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Application Reference Guide
Internal (Current PPS Employee) Applicants

This document takes you through the PeopleSoft Applicant Tracking System basic process of applying for job
openings at Portland Public Schools.

X After you have read this reference guide and are ready to apply for positions, you can begin the application
process by logging into PPS Careers Portal at internalcareers.pps.net. Here you will find a step by step guide
below.

X In order to complete an online application, you will need the following information:
o Verify Personal information including address and contact phone numbers on Employee Self

Service/Personal Information.

Education history including attendance dates and school locations

Employment history including work dates, duties, addresses, contact names and phone numbers.

Professional references including contact information.

Licensure and certification details (if applicable)

PPS Email

X You must have a working e-mail address to apply for positions. You will be notified via email when

your application is received as well as when a job opening to which you have applied for has been
closed.

Helpful Tips:

O O O0OO0Oo

1. Tolog into the Internal Careers Site you will need to log into Oracle PeopleSoft using your PPS username and
password. IfyoudRQ-W NQRZ ZKDW WKLV LV \RX FDQ FRQWDFW WKH ,7
(Internalcareers.pps.net is available outside the PPS network).

2. DoNOT XVH WKH %$&. EXWWRQ LQ \RXU EURZVHU <RX ZLOO ORV!
SUHYLRXV 3DJHpu RU "5HWXUQ WR $SSOLFDWLRQu EXWWRQ

3. The system will time-out after 20 minutes of inactivity. If this happens and you have not saved for later, your

LQIRUPDWLRQ ZLOO EH ORVW 7R HQVXUH WKLV GRHVQ -W KDSS
application.

4. Be sure your application is complete prior to submitting it to a job posting. Submitted applications cannot be
edited.

5. To view a listing of Frequently Asked Questions, visit the Human Resources Employment Opportunities page
and clickonthe T2QOLQH $S S @IREsBuvttk RBRXVB W R Q

6. When completing the online application, you have the ability to attach a resume and other files that are relevant
to the position for which you are applying.

7. When searching for jobs on the Careers Home page, you may use the Job Filters section
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http://www.pps.net/

Note: If you are issues logging in, please clear your browsing history and try again or try a different browser.
Chrome is the preferred browser.

PPS Careers ldmepage

Search Jobs
lLS'ear:h by job fitle, location, or keyword »
T T W R
) * ViewAll Jobs
b My Job Notifications
1y ly Job Applications
-) _J-_ L} R i T T
\ )
‘.‘[;; My Contact Infarmation _ . y o .

1. View All Jobs(Click the arrow buttor. " to take you tothe Searchbbspage)

x Search Jobs by Title, Location or Keyword
0 The keyword search will find all open jobs that contain the word in the job title or description. Tip
asterisks (*) are used as wild cards. Searching for *Docu* will provide all results that contain Docu

x Filterby Location, Department or Job Family

X To view the job description click on tiagrow button
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4. My Favorite Jobs On the Job Description page for all job openings you are able to mark favorite jobs
by clicking on the star. All jobs you have marked with a star will show up in My Favorite Jobs section.

5. My Saved SearchesOn the Search Jobs page you are able to save a search that you will perform
multiple times. These saved searches will show up on the My Saved Searches page.
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My Saved Searches

The Search button performs the search and shows your results on the Search Jobs page.

My Saved Searches
Soarrh Nama vaes, Jaatad Mo - Mntifinatinge Emal PRIt L (11 Y [0 o | RO
Search s ADVANCED MATH 121152020 test@pps.net No Expiry

6. My Contact Information: You can view your name, address, email and phone information here As a PPS
employee, you cannot change your name or contact information here. To make changes log into Employee
Self Service
To access go here: https://selfservice.pps.net. Youm XVW EH RQ 336 QHWZRUN WR DFF
access to the PPS Network, email hronline@pps.net

T T O — . . a— Mv Contact Information

T TR TR it TRt TE S R T T T E ST U LS = — = = = s TR B E e S Lo R T EA Kl LI

Name
Name Prefix
Legal First Name !
Legal Last Name
Name Suffix
Country United States
Address 1
State Oregon City Portland
County Postal 97212
Email
Tvpe Primarv Email e

= e
S = — -
No Home

e . - L Mt

.......

Below are some TIPSo0 considerwhen applying for a job or job(sht PPS

There are multiple ways to apply for jobs in TAM.
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1. Applyingtoasingle job2oncH \RX KDYH IRXQG D M Rrid doRiot neddHto lviwMtheljebH V W |
description, click on the check box left of the job titteand FOLFN WKH "$SSO\ IRU -REu EX

o il S i td

- Location Search Jobs
zaarrh h nb fitla  Ineatine Ar ba o

e - _ : SN~ Cleckborandecl

FoeserEll HE Campusxar

il |l = - sprlion n_ﬁ_ i [ i o c"- -.:'!:—!: S E .-I_“ ”T o
- g s — i : e
Esnson HE (2] ‘ da V}ﬁtjzi Arts MS - Learning Center Class Support Teacher - .50 FTE {temporary)
: ™, w9 Jeb IR 24775 f |
I, . ' " B

‘ Department Speicial Bducation Sves-Mgat L ,:fa&.a.‘ ’| :".‘.:

2. Selecting multiple jobs 2this is the recommended path when applying to multiple jobs. To apply to
multiple jobs, check the checkboxes next to each job and then select “$S SO\ IR U - RtEha tdp ¥f\W W R Q
the page. Please be aware, if you should choose to withdraw your application from just one of the jobs
from a multiple jobs application submission; the system will automatically withdraw you from all jobs
connected to the multiple job application. Unfortunately, there is no way to avoid this.

