: 
a) Have completed an application, 
b) Have been pre-screened 
c) Have been referred, OR 
d) Have been selected 

 Please note:  Click the 
Committed box to receive 
only a list of candidates 
who have received a 
commitment letter. 

This screen shows a search by 
various criteria.  The more fields that 
are filled out, the more specific the 
search. 

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

3. Click 
“Search.” 

Search Applicant Pool (cont’d) 

 The “Search BY” 
selection pulls up a 
number of variable 
fields. 

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

1.  Click Search 
Applicant Pool in the 
blue side bar. 

2.  Fill out any of the 
fields in this area to 
refine the search. 
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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. 

NEW 
1.  Click “Global 
Applicant Search.” 

2.  Fill out any of the 
boxes below. 

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

This screen shows the results of a 
fictional student, Glenn Abanno, and 
the criteria that has been recorded for 
him. 
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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 

1. Click “Quick Hire.” 

3. Click “Search 
Vacancies” to view a list 
of funded vacancies. 

2. Select a Region, District and Location from the 
pull downs provided.  The more fields that are filled 
out, the more specific the search. 
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Quick Hire (cont’d) 

9. Click Confirm. This will confirm that a commitment 
letter has been issued for this candidate. Note: a 
commitment letter must be issued before candidate 
can be hired. 

Notes:  
(a) Multiple candidates can be hired by using the “Add 

Candidate” button.  Click on “Submit” only once all 
Candidates are hired. 

(b) Only funded vacancies will be listed. Vacancies 
must be created in GALAXY. 

(c) Once the PTF has been generated all future 
adjustments must be addressed in EIS. 

10. Click Submit.  The PTF will 
be generated contingent upon 
clearance of background check. 

Congratulations on filling a 
vacancy. 

An optional step is to click add 
candidate button to record a second 
SSN for selection.  You may select up 
to 10 people prior to submitting all ten 
at once. 

4. Type the 
Candidate’s social 
security number. 

5. Type in 
the Effective 
Date . 

6. Type in 
the chosen 
Job ID. 

7. Select from the list of License codes on file. 
Note if the candidate does not have at least one 
license they may not be placed in a vacancy. 

8. OPTIONAL: Type the Assignment 
Code.  The assignment code is the 
license code of the area of instruction. 
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License Corrections 
Purpose: To correct license/assignment codes of employees who are currently on payroll. 

1. Click on 
“License 
Corrections.” 

2. Select from search criteria namely: first name, 
last name, file number, SSN, region, district, 
schools and licenses. 

3. Press Search 

4. To correct license 
click on the Edit link. 
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License Corrections (cont’d) 5. Select an appropriate license 
from the drop down list. 

6. Click on the Confirm link to perform a 
validation against the crosswalk to determine if 
the corrections necessitate a job ID change. 

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

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. 

8.  To update service history, 
click on the “Most Recent” link 
(SEE NEXT PAGE). 

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 
any changes. 

10.  Click on the Submit 
button to submit the above 
changes. 

This screen has been split in 
two on this page to 
accommodate its length. 
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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. 

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. 

NEW 

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

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

3 Click on any one of the buttons below 
and the person’s name will be moved into 
that list (which can be found under the 
“Reviewed Candidates” link in the blue bar. 

Please note: there if a future 
selection if the applicant is “Put 
on Hold”.  Please see the next 
page. 
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New Candidates (cont’d) 
NEW 

4 If the applicant is Put on Hold, select a 
“Holding Reason” from the drop down list 
and click on “Submit.” 
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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. 

NEW 
1 Click “Reviewed Candidates”, then 
choose a list from the flyout menu. 
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Reviewed Candidates (cont’d) 
NEW 

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

2 Click on the box next to the 
candidate’s name for whom you want to 
make a change. 

3 Click on any one of the buttons below 
and the person’s name will be moved into 
that list or removed from a list and put back 
into the general pool.  Discard will take the 
applicant out of the general pool and put 
the name onto the discard list. 

Please note: if you choose to 
Verify the applicant, a slightly 
different screen comes up.  
Please see the next page. 
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Reviewed Candidates (cont’d)  

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

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

4 Click on the box next to the 
candidate’s name whom you want to 
refer. 

5 Click “Refer.” 
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Reviewed Candidates (cont’d)  NEW 

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

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.” 

