Skyward FastTrack Transfer Applications for

Belton ISD Employees

The following instructions explain how to apply for transfer positions using the job applicant system
online. The Belton ISD website has a link to current job postings. These positions are open to all
employees and outside applicants.

Logging into Skyward Employee Access

To view details and apply for position openings, log in to Skyward Employee Access. Use the Skyward
Finance link under the staff tab on the BISD homepage.
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The login screen will appear.

Enter your Skyward Employee Access username & password and click Sign In.
Viewing Posted Transfer Positions in Fast Track

To view posted transfer positions, after you have logged into Employee Access, click on the button for
Fast Track Open Positions.
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Check the box next to the criteria to search for a specific type of position, assighment or location.
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To filter the available posted positions, choose from the
categories displayed here and dick "Search For Posted
Positions',

To view ALL posted positions, do not select any filter
categories.
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Zalton 15D reservas the right to modify the details of 3 pasition posting at any time. Eelton ISD does not discriminate on the basis of race, color, national arigin, sex, religion, disability, cr ag in its programs, activities or emplayment practices. For inquiries regarding tha non-discrimination
sclicies, contact: Executive Director of Human Resources (254) 215-2015, or Director of Specal Education (254) 215-2112, 400 North Wall, Belton, T 76513,

A list of all available positions will appear.
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Check the box on the far left for any job you are interested in, and then click View Details of
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The job details page will open. On this page you can review the salary information, the job description,
and other details. If you meet the position requirements, click on the Apply for Position button.

Position Details

For Posil
Position Information Apply For Position

Listing ID: 141121002 Salary: Depends on Experience & Certificat. Lt
Position: Teacher Salary Matrix: LOC1415B
Assignment: SP ED Life Skills Step Range: 0 - $43,300.00 to 0 - $43,300.00 (contract)
Location: Belton High School Employment Type: Full Time
Department: HS TEACHER Job Descriptions: Teacher Special Education (Attachment) View
Job Type: Teacher Pay Schedule Application Deadline: Until Filled
Stat t of A t - PLEASE READ THIS SECTION

It is your responsibility to insure that the required documents are submitted with your application. The required documents are listed on the position. If you
are not able to upload your documents, and wish to mail or fax them to the district for upload, please login to your application frequently to verify that
documents were received and uploaded. If you submit more than one type of application, the attachments will be uploaded to both applications.

Applications are reviewed upon submission, and interviews are scheduled from that point forward, based upon the application pool. Please check your email
frequently for a "Request for Interview" email. Not all applicants will be granted an interview.

NOTICE FOR SUBSTITUTE APPLICANTS: Please make sure you activate your application and also apply for the substitute job posting. Directions regarding
substitute orientation are outlined on the district website:  http://www.bisd.net/Page/234

1 grant permission for Belton ISD to request personal and employment references from those listed, and certify that I can, and will upon request, substantiate
all statements made on this application and that such statements are true, complete to the best of my knowledge and are made in good faith. 1 understand
that any misrepresentation of this information shall be cause for denial or employment and, if employed, for dismissal. Submission certifies that I hereby
expressly authorize the Board of Education, its agents, and its employees to investigate my personal or employment history, expressly including, but not
limited to federal and/or state criminal, law enforcement, or traffic records, which may include confirmation by fingerprint identification.

Applying for a Position : Logging In
After you check “Apply for Position” on a job details page, the Log In screen will appear.

The application system is a SEPARATE LOGIN & PROFILE THAN THE SKYWARD EMPLOYEE ACCESS. IF
THIS IS THE FIRST TIME YOU HAVE APPLIED FOR A JOB USING FASTRACK YOU WILL NEED TO SET
YOURSELF UP AS A NEW USER FOR THIS SYSTEM.

Existing Users Please Log In

Username: \ \

Password: \ \

Log In

Forgot your username/password?

New Users Please Create a Profile
11 Would Like To Create a New Profile

Your Email Address:

* Your First Name:

* Your Last Name:

* Your Username:

* Your Password:

* Re-Enter Password:
* Your SSN:

* Re-Enter SSN:

Why do we collect this information?

