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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 | 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?

‘2 Personnel Details Screen -- Web Page Dialog

myGalaxy

— Parsonnel Details

Title: Teacher - Regular Grades b4
Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

(O1s this Vacancy for a New Employes
(O1s this Vacancy for a Person Currently Warking in Your School?

O1s this a vacancy for an Employes who is Warking or has worked at the Departrment of
Education?

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

Personnel Details

Title: | Teacher - Regular Grades ¥
Cost Factor: $0.00 Title ID: TRTRY Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

Your Choice | Vacancy for a New Employes

Do you knowe the S5 of the prospective Employes? ®ves  OmMo
(The 55M required to reserve a wacant position for the new employee)
Entter 55N [ [+ [eorz |oresm | |
Start Over

Microsoft Internet Explorer EJ

L] Item will be sent ta RMS
LI

myGalaxy will do a RMS validation check to verify if the SSN/EIS has a commitment in
EIS orif itis 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.

‘2 Personnel Delails Screen - Weh Page Dialog,

myGalaxy

— Per sonnel Details

Title: |Teacher - Regular Grades v
Cost Facior: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

Please Select Employee BORRERO, DERIC v
[Select an Employee] A
AMZBLOME, JACLYN ¥
APICOS, MARILYN

ARMEMLE, ETHEL

[ Previous | S{BADOLATO, STACEY [rext |
_ CBAREARINOJ STEWEN -
BEAUER, ILENE

BECKER, DENISE
BENDER, MARIA
EBERMARDI, ELLEN
EBERMSTEIN SMITH, ABBY
BIFALCO, MEIL

BLUTH, FRANCINE

BRAMCATO, DIAMA
EROWHN, ANDREA
EUKHARL, SYED
EUNDY, SHEILA
ELURKE, MARY
CACCAVO, ANMA
CARLOY, DIAMA

CARR, JACQUELINE
CARTER, KEISHA
CASANOVAS, JEANNE
CASCIANI, IRIS
CASSAMO, LISA
CATANEO, TONI
CAVAGMNARO, WENDY
CECERE, STEPHEN
CHESER, MICHELE b

http:ffmygalazya nycenet.eduflibraryjcreateltem/psiframe. asp?gs_section_id=7301&gs | & Internet

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.

‘23 Personnel Details Screen -- Web Page Dialog

myGalaxy

Personnel Details

Title: ‘ Teacher - Regular Grades e
Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 03/01/2004 End Date: 06/30/2005 Title Type: Annual Position

“rour Choice : Yacancy for a Person Currently Working in our School

IYDu have selected :BLUTH, FRANCINE I

15 this vacancy being created as a result of only a change in the employes's appointed license
area?

Oves
®No
[ Previous [ start over ]
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Personnel Details Screen, -- Web Page Dialog,

myGalaxy

Personnel Details
Title:

|Teacher - Regular Grades A4

Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

IYou hawe selected :BLUTH, FRANCINE I

Iz this wacancy for an uncertified teacher working in your school who is now certified and wil
be appointed in place?
[ON=5

OMNo

[ Previous ]

[ Start Ower ]

2l Personnel Details Screen, -- Web Page Dialog

myGalaxy

Personnel Details

Title:

|Teacher - Regular Grades A4

Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

Your Choice

y for 3 Person Currently ¥Warking in Your Schoal

IYDu hawve selected .BLUTH, FRANCINE

It is not necessary to create a new vacancy for teachers who will be appointed in place.
Please contact your HR Liason if you have guestions.

