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How to Vet Teacher Bulk Postings


Overview
The staffing team must complete a round of vetting applicants before principals are notified to begin interviewing. We will be vetting whether applicants are eligible to apply for the position based on certification and if they are a current employee at PPS.
Materials
· 2025 Staffing Database
· MUNIS Hiring Central
· MUNIS Employee Central
· PeopleSoft Building Seniority SSRS Report
· Bulk Posting Assignment
· TIMS – Certification Look Up
Rules
To Apply to External Teacher postings candidates must be the following
· Not a Current PPS Teacher, Counselor or Social Worker
· All Paraprofessionals, Substitutes or other current employees are eligible for teacher positions
AND
· Certified for the position in the State of Pennsylvania
OR
· Certified for the position in another state
OR
· Scheduled to be certified in the position by August
If someone meets the criteria, mark them as “CANDIDATE”. 
If someone does not meet the criteria mark them as “REJECTED”
Process
To verify if someone is a not a current PPS Teacher, Counselor or Social Worker and certified for the position follow the bellow steps
1. Open the Staffing Database on Screen 1
a. Staffing 2025_USE THIS ONE
b. Z:\Talent Management\Staffing Season\For 2025-2026\00_Staffing Database
2. Open Chrome, then MUNIS Hiring Central on Screen 2
3. In the staffing database, search “bulk” on the left search bar and select “BULK POSTINGS 2025-26”
4. Copy the Job ID with out the “-1” at the end and paste it to Hiring Central
5. Click on the Requisition number on the left side of the screen of Hiring Central 
6. In the Staffing Database, click the “+” to the left of the posting to open the applicant list.
7. Check the “CURRENT_FORMER_EMP_STATUS
a. If it says “CURRENT_EMPLOYEE” verify in MUNIS Employee Central if the person is still employed with PPS in the Actions. If person is still employed with PPS, verify current position in Compensation.
b. Mark as Rejected if candidate is current Teacher, Counselor, Social Worker.
c. If it says “FORMER_EMPLOYEE” verify in PeopleSoft Building Seniority SSRS report to see if applicant is able to be rehired.
8. Click the “+” to the left of each candidate name to verify if they are certified for the position
a. If candidate’s PPID is listed, search PPID in TIMS to verify if they are certified
b. Mark as Rejected if candidate is not certified for the position. 
9. Mark as Candidate if candidate is not a current Teacher, Counselor, or Social Worker and is certified for the position they applied to
How to Mark as Candidate or Rejected in MUNIS
1. Copy the Job ID field from Staffing Database without the “-1” at the end and paste it to Hiring Central
2. Click on the requisition number on the left side of the screen of Hiring Central
3. Click the down pointing arrow to the left of candidate name
4. Click “View/Maintain”
5. Click “Update” on the upper bar designated by a pencil
6. Click the dropdown menus that currently says “NEW”
7. Click Status of candidate; REJECTED or CANDIDATE
8. Click “Accept” on the upper bar designated by a check mark
9. Click “Close”
10. Repeat for all candidates
The Pittsburgh Public Schools (PPS) does not discriminate on the basis of race, color, age, creed, religion, gender (including gender identity or expression), sexual orientation, ancestry, national origin, marital status, pregnancy or disability in its programs, activities, career and technical education programs or employment and provides equal access to the Boy Scouts and other designated youth groups. It is the policy of the Pittsburgh School District to make all services, programs and activities available and to provide reasonable accommodations to persons with disabilities. Please make requests for accommodations at least 72 hours before the scheduled event. For more information regarding accommodations, civil rights grievance procedures, please contact Employee Relations, Office of Human Resources, 341 S. Bellefield Ave, Pittsburgh, PA 15213 or 412-529-HELP (4357).
1		Updated XX/XX/XX


The Pittsburgh Public Schools (PPS) does not discriminate on the basis of race, color, age, creed, religion, gender (including gender identity or expression), sexual orientation, ancestry, national origin, marital status, pregnancy or disability in its programs, activities, career and technical education programs or employment and provides equal access to the Boy Scouts and other designated youth groups. It is the policy of the Pittsburgh School District to make all services, programs and activities available and to provide reasonable accommodations to persons with disabilities. Please make requests for accommodations at least 72 hours before the scheduled event. For more information regarding accommodations, civil rights grievance procedures, please contact Employee Relations, Office of Human Resources, 341 S. Bellefield Ave, Pittsburgh, PA 15213 or 412-529-HELP (4357).
2		Updated XX/XX/XX

image1.jpg




image2.png
2% h
‘, Pittsburg

Public Schools

Students

Always, in all ways.