1 acknowledge that I have read the "Why do we collect this informigtion?” statement.

Back



New Users:

If you have never before applied online using the Fast Track system, check the box that says “l Would
Like to Create A Profile” and then fill out the required fields and click Create Profile. Your Belton ISD
email address and your name will pre-fill for you.

Existing Users:

If you have applied for a position with Belton ISD using the Fast Track system before, you MUST use the
same username and password you created originally to start your new application. It may NOT be the
same as your Skyward login information since you are able to create your own username and
password for FastTrack. Fill out this information in the top section and then click Log In.

Forgot your username or password? If you have forgotten your user name and password, click
on the link that says Forgot your username/password? and then enter the email address you
used when you applied and click Send Account Info. Your application information will be
emailed to you

Existing Users Please Log In
Username:
Password:
Log In

Forgot your usermame/password?

Applying for a Position: Starting an Application

After you have logged in or created your profile, you will see the job application page. The number of
sections you are required to complete will vary depending on the job type, but you will see a listing page
that shows each section you need to fill out. Each section will be marked Incomplete in red to begin
with. Click on the Add button for the first incomplete section to begin entering required information.



Job Listing

Listing ID: 201216001 Location: Tarver Elementary Type: |Full Time
Position: Teacher Dept: TARVER ELEM TEACHER Deadline: Unfil Filled Cancel Application
Assignment: Reg Ed Group: Appl. Status: |Not Submitted E
View Details Of This Job Listing '
This position has 10 sections to complete before you can submit your application. The sections are listed below and can be Return to Profile L

completed in any order. Each section (except Comments) contains a checkbox indicating that you have entered the information
to the best of your abilities. Checking the checkbox will also change the status of the corresponding section below to
‘Completed’. When no sections are marked 'Incomplete’, you may submit your application to Human Resources with the button
at the right.

Contact Information Incomplete Edit !
Conditions of Employment Incomplete Add
Education History Incomplete Edit
Certifications/Licenses Incomplete Edit
Employment History Incomplete Edit
General Questions Incomplete Add 5
References Completed Edit
Attachments Incomplete Edit
Gallup TeacherInsight Incomplete Edit
Comments Optional Add

Beltan ISD reserves the right to madify the detsils of 3 pasition posting at any time. Balton ISD requests information shout age, sex. race/ethnicity, social security, drivers license numbers for the purpase of |
obtaining criminal history record information and for compliance with EEOC requirements. Belton ISD does not discriminate on the basis of race, color, naticnal origin, sex, religion, disability, or 2ge in is
programs, activities or employment practices. For inguiries regarding the non-discrimination policies, contack: Assistant Superintendent of Human Rescurces (254) 215-2015, or Executive Director of Special
Programs {254) 215-2112, 400 North Wall, Belton, TX 76513,

Applying for a Position: Completing & Saving a Section of the Application

When you are working on a section of the application, you will see any required fields listed with an
asterisk beside them (*). INFORMATION AVAILABLE IN YOUR EMPLOYEE PROFILE (such as address,
certifications, etc. will pre-fill for you.)

Complete all required fields, then check the box at the top of the screen that says you have
completed the section to the best of your ability. Then click the Save button.

I Have Completed This Contact Information To The Best Of My Abilities: O Save and
Close
Save and
Name and Contact Information el
* First Name: [MARY | Middle: | | * Last Name:_ B
* Street Address: [123 Anywhere Street ] [ International Address
Address Line 2: | | PO.Box:[ |
* Postal Code: 76513 -
* City: [Belton [* state:[Tx | & Cnuntry:
* Primary Phone: | [ Exct:| |
Alternate Phone: | [ Ext:[ |
Other Name Used: |

Confidential Information
* Social Security Number: jessssssss
* Re-Enter Social Security Number:
Drivers License Number: 999999999 | DL State: x|
* Are You An Employee of the District: O YES @ NO




If you do not have data for a section such as employment history, education history, or certifications,
you can leave the entire section blank but you still must check the box at the top of the screen that says
you have completed that section to the best of your abilities, then click Save, before that section can be

completed.
Employment History
Applicant Information ng, :end
Username: mbeasley Email: marlina.beasley@bisd.net Close

First Name: MARY Middle: Last Name: SMITH

I Have Completed This Employment History To The Best Of My Abilities: ]

Employment History
Records will be resorted by Starting Date after saving.