8 If you want to continue 
referring, you can click on 
“Lookup 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  

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

2.  Click on the box to 
the left to choose that 
Candidate.  More than one 
Candidate can be 
selected. 

3.  Click “View 
Status.” 

Note: This is a screen 
the Principals as well as 
PM/PLs see when they 
log in. 

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

1. Click on “My 
Selected 
Candidates.” 
Choose “Post 
Selection” Status.  
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My Selected Candidates: Viewing Post-Selection Status (cont’d) 

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

Note: The PTF Result will either be GENERATED or 
NOT GENERATED. 
A PTF that has been generated means the person is 
on payroll. 
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My Selected Candidates: Viewing Hired Candidates 
Purpose: To view information on hired candidates (employees). 

Congratulations on viewing a 
Candidate whose PTF has been 
generated. 

Note: This list shows 
everyone in your location 
who has gone through the 
entire process and has now 
had a PTF Generated, and 
is on payroll. 

1. Click “My 
Selected Candidates”, 
then “Hired 
Candidates.” 

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

2. Click the box 
next to the 
applicant you 
wish to update. 

3. Click Update. 

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

Note: names and ID 
numbers have been 
omitted for purposes 
of confidentiality 
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Updating Referral Status (cont’d) 

5. Click “Done.” 

4. Select the 
appropriate status 
and add 
comments. 

Congratulations on referring a candidate 
and updating that person’s status. 

Note: Names and ID 
numbers have been 
omitted for purposes 
of confidentiality 
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Create Reports 
Purpose:  Customize reports for the purpose of analyzing Candidates, Vacancies and Candidate Tracking System (CTS) data  

1.  Click “Reports.” 

2. Click on 
the desired 
report to view 
relevant 
information. 

Note:  All Reports 
will allow you to 
import information 
into Excel. 
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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. 

3. Click “Check 
Database.” 



 

  Page 30 

Human Resources Management System  
Training Manual – Source Team  

Add/Edit Application (cont’d) 

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

(screen continues on next page) 

4. Fill out fields as 
required and click 
on “Save” at the 
bottom. 
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Add/Edit Application  (cont’d) 
 

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.” 
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Add/Edit Application (cont’d) 

7. Click “Add New” in the Certification Credentials area 
to add more credentials. 

8. The screen will open up to a form.  Complete it and 
click on “Save.” 
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Add/Edit Application  (cont’d) 

9. This shows the lowest part of the screen.  Complete it 
and click on “Continue.” 
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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. 
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Add/Edit Application  (cont’d) 

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

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

12. Click on 
“Continue”. 
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Add/Edit Application (cont’d) 

Congratulations on 
Adding a Candidate. This 
person will now appear in 
the Applicant or 
Candidate Pool.  You can 
continue adding or editing 
other applications. 

13.   Click on 
“Submit” to add this 
person to the Applicant/
Candidate Pool.  
DON’T FORGET TO 
DO THIS! 

The Application Summary 
Screen contains all the 
information previously entered. 

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. 
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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) 

 1.  “Click Search Applicant Pool.” 

THIS PROCESS 
LEADS YOU TO 

THE “PROFILE”. 
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View State Certification, Add/Delete functions  (cont’d) 

3. Click “Search” 

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

You can search by the specific 
person or by different criteria.  This 
screen shows a search by the name 
of the person. 2. Enter 

the person’s 
name. 

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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 Please note;  If desired, click the Applicant Status 
box for a list of applicants who fit one of the following 
profiles: 
a) Have completed an application, 
b) Have been pre-screened 
c) Have been referred, OR 
d) Have been selected 

 Please note:  Click the 
Committed box to receive 
only a list of candidates 
who have received a 
commitment letter. 

This screen shows a search by 
various criteria.  The more fields that 
are filled out, the more specific the 
search. 

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

3. Click 
“Search.” 

 The “Search BY” 
selection pulls up a 
number of variable 
fields. 

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

1.  Click Search 
Applicant Pool in the 
blue side bar. 

2.  Fill out any of the 
fields in this area to 
refine the search. 

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

1. Click on the State and 
DOE Information tab. 

We call this window the 
“Profile.” This profile has five 
pages to choose from which 
will be covered in subsequent 
pages. 
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View State Certification, Add/Delete functions  (cont’d) 

4. Click on 
“Search.” 

2. To add a certificate, click 
the “Search/Add Certificate” 
button. 

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

5. Click the 
add box(s) to 
check off 
which DOE 
licenses are to 
be added. 

6.  Select month 
and year of 
effective date. 

8. Click “Save.” 
7. Select the Nomination Code and Certificate Type. 
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View State Certification, Add/Delete functions (cont’d)  

If your job 
includes 
assigning a file 
number to the 
candidate, you 
can do this here. 

