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1. Before proceeding with the application instructions, please 

review the attachment requirements for the job posting you are 

applying for.  You can find these requirements on the EPISD Job 

Posting Page under the Posting ID link. 
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2.  After you have reviewed the requirements, click on Apply. 

Sign into the Frontline Employee Service Center.  Enter your 

Frontline User ID and Password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select “My Employment Records” from the side menu.  Select 

“My Employee Transfer Request”. Please note that you will be 

applying for a posted position and not a lateral transfer. 

 



 

 

 

 

4. Under Job Selection, click on the appropriate Job Category. 

These Job Categories match the categories on the EPISD Job 

Posting Page. 

 

 

 

 

 

 

 



5. Click on the checkbox for the posted position you wish to 

apply for.  Please note, only POOLED postings will allow you to 

choose an Organization.  Click SAVE CHANGES. 

 

 

6. Click OK in the Notice box.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. From the Job Selection page, click CONTINUE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Select Assignment or Location as your application preference. 

If you applied for more than one posted position, you may move 

the assignment or location up or down depending on the order of 

your preference. Click CONTINUE. 



9. Select 'Posted Position' as the Application reason. Click 

CONTINUE. 

 

10.  The position you are applying for will most likely require 

three references.  Click ADD to add your references.  All required 

fields are designated with a red star.  When you are finished, click 

OK.  Proceed to add additional references.  When all references 

have been entered, click CONTINUE. 

 

 

 

 

 

 

 



11. Add all attachments from Step 1 that are required for the 

position you are applying for. Click Upload and select your 

document. Choose the Type of attachment from the Type drop 

down menu. Click CONTINUE. 

 

 

 

 

 

 

 

 

12. Click SUBMIT. Your application has been submitted. 