Enter the Starting/Ending Dates as accurately as possible.

1

Company:i | Starting Date: | 5] Ending Date: | I_,.
Address: | | Starting Salary: | 0.00 Ending Salary: O.IJ(}J!
City/State/Zip: | | Contact Name: | |
Contact Phone: | Il JExt:] |
Position Title: | | Contact Email: |
Responsibilities:
Currently Employed: O Yes O No OK To Contact This Employer: O Yes O No
Reason For Leaving: | |
2
Company: | | Starting Date: | \: Ending Date: | ;
Address: | | Starting Salary: | 0.00 Ending Salary: | 0.00]
City/State/Zip: | | Contact Name: | |
rantart Dhana: | T lewt| 1

You will be returned to the main application page after you save a section. The section you just finished
will be marked “Complete” instead of “Incomplete”. You can return to a section by clicking Edit, or
move on to the next Incomplete section and click Add to update the information in that section.

Profile Data for MARY SMITH Your Account
Profile Section Status Last Updated View Messages

Update Email Address and Username/Password Completed 11/24/2014

Update Name and Contact Information Completed 11/24/2014 Log Out

Update Conditions of Employment Completed 11/24/2014

Update Education History Incomplete

Update Certifications/Licenses Incomplete View Posted Positions

Update Employment History Completed 11/24/2014

Update General Questions Incomplete

Update References Completed

Update Attachments Optional

Update Comments Optional

Your Applications
| ,uw’@_xg } Processing (0)  Closed (1)

Open Applications:

Position a Assignment Location New Msg | Status Deadline Positior
Teacrer e nraion |0l i e L4112

Applying for a Position: Attaching a Resume & Cover Letter

If you have a resume & cover letter, those items can be attached to your online application in the
Attachments section of the application. Click the Add button in the Attachments section to upload

them.

The attachments window will open. If you have previously uploaded a resume or cover letter, that will
be listed here. If you have never uploaded a resume or cover letter, the File column will say “Not
Entered”. Click the Update link to upload a resume or cover letter:



Attachments
Attachments Lo

Below are the Attachments for your open applications. Changes will apply to all open applications that use the same attachment type.

All required attachments have been uploaded: &

Attachment Type File Last Updated
Update: Cowver Letter Not Entered
Update: Resume Not Entered
Update: Certification Not Entered
Update: Transcripts Not Entered
Update: Reference Letter 1 Not Entered
Update: Reference Letter 2 Net Entered
Update: Reference Letter 3 Net Entered

The attachment window will open. This window will allow you to click the Browse button to find a file
on your computer to upload. The file types allowed are : Word or text documents, PDF files, and Excel

spreadsheets. After you have selected the file, you can click the Save button.

same Resume attachment type. Any existing Resume files will be

Resume Attachment Save

Uploading a new Resume attachment will apply that file to all open applications that use Back
overwritten if you upload a new file.
Current File: None

Attachment: Browse...
10MB maximum.

Belton 1SD reserves the right to modify the details of a position posting at any time. Belton 1SD does not discriminate on the basis of race, color, national origin, sex, religion, disability, or age in its programs, activities or
employment practices. For inguiries regarding the non-discrimination policies, contact: Executive Director of Human Resources (254) 215-2015, or Director of Spedial Education (254) 215-2112, 400 North Wall, Belton, TX 76512

You will be returned to the Attachments window, where you can repeat the steps to upload a cover
letter, or just click Back if you are done updating this section.

Applying for a Position: Attaching a Video

If you are applying for a teacher position you are required to upload a video (1 minute maximum) of
yourself in the attachment section of this application. Your video is based on a set of questions that
can be found under the “General Questions” section of the application. Acceptable video formats
include AVI, MOV, MPR, and WMV.

Attachments Close

Below are the shared Attachments for your open applications. Changes will apply to all open applications that use the same
attachment type and do not have a unigue attachment assigned.

