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SchoolSpring

To Log in to your Employer Account in SchoolSpring, go to: https://www.schoolspring.com/employer/

(Y
o

& schoolspring.com/employer/

Connect with us: Log In

My Profile Q. Find a Job Post a Job

Unified Talent
m@ SchoolSpring

Login

Login to complete your SchoolSpring profile to make sure you stand out as an excellent candidate for the job!

With SchoolSpring, you'll get noticed by employers when you add your cover letter, education, experience,
certifications, and more to your profile.

Username

Password

Trouble logging in?
New job seekers sign up to apply for jobs.

Use your login credentials provided by your ITC. Upon entering those credentials, you will be prompted to change your
password and select a security question and answer.

HJ'@ Unified Talent .
SchoolSpring My Profile

Password Update

Please select a new password. Your password must contain & to 64 letters, numbers, symbols(l@#5&). Your password is ¢

New Password

Retype Password

Update Password
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Select a Security Question

Please select a security question and provide an answer. If you forget your password in the future you will be asked this question.

Security Question

‘ In what city were you bomn? V|

Answer

Retype Answer

Save Changes

After your password reset is complete, you will be taken into the Employer Account.

Friday, February 11, 2022 Hello, Amber | Account Settings | Logout

Vou are here: Home

e Job Postings
' Post a new job and manage existing jobs.

Candidate Pool & Search
Conduct a condidate search and invite qualified candidates to apply to your jobs,
or save them for later consideration,

g System Management
S Manage users and job locations; update your account details.

Sebmis bars

To make changes on the Employer Account, start with the System Management Icon.

System Management
Manage users and job locations; update your account details.
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From here you can Add Users, Locations, or change details on the Employer Account.

Job Locations
Edit locations or add a new schoaol
or other location where jobs are available.

Add, edit, and delete users;
change access permissions.

‘ User Accounts ‘ —

Employer Account
Q Your contact, billing, and
support information.

To Add Users click on User Accounts. Add users by clicking the New User Button. You can edit users by clicking the

paper and pen icon. Delete users by clicking the red circle. And you can email login credentials by clicking the envelope
icon.

Schoolgf;r\mg u.i. mv.Dsur@ SA >

Candidate Pool System Management

Friday, February 11, 2022 Hello, Amber | Account Seffings | Logout

You are here: Home > System Management > User Accoun s
System Management User Accounts v
@ Employer Account Name Phone Type Action
2] User Accounts admin, HR 1234567888 System Admin Eg=1>]
8 200 Locations Changeme, TEST 1234567888 System Admin Eg=1-]
(F nemtier | | st pmper ambesmach@powerschool.com 123-456-7688 System Admin H=Q
(o Newaas )

Your contact, billing, and
support information.

)

The employer account can be edited by clicking on the icon. There are several sections that can be updated. See below.

NOTE: The Primary contact for your account will show up on all job postings. It’s important to make sure this is the

correct person for the district. It can be changed on each posting, but the default will be the user listed here on the
Employer Account.

T
SchoolSpring

Friday, February 11, 2022

You are here: Home > System Management > Employer Account

System Management Employer Account
Q Employer Account Employer Details
(5] User Accounts Employer ID 101838
[l Job Locations Employer Type Public PK-12
Name |Amber Mach Sandbox ‘
Physical Address [444 55th street |
| \
City [s0me city |
State/Province | Kansas hd \ (in US or Canada)
County | Cloud County hd ‘
Postal Code [66901 |
Country [United states v
Phone [123-456-7888 | Ext | |
Timezone | uTc v \
Web Site [ |
Primary Contact [Admin, HR. v
Enroliment | ||Sch00| Year.. |
[ pisable Job postings desed Email Notification
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Employer Description
The text below will be available to candidates as they search for jobs so they can learn more about your organization. Use this area to describe your schools and community, or anything else you'd like to generate interest in your job openings.

Employer Photo
Upload a photo to display on your empleyer profile page. You have not yet uploaded a photo for this school. If the photo is not 320 pixels wide x 240 pixels high the image will be resized.

Choose File | No file chosen

Employee Benefits

If desired, provide your employee benefit information below for display on your employer profile page. Provide any additional information about benefits at your organization in the "Additional Information” box. Check the box below to have this information
displayed for all job locations, otherwise you may specify different benefits for each location.

Employer Employee

et s [ o
benat [+ o

Additional Benefits Information

Use this benefits information for all job locaticns

Teacher Salary Schedule Information
If desired, provide your teacher salary information below for display on your employer profile page. Check the box below to have this information displayed for all job locations, otherwise you may specify different benefits for each location.

Starting Maximum

Salary Level Annual Salary Annual Salary

\ V]3] Js] |
\ ~s| Js \
\ s Js| \
\ ~]s] Js| |
\ vls| Js| |
\ ~Js| |5 \
\ ~s| Js \
\ s Js] |
\ ~Js| |5 \
\ ~s| Js \
\ s Js] |
\ v]s] Js[ |
\ ~s| Js \
\ s Js] |
\ ] 5] Js |
\ s Js| \
\ s Js| \
\ v]s] Js] |

Use this salary informaticn for all job locations

Save Changes
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Job Locations
Edit locations or add a new schoaol
or other location where jobs are available.