I

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:

e Staffing a person that is returning from leave or Sabbatical
o Employees that are working in another school and is expecting a transfer

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

2 Personnel Details Screen -- Web Page Dialog

myGalaxy

— P ersonnel Details

Title: | Teacher - Regular Grades v

Cost Factor: $0.00 Tiile ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

Your Choice @ Is this vacancy for an Employi vho is returning friom leave or sabbatical - [Yes]

Employee in DOE

Galaxy has listed the folowing employees who are currently on leave or
sabhatical. Please select a name from the list:

DIAZ, LISANDRA

DIAZ. PEDRO
DISLA, OCTAYIA
Previos ] DOHERTY, RICHARD [ Cantinue ]

DOMNMNELLY, M
DROS, CYNTHIA
DU BOIS BULLOCK, HAZEL
DUODU. DAWN
DURANTE, STEVE =
DURSO, FRANK
ELLIOTT WALSH, RACHEL
ELLISOM, DEBRA
ESPINAL FELICIA
ESPINOSA, SHARON
EVANGELISTA, ROBERT
EWVANS, SHAMAN
EVERETT JOHNSOMN, ANDREA
FABRIZIO ALCAMO, GIULIAMA,
FALLA RIFF, ANA
FATTIBEME. TERRY
FELICIANG, BEMILDA
FERGUSON, PATRICIA
FERMNANDEZ, ALTAGRACIA
FERMNANDEZ, WANESSA,
FERRER. FE
FIELDS. C
FIGUEROA MILDRED
FIGUEROA, YOLANDA
FISHER, CAZSANDRA
FISHMAN, GREGG
8 CalcUiator

http: fimygalaxyga.mycel

n_id=73018gs_ & Internst

B Internet Explorer

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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@ Personnel Details Screen -- Web Page Dialog,

myGalaxy

Personnel Details

Title: |Teacher - Regular Grades A
Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

Your Choice : Is this vacancy for an Employ 0 is returning from leave or sabbatical - [MNo]

Ermployee in School
Galaxy has detected that the folowing employees have been PTF to your
school but have yet to be given a job. If the vacancy is for one of these people
please select their narme now:

BETANZOS, TERESITA (FAW.)

- Lee Kathy (Committed) -
Prewvious TRIBIANO, LORI (P) :] Done || Continue

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.

A Personnel Details Screen -- Web Page Dialog a

myGalaxy

— Personnel Details

Title: ‘TE!BEhE!F - Regular Grades v
Cost Factor: $0.00 Title ID: TRTRQ Eff. Date: 09/01/2004 End Date: 06/30/2005 Title Type: Annual Position

our Choice : Is this vacancy 0 is returning from leave or sabbatical - [Na]

Please Enter SSM or E1S 10:

Enter S5M or et 100704097 |
Narme GRECCO. L |
Please sekect

Trarsfar Reason [Select Transfer Reason] b
[Select Transfer Reason]
ADMIN. TRANSFER AFTER "L RATING —
DMINISTRATIVE TRANSFER
ADMINISTRATIVE TRANSFER
HARDSHIP TRANSFER

INTRA-CLINICAL TRANSFER TO OWN FOSITION
INTRA-CLINICAL TRANSFER WITHIN SAME BORO
SUPY. TREANSFER CHANCELLOR"S RECOMMENDATION
TO STAFF ME! CHOOL TRANSFER

TRANSFER - S OVERAGE CONDITION
TRAMNSFER AFTER RESELECTION THROUGH "30R"
TRANMSFER AND RECALL FROM LAYOFF
TRAMNSFER BY MANAGEMENT TEAM

TRAMIFER FOR HEADQUARTER REORGANIZATION
TRANSFER FROM ANOTHER CITY AGEMNCY
TRAMNSFER FROMREG ED TO SPECIALED
TRANSFER OF INTERIM ACTING SUPERWISOR
TRAMNSFER TOADVERTISED FOSITION
TRAMIFER TO ANOTHER PAYROLL

TRANSFER TO OWVERRIDE THE LINE # MATRIX

TRANSFER VOLUNTARY EXCESS-MORE SENIOR

TRANSFER-SUB OM LINE OF DUTY

TRANSFER/EXCEPTION TO LAYOFF

UF.T. SEMIORITY TRANSFER

UF.T. SENIORITY TRANSFER

UFT TRANSFER PLAN - INTEGRATION

i myaalay qanyeanet.aduiora] YOLUNTARY TRANSFER FOR INTEGRATION
VOLUNTARY TRANSFER OF SUPERVISOR

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.
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