Application Referene Guide
Internal (Current Employee) Applicant Page9



Application Referene Guide
Internal (Current Employee) Applicant

Pagel0



My Application 2 Steps to Completion

Step 1Start
In this section you have an opportunity to review Application Terms & Conditions Please make sure to read
through all of the Application Terms & Conditions OLWHUDWXUH <RX PXVW FOLFN WKH F

the page in full before continuing with the application.

x Click Next in right upper corner to go to next step
X

Application Referene Guide
Internal (Current Employee) Applicant Pagell



Step 2:Resume

TAM offers multiple methods to include your resume and cover letter.

1. Attach Resume from your computer.

2. Use Existing Resume 2if you have previously applied for a job with PPS through TAM, your resume
information will be saved. Please review your saved resume to ensure it is up-to-date.

3. Cover Letter 2\RX-0O0 KDYH WKH RSWLRQ WR DWWip 0CM
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Step 4: Questionnaire

Questionnaire
In Progress

Questionnaire

All jobs will contain a set of required questions. Please answer all questions truthfully and accurately. You will have
the opportunity to review and change any answers prior to sending the application for PPS review; once the
application has been submitted, you will no longer be able to change your answers.

Step 5: Qualifications

Qualifications (This section only becomes visible if you are applying to a specific jpb
In this section, you will have the opportunity to enter degree and student teaching information. Click on the +
button to add.

Click on the magnifying glass to select appropriate information, and work in the top down order.

Step & of 11: Qualifications
College Experience/Degrgg

2 Fcancel 1]

“Date Awarded [12/15/:2020

- T ——
g [Jlyee—
[TENPr i — L1

School Description |

Major Description |
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4 Start Step 3 of 11: Qualifications

Complete
College Experience/Degree
N [ u-:
il —_—
B - — -
|
3 Preferences .
b Comglete Bachelor of Science

Go to next page after you have entered your College Experience/Degree and Student Teaching information. If not
applicable, skip and go to next step. Fields wth a * are required.

Step 6:Education and Work Experience

Education and Work Experience

,Q WKLV VHFWLRQ \RX-O0 EH DEOH WR LQGLFDWH \RXU KLJKHVW
drop down menu. Select your degree and proceed to work experience. In this section you can add your work

experience. Try to be as detailed and accurate when completing the work experience section. You must complete all
sections that have asterisks next to them.

In the College Experience section you will notice a magnifying glass on the right side of the completion boxes.

Please use the magnifying glass to open the drop down menus and go in order of top down. If you have multiple
FROOHJH H[SHULHQFH GHJUHHW BX\WMRPuUPDEtdnpletédttis stetien;RIOL FN R
education and work experience, Click on Next.
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Step 7: Accomplishments

Accomplishments
In this section, you will be aTcation Referenc
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Step 8: Referrals

Referrals

In this section, you will be able to identify how you learned about the job(s) you are applying for. Please be as
specific as possible. 8VH WKH GURS GRZQ PHQX WR VHOHFW UHIHUUDO W\S

Step 9: References

References
There are two types of references to choose from: Personal and
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Step 10: Attachments

ﬁfm W L1171

Attachments

In this section, you will be able to include additional documentation. Use this page to upload Reference Letters,
Writing Samples, Unofficial Transcripts, and/or Veteran Preference documentations. Click on Add Attachment,
Select your attachment type from the drop down menu, Cliname attached, click continue, attached document from
your computer and click done

. If you have additional attachments, repeat the process.

¥ NOTE: All Veterans Preferenace documentation needs to be loaded here.
% You can only attach files with named extensions .doc, .docx, .rtf, .odt, .pdf, .txt
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Step 10 of 11: Attachments
Use this page to upload Beierence Letters. VWiting Samples. Unefficial Transcriots. and/or Veteran Preference documentations.

SEETE B T N il R B o WO 0 Ml o ol B i o o e ] o e el i e A O FR O R 1 EEES S L M

h..

Wour have not added ane attarhments

Add Attachment

Step 11: Review and Submit

Review/Submit

The last step in the process is to Review and Submit. In this section, you have the opportunity to review your

application and make any last minute changes. If you wish to edit any information, click on the modify link. The

specified section willopen PDNH \RXU HGLWYV VDYH \Ru the abiGty tdgo to th&tdprienu 2 N p
EDU DQG FOLFN RQ WKH "5HYLHZ Q@ BHEPHY D Y8 FAOLEQ R'®R \RXEH

¥ NOTE: once you click Submit Application, you will no longer be able to make edits.
¥, NOTE: Application confirmation will appear after your submission.
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Review your application and make any changes before submitting.

q Start
Complete . .
Step 11 of 11: Review and Submit
2 Resume ~ My Contact Information
Complete
Address 2610 NE Brazee 5t., Poriland, OR 97212 Email smorrelli@@pps.nat
3 Preferences
{ Method Email Complete Phone 503/709-5162 Contaci

4 Questionnaire

Complete ¥ Online Screening Notice

Qualifications ¥ Resume Attachment
—  arEnts

» Cover Letter Attachment

[ I PR

Attachments b

Preferences »
7 Accomplishments

Comglete »

FAunratinn Hietare

g Referrals » Work Experience

Complete

Fafaramana P, .
LTS

} Lanouane Skills

10 “Attachments

S -

—_ * Endorsements

I ' ' [ =
I » References :

» Referrals

Thank you for taking the time to learn about our online application process. We hope you found this reference
guide helpful. You are now ready to apply for a job at Portland Public Schools District. We are excited to review

your application submission, Good Luck!

Application Referene Guide
Internal (Current Employee) Applicant Page20