All required attachments have been uploaded:

Attachment Type File Last Updated
Update: Cover Letter Nat Entered
Update: Resume Not Entered
Update: Certification Not Entered
Update: Transcripts Not Entered
Update: Reference Letter 1 Not Entered
Updzate: Reference Letter 2 Not Entered
Update: Reference Letter 3 Not Entered
Update: Video = Not Entered




Applying for a Position: Gallup Teacherinsight

If you are applying for a teacher position you will need to complete the Gallup Teacherlnsight assessment
before you can submit your application to HR.

Applying for a Position: Submitting Your Application to HR

You can only submit your application to HR once you have completed all required sections of the
application. The “Submit to HR” button will appear grayed out and cannot be used until the application
is completed as required. Once all required sections have been updated from Incomplete to
Completed, the Submit to HR button can be used. Click this button to submit your application to HR.

Job Listing
Listing ID: [201216001 Location: Tarver Elementary Type: Full Time
Position: Teacher Dept: TARVER ELEM TEACHER Deadline: Until Filled Cancel Application
Assignment: Reg Ed Group: Appl. Status: Mot Submitted
View Details Of This Job Listing
This position has 10 sections to complete before you can submit your application. The sections are listed below and can be Return to Profile

completed in any order. Each section (except Comments) contains a checkbox indicating that you have entered the information
to the best of your abilities. Checking the checkbox will also change the status of the corresponding section below to
‘Completed’. When no sections are marked "Incomplete’, you may submit your application to Human Resources with the button
at the right.

Contact Information Incomplete Edit
Conditions of Employment Incomplete Add
Education History Incomplete Edit
Certifications/Licenses Incomplete Edit
Employment History Incomplete Edit
General Questions Incomplete Add
References Completed Edit
Attachments Incomplete Edit
Gallup TeacherInsight Incomplete Edit
Comments Optional Add

Eelton ISD reserves the right bo modify the detsils of a position posting at any time. Balton ISD requests information about age, sex, race/ethnicty, social security, drivers license numbers for the purpose of
obtaining criminal history record information and for compliance with EEOC requirements. Balton ISD dees not discriminate on the basis of race, coler, naticnal origin, sex, religion, disability, or age in its
programs, activities or employment practices. For inguiries regarding the non-discrimination pelicies, contact: Assistant Superintendent of Human Resources {254) 215-2015, or Executive Director of Special
Programs {254) 215-2112, 400 Morth Wall, Belton, TX 76513.



Once you click the Submit to HR button, you will be sent to the Applicant Profile page. You will see the
application listed here and can click the Edit button if you need to return to it to update any section.
You can also update a section individually by clicking on the Update links on this page. Please note
that once your application moves to the processing stage, it can no longer be edited.

Profile Section Status Last Updated View Messages
Email Address and Username/Password Completed 02/06/2021

Name and Contact Information Completed 02/08/2021 Log Cut
Conditions of Employment Completed 02/06/2021

Education History Completed 02/06/2021

Certifications/Licenses Completed 02/06/2021 View Posted Positions
Employment History Completed 02/06/2021

General Questions Completed 02/07/2021

References Completed 02/09/2021

Attachments Completed 02/07/2021

Gallup TeacherInsight Completed 02/08/2021

Comments Optional

Processing {0)  Closed (11)

0Open Applications:
\ Position . Assignment Location Mew Msg | Status

@ e ek [sclonEaih Cidwoisim] 0Sbmied |0

If you wish to apply for additional jobs, click on the View Posted Positions button here and you can
apply for an additional posted position. Note that application sections that are the same for other
positions do not have to be completed again.

Applying for a Position: Email Notifications

If you included an email address in your account profile, you may receive the following email
notifications:

e Applied for Job Posting (subject line: “Thank you for applying”)

e Interview Requested (subject line: “Interview requested”)

e Position Filled (subject line: “Position filled”)

e Position Requirements changed (subject line: “Position Requirements changed”)

You will be contacted personally by the hiring manager if you are selected for an interview, and also by
the Human Resources if you are being considered for hire.
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