You are here: Home > System Management > Job Locations

If the district is not using | | System Management Job Locations -
PowerSChool Appl |Cant @ Employer Account D Name Type Location Action
Tracking Job Locatlons [=] User Accounts 147869 Amber Mach Sandbox Administrative Office Some City, KS B ]
is how you will add/edit @ Job Locatons 161927 Bus Depot Not Specified New City, NY i ]
|Ocati0ns fOI‘ jOb ‘| 161922 Central Office Mot Specified Mew City, NY g ]
postings. If the district is ‘ o NewJob Location | 165851 David Test Other Location ARLINGTOM, Online TQ
USing POWEI’SChOO| . . 161923 Dolor Elementary School Mot Spedified New city, CA _./ 0
Appllcant TraCkIng’ a" 161926 Food Service Not Specified News City, CA _,/ 9
JOb Iocatlon_s WI ” be 161928 Lorem Ipsum High School Mot Specified News City, NY _./ 9
managed within ’

A R 161825 Maintenance Office Mot Specified New City, NY £4) 9
Applicant Tracking.

161824 Partem Meliore Middle School Mot Specified New City, MA _,/ 9

New Job Location

Locations are indwidual schoo's, district offices, or ather physical locztions where jobs are availsble, After adding the
new location, you can sssign a0y cument ussts access privileges for the location.

To add Job Locations in SchoolSpring, Click on Job

Location Details = required
Locations which will take you to a list of the locations in the Location Type [5e s b e o
system. Click on New Job Location on the left-hand menu Hame | |
and complete the form about the location. All items with a Abbreviation | | (e 20 chrareeers)
yellow circle are required. Shysical Address | |
| |
City [Some Cy |
State/ Province [Kanzas ** | (in US or Cznadz)
County [Clowd County ]
Postal Code [e8301 |
Country Urized Semtes ~]
Phane [ |
Fax | |
Web Site [ |
Enrollment [ |
Grades [ W ] ~
Setting [Mane provided ~]
|

External Location ID

Location Phota

Uplozd & photo of your schaoal to display on your employer profile page. If the phota is not 320 pixels wide » 240 piels
nigh the image will b= resized.

Chooze File | Mo fie chossn
Location Description

The t=xt Selowe will 22 availzble to candidates 2= they s=arch for jobs o they can learn maore 2bout this location, Us= this
aras to describe your school znd community, or anything els= you'd Fee to generate interest in your job opsnings.

Save&Finish | | Save & Add More
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If the district is not using Applicant Tracking, Job Postings is how you will create or close out job postings. If the district
is using PowerSchool Applicant Tracking, all job postings will be managed within Applicant Tracking.

= | Job Postings
I Post a new job and manage existing jobs.

To begin Click on Post a New Job.

New Job Posting
Job Details = required
Initial Status . .
Whats this? @® Public (O Pending
Title |
Categories Classroom Teacher (show subcategories) -
Administrator {show subcategories
Athletics & Activities (show subcategories)
Career Education (show subcategories)
Instructional Support (show subcategories)
Special Education (show subcategories)
Student Services (zhow subcategories)
Support Staff (show subcategories)
State-level Positions (show subcategories)
< Linthar N itine (b cubeatanariacl h
Location(s) [J amber Mach Sandbox -
D Bus Depot
[ central office
D poler Elementary School
[T Food service -
Job Type O rulltime O Parttime O summer O After school/Evening
Grade Level(s) D Preschool D Primary D Intermediate
[ middle O Secondary O Post-secondary [ mot applicable
Salary Fruml |t0| || Select a pay tvpe... Vl
What's this?
Display Salary Oves @
What's this?
Job Reference # | |
What's this?
Vacancy Reason Mot specified ~ | Details: |
What's this?
Job Description Basic HTHL Guide

- . . . Post Job
Fill in all the required fields and click on Post Job.
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The Candidate Pool tool is a way for you to find candidates all over the U.S.

&8

Candidate Pool

You are here: Home > Candidate Search

Candidate Pool Candidate Search
-\ Candidate Search Basic Search

S Saved Candidates

Quick Search

Advanced Search

Must Be Available By...

Job Type

Grade Range(s)

Job Categories

Location Interest

Additional Options

Select a job from the list below to search for matching candidates...

‘ Select a job posting... hd H Find Candidates!
[[] show only certified candidates

Provide as much or as little information as you'd like. If a field does not apply you may leave it blank to broaden your search.

[ Fulktime [ Part-time
[ summer [ After school/Evening

[) preschool [ Primary [ Intermediate
[ Middle [C) secondary [] Post-secondary

Classroom Teacher (show subcategoriss) -
Administrator (show subcategories)

Athletics & Activities (show subcategories)

Career Education (show subcategories)

Instructional Support (show subcategories)

Special Education (show subcategories)

Student Services (show subcategories)

Support Staff (show subcategories)

State-l, L iti f=h uhratennriec)

® show all candidates certfied or interested in selected job categories
) show only candidates certified for selected job categories in any state
) show only candidates certified for selected job categories in the states selected below:

¥ California
¥ Kansas

¥ Massachusetts
¥ New York

MNOTE: States listed above are from your Job Locations in System Management.

[ only show candidates who are military veterans or currently serving

Can we helo? Submit 3 Support Case her:

Once you have found a candidate you like, you can contact them (if their profile is set up to allow being contacted) and

you can save them as a favorite.

Candidate Pool Saved Candidates
\ Candidate Search Name
Sk Saved Candidates [0 Mach, Amber

[ | remove Checked

Status Date

Saved Feb 11, 2022




