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What is the Vacancy Window? 

In Fiscal Year ’06, improvements to myGalaxy will help facilitate the process of creating 
pedagogical vacancies.  The Vacancy Window was designed to aid in the definition of 
employees using RMS titles.  A series of questions will be answered while creating a 
new Galaxy Line Item that will determine whether the vacancy should be sent to RMS; 
only RMS vacancies are advertised, all other pedagogic vacancies are assumed to be 
filled with internal staff. 
 
The questions used to make this determination will include features that will:  

• Systematically check if the intended employee is currently assigned to the school 
as an employee without a job 

• Systematically check if the intended employee is currently assigned to the school 
as an employee on Sabbatical  

• Systematically check if the intended employee is currently assigned to the school 
as an employee on Leave 

• Allow the creation of an intended vacancy for a person when they are still active 
on the T.O. at another location (personnel transfers) 

• Provide the ability to guide the vacancy to the appropriate option for desired 
outcome 

• Evaluate the need to create a new vacancy, in cases where an appointment-in-
place obviates the need for a new vacancy 

• Validate SSN and EIS numbers against RMS title matrix. 
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How do I staff a Person using the Vacancy Window?   

Select ‘New Item’ and select the Section where the vacancy will reside.  When the 
Personnel Details Screen appears you will enter the title of the position.  If the title 
entered is a valid RMS title, myGalaxy will display the Vacancy Window.  The Vacancy 
Window will appear only for personnel items that contain a valid RMS title.  The school 
user will be prompted through a series of interactive questions to determine the best 
method for creating the vacancy. 
 
The Vacancy Window will present three options in the form of a question.  Each option 
has a specific path that will guide the user through the creation process. 
Option 1: Is Vacancy for a New Employee? 
Option 2: Is Vacancy for a person working at your school? 
Option 3: Is Vacancy for an employee who is working or has worked at the DOE? 

 
 
 
 
 
 

Please note: There is a new button on the Personnel Details Screen titled ‘Change 
EIS/SSN.’  This button is a link to the Vacancy Window.  myGalaxy will only show this 
button for personnel items that contain a valid RMS title. 
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Selecting Option 1:  Is the Vacancy for a new Employee? 

If the SSN or EIS ID of the person is not known to the school, myGalaxy will close the 
Vacancy Window and display the Personnel Details Screen.  If the Social Security 
Number or the EIS number of the person is known you can enter it here.  

 
 
myGalaxy will do a RMS validation check to verify if the SSN/EIS has a commitment in 
EIS or if it is linked to a staffed position. If the entry passes validation, the Personnel 
Details screen will display the person’s name along with the SSN/EIS number.  
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Selecting Option 2:  Is this Vacancy for a Person working at your 
school? 

This option should be selected if an employee is working at your school and is 
expecting a change in responsibilities.  Examples include a Teacher that is becoming an 
Assistant Principal or a Teacher that will become a Guidance Counselor.   

 

The Vacancy Window will display a list of Employees working at your school.  When an 
employee is selected, a series of questions will be presented that require a Yes or No 
answer.  The answers selected will determine the outcome of the vacancy. Outcomes 
can lead to the completion of the vacancy in the Personnel Details Screen, a prompt to 
change the employee, or a request to cancel the vacancy process. 
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.   

 

 
 
In the screenprints above myGalaxy determined that it is not necessary to create a 
vacancy for Teachers appointed in place. 
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Selecting Option 3:  Is this Vacancy for a Person who is working or 
has worked at the DOE? 

This option should be selected when: 

• Staffing a person that is returning from leave or Sabbatical  

• Employees that are working in another school and is expecting a transfer 

• Employees that have Retired/or Resigned and are returning to work at your 
school 

 

 
Vacancy Window will display the list of all employees that are on Leave or Sabbatical.  
Once the person is selected, myGalaxy will save the information and display the 
Personnel Details Screen.  
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The Vacancy Window will display all employees that were PTF’d to your school but do 
not have jobs. Once the employee is selected myGalaxy will save the information and 
display the Personnel Details Screen. 
 

 
When a SSN or EIS number is entered in the Vacancy Window, myGalaxy will do a 
validation check with EIS to determine if the number is associated with someone who 
Resigned, Retired, or working at another school.  The above example is a transfer. A 
transfer reason must be entered before the vacancy can be saved. 

Please note: If you enter a SSN or EIS ID for someone that is already staffed at your 
school the Vacancy Window will prompt you to select another option.  


