
1 - Click on
"Employees"

P1

How to apply to a position in eRecruiting as an internal candidate. 
Please follow all steps.
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2 - Click on "Login to
Employee Portal"

P2
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3 - Enter M-DCPS
"Username" and
"Password" - Click
"Login"

4 - In the "Employee Portal"
click on the "ERP" tab

5 - Click on
"Employee Self
Service" tab.

P3

Created by HR Information Services - DAG (4/11)



 
 
 

 

6 - Click on "Employment Opportunities"

7 - Click on "Career Opportunities"
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8 - Click on
"Search and Apply
for Jobs"

P5
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9 - Select the appropriate "Job Level" - for
this example we used "Non-Instructional
Support" to narrow the search results.

10 - Select the appropriate "Job
Classification" - for this example
we used "School Support" to
narrow the search results.

11 - Click on "Start
Search"

Note: Please use the fields below to search current job opportunities. You may search by
Keyword, Job Level, Job Classification, or any combination of these criteria.
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12 - Select the "blue" box
next to the requisition you
would like to apply to.
(The row will highlight)

13 - Click on "Apply/Now"
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Please review tabs 2, 3, 4, 5 (these tabs were completed
when creating your "Candidate Profile" - If any updating
needs to occur you can do it at this time. (Please refer to
the "Internal Candidate Profile" guide)

14 - If tabs 2-5 are correct, please click on
the "Next Page" arrow.
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15 - Click on Tab 7
-"Non-Instructional
Process Template" and
answer questions.

16 - Once all
questions are
answered, please
click "Save". The
message below will
appear if the form is
completed and
saved properly.

17 - After saving
template, please
click tab 8 - "EEO"
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18 - Complete the
"EEO" Questionnaire
and click "Save". The
message below will
appear if the form is
completed and saved
properly.

19 - After saving template,
please click tab 9 - "Send
Application"
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20 - Click the "Submit" button to submit your
application. The following message will be
displayed below.
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