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Select  New  Applicant  if  this  is  the  FIRS  T tim  e t  o 

complet  e a  n application  . 

Select  Registere  d Applicant  if  there  is  alread  y a  n 

applicatio  n o  n fil  e regardless  of  whe  n it  was  entered.  
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Please Note 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Create your own User ID 

(letters and/or numbers max 32 characters) 

Create your own Password 

(letters and/or numbers max 32 characters) 

‘*’ INDICATES A REQUIRED FIELD 
Click “Save and Continue” 

If an error occurs, refer to the top of page for message. 

• A User ID error can be corrected by creating another 

User ID. 

• Do not use dashes for social security number. 
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Click “Save and Continue” 
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Texas will automatically appear. You may use the 

drop down arrow for options. 

Complete this section only if you plan to move. 

Click “Save and Continue” 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Click “Save and Continue” 

All fields are required on page. 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Select position(s) you want to be considered for: 

• You may select as many positions as you like. 

• You may apply for positions that are not 

posted. 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

This is a sample of positions to select from under 

“ADMINISTRATION”. 

You can select as many positions you want to be 

considered for by checking each box. 

If no selection is made, click “Back to Job Categories”. 

OR 

After making selections, click “Save Changes”. 
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You can view jobs selected. 

Click “Continue” 

9 of 35
 

HRSYST 012715 



  

        

   

 

   

 

 

 

 

 

 

      

   

           

TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Use drop down menu for options. 

Click “Continue” 

This page is optional and is not required to submit application. 
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The External Assessment Interim page will only display if you selected a 

‘Teacher’ role on the Jobs page. 

Click “Continue” 
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Click “Save and Continue” 

All fields are required on page. 
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Click “Add” to select category. 
Click “Continue” 

This page is optional and is not required to submit application. 
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Click “Add” to select language. 

Click “Continue” 

This page is optional and is not required to submit application. 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Please list teacher, administrative and/or 

paraprofessional certificates. 

Pending Education graduates, select 

“State of Texas Certification” or “Out of 

State Certification”. 

If not certified nor pending certification, 

select “No Certification”. 

The Certifications page will only display if a ‘Teacher’ role selected on the Jobs page. 

Select the appropriate 

certification type. 
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TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Pending graduates will indicate 

“YES”. 

In the note box that will appear, 

indicate exams completed and 

anticipated graduation date. Date 

submitted to TEA will need to be a 

date prior to today’s date. 

Click “Ok” 

Use drop down arrow for options. 
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Click “Add” to enter license 

information. 

The Licenses page will only display if the role selected on the Jobs page requires a license. 

17 of 35 

HRSYST 012715 



  

        

   

 

   

 

 

 

 

 

      

  

TT EE AA MM SS AA PP PP LL II CC AA TT II OO NN II NN SS TT RR UU CC TT II OO NN MM AA NN UU AA LL
 

Use drop down arrow for options. 

Click “Ok” 
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You will be able to view information 

entered. 

Click “Save and Continue” 
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Click “Add” to enter education 

information. 
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Select the appropriate education level. 
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Use drop down arrows for options. 

Click “Continue” 
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Date format mm-dd-yyyy 

Click “Add” to save entered 

information and then “Continue” 
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You will be able to view information 

entered. 

Click “Continue” 
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Select the appropriate work experience 

category. 
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Click “OK” 

All fields are required on page. 
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Click “Continue” 

You will be able to view information 

entered. 
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Click “Add” to enter reference 

information. 

Please note 
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Click “Ok” 

Complete all required fields. 

Use drop down arrows for options. 

If you are applying for a substitute 

role, you must enter an email 

address for each reference. 
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Click “Add” to enter 

next reference Click “Continue” 
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Click “Save and Continue” 
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This page is timed. 

Complete all required fields. 

Any error message will display at 

the top of the page. 

Click “Save and Continue” at the 

bottom of the page when complete. 
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Click “Add” to attach a letter of 

interest and/or resume. Click “Continue” 

This page is optional and is not required to submit application. 
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Please read Agreement 

and select “I Agree” or 

I Do Not Agree” 

Click “Submit” 
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Please Note 

Click “Print” if you want to 

print application 

Click “Exit” 35 of 35 
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