9. The certification 
is displayed 
immediately. 

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

Note: “RMS 
indicates that HR 
issued the 
certificate. 
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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. 

2. Click “Edit” to 
change qualifications. 

1. Click the Eligibility and Verification tab. 

Note: The system 
records and 
displays the 
person that has 
verified this 
applicant. 
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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. 

5.  Select the method 
by which this candidate is 
proficient. 

6.  Submit languages. 

7.  Add any other 
relevant information. 

4. Click and select from 
the dropdown if a 
candidate is proficient in 
additional languages. 

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

Congratulations on Verifying Eligibility. 

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

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.” 

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

Note: names and ID 
numbers have been 
omitted for purposes 
of confidentiality 
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Add an Applicant to the Referral List (cont’d) 

OR  Click and select criteria for 
your search from each of the drop 
downs to narrow the search. 

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

5.  Click the box 
of the applicant 
that you want to 
add to your referral 
list. 

6.  Click “Import” 
to add this 
applicant to your 

4.  Click 
“Search.” 

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

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

7.  The screen 
returns to this form.  
Click on “Close”. 
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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: STM, BCM, PM, PL 

2.  Click the 
box next to the 
applicant you 
wish to refer for 
a position. 

 Note:   Only 
Verified applicants 
may be referred! 

Notes:  
(a) 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 
time. 

3.  Click “Refer.” 

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

Note: names and ID 
numbers have been 
omitted for purposes 
of confidentiality 
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Referring an Applicant from your Referral List (cont’d) 

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

6.  Click “Done.” 

About Referrals: A single applicant 
can be referred to multiple locations. 
To refer this applicant to another 
location start again at step two on 
the previous page. 

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

Note: names and ID 
numbers have been 
omitted for purposes 
of confidentiality 
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Referring an Applicant from your Referral List  (cont’d) 

Congratulations on Referring an 
Applicant. 

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

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

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

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

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



Human Resources Management System 
Training Manual – Source Team  

  Page 53 

NEW 
Return Referrals (cont’d) 

If you are putting the candidate on 
hold: 
1. choose a Holding Reason from the 

dropdown list 

2. click on “Submit.” 

If you are referring the candidate: 
1. choose a “Refer To” from the 

dropdown list 
2. fill out the comments box if desired 
3. click on “Done.” 
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Mr. Ed 

Issuing a Commitment Letter 
Purpose: To issue a commitment letter to job candidates.   Roles: DHR/Central; PM, PL 
 
REPEAT THE STEPS ON PREVIOUS PAGES TO GET TO THE PROFILE FOR YOUR CANDIDATE. 

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

3. Enter Issue 
Date of 
commitment letter. 

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

1.  Click Commitment 
Letter. 

6. Click Commitment 
to send a commitment 
letter to the candidate. 

5. Type in the name of 
the person who made 
the Commitment. 
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Issuing a Commitment Letter (cont’d) 

Congratulations on issuing a 
commitment letter.   A notification email 
will be sent to the candidate. 

Note:  About commitment letters: 
Commitment letters may be issued by 
Central, at Central events, or by the 
ROC.  Commitments may be by city, 

 A commitment letter has been 
created and sent to the candidate via 
email. Once this is completed the 
Issue commitment letterbox will be 
protected. 

 Note: Only one commitment letter per 
candidate may be issued. Additionally 
once a commitment letter has been 
issued it may not be changed. 
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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. 

2.  Pull a person’s social security 
number off the bottom list and enter 
here. 

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

4.  Press “Submit:”  
to finalize the license 
code. 

3.  Fill out remaining fields 
and press confirm to validate 
the record you’ve just entered. 

Congratulations on Adding a 
License Code in RMS. 

1.  Click on 
“Missing 
Licenses.” 
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Teacher Reserve Pool 
Purpose: To provide an efficient and timely method for getting TRP candidates onto payroll by September 1st, 2004.   Roles: PM, PL. 

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

1.  Click on 
“Teacher Reserve 
Pool.” 

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

Congratulations on generating a 
PTF for a TRP candidate. 

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


