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Goto WWW.EPISD.ORG 

 

Click on Join Our Team 

On the Join Our Team page select District Vacancies. 
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Select the New Applicants button. 

 

This will take you to the District Job Posting Page.  Please select one of the job categories by clicking 
on it. 
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   This will open the positions that are open for that category.  Click on the APPLY button next to the  
    position you are interested in. 
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  This will bring you to the page where you register.  If you have never registered before click on the  
   NEW APPLICANTS Register button.  

If you have already registered before click on the REGISTERED USERS Sign-In button.      Read the 
all the information on this page.  Pay close attention to the information in RED. 

       If you are a NEW registrant, you selected the New Applicants Register button, the system will take  
        you to this page.   
 
 
 

 
 



 

IT Business Systems Group  Page 7 
July 2022 
 

IT Business Systems Group 

My Profile 
    Login Information 

Registration is step 1 of 4. 

   

Complete the information as instructed in RED.  Make sure you complete the information that has 
a red asterisk next to it.  When you have completed all the information click the SAVE AND 
CONTINUE button at the bottom. 

You will receive a warning if you did not enter a middle name or initial. 

 

 

 

 

 

 

If you do not have a middle name or initial click OK.  Remember, this is the information that 
appears on your Social Security card and should match exactly. 
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If you already have a profile on the system, you will get the following message at the top of the 
screen.  Go back and use the Registered Users Sign-In. 

After you complete entering all the information, Click the SAVE AND CONTINUE button on the    
bottom. 

Contact Information  

Next is Step 2 of Registration.  Complete your Contact Information.  Pay close attention to 
the boxes with the red asterisks as these are mandatory fields. 

 

After you complete entering all the information, click the SAVE and CONTINUE button at the 
bottom. 
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Criminal History 

  Next is Step 4 of Registration.  Complete your Criminal History. 

 

Clicking on the red I’s in the circles to the right, will give you more information about that field. 

After you complete entering the information, click the SAVE and CONTINUE button at the 
bottom.  DO NOT forget the I agree or I Do Not Agree radio button at the bottom.  Read the 
information carefully. 

Career Opportunities 
 

Select a Career Area by clicking on it.  You do not need to click on CONTINUE, the screen will 
progress automatically. 
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Check a box next to the job description you wish to view.  Click the SAVE CHANGES button at the 
bottom. 

You will receive a Notice Box. 

 

 

 

 

 

 

 

 

Click the OK button after you have read the information in the box. 

   Click the CONTINUE button at the bottom of the page. 

Contact Origin 
 

From the drop down menu using the down carrot in the box select a reason where you heard about 
employment opportunities at El Paso Independent School district. 
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After you make your selection, Click the Continue button. 

Personal Information 
   

Complete all the information especially those radio buttons with a red asterisk next to them.  After 
you complete the information click the SAVE and CONTINUE button. 

Additional Languages 
 

Add any additional languages. 

 

When you click ADD button the following screen will appear. 

 

Using the down carrot at the end of the Language box, select the language from the drop down 
menu.  Check the boxes that apply.  Click the OK button when you have completed marking the 
information.  You will return to the Additional Languages page.   

Navigation Bar 
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On this page you can you can add, edit or delete the information that appears.  Add will allow you to 
add additional information.  Edit will allow you to edit existing information by highlighting the line 
you wish to edit then clicking the Edit button.  Delete works the same way except you are clicking 
the Delete button.  A confirmation box will appear (see above) and if you wish to delete the 
information, select Yes, otherwise select No.  If no changes need to be made, click the CONTINUE 
button. 

Certifications 

Click the appropriate radio button. 

If you click any of the certification radio buttons, except the No Certifications button, the following 
screen will open. 

Complete the required information then click the OK button. 

If you select the No Certification button, the following box will appear.  It asks, How do you qualify 
for this position without a certification? 
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In the box, type why you qualify.  Click the SAVE and CONTINUE button when you have completed 
the information. 

Licenses 
 

 The following screen will open. 

 Add all the licenses that you hold.   

 

Click the ADD button.  The following screen will open.   

 

Complete the information especially the boxes with the red asterisks.  Click the down carrot at the 
end of the License box to select the correct license.  If you do not hold a license select None from 
the drop down menu.  Add Texas to the state box otherwise select the state you earned the license 
in, if you selected a license.  Add El Paso to the city box if you do not have a license otherwise add 
the city you earned the license in, if you selected a license.   
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   Once you have completed the information, you can click the OK button.  If you do not have a license,    
the In Process can be No and you do not need to complete the Issue Date, Expiration Date, and 
License Number. 

The screen that will display will list the information you entered in Licenses. 

 

You can Edit, Delete and add Notes to the information that displays here.  Highlight the line you 
wish to Edit, Delete or add Notes to, then click the appropriate button.  If you select the Delete 
button you will get a confirmation screen asking if you wish to delete this item. 

 

Select Yes if you wish to delete it, otherwise select No.  If you have completed all the information for 
Licenses then click the SAVE and CONTINUE button. 
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Education History  

 

Click the ADD button and add your education history.  The following screen will open.  Select the 

education history level radio button. 

If you select the College/University button, the following screen will appear. 

Complete the name of your college or university by clicking on the down carrot at the end of the box 
and select it from the drop down menu.  Enter Degree Earned, From and To dates.  Enter your 
Graduation Date or Anticipated Date.  Enter your Major and Minor and the GPA’s for each.  Click the 
Add button. 

If you select the Business Trade School/Business School radio button the following screen will 
appear. 
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When you click the CONTINUE button the next screen will appear. 

 

 

Click the down carrot at the end of the box to select from the drop down menu for Country and 
State.  Type in the City and School Name.  Click the radio button to confirm if you were awarded a 
Completion Certificate.  Click the Continue button after you have finished. 

If you select the High School/GED Education (including No High School Diploma or GED) button the 
following screen will appear. 

 

Select the down carrot at the end of boxes of Country and State to select from the drop down 
menus.  Type in the City and School Name.  Click the Continue button.  The following screen will 
open. 
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You can ADD information by completing FROM date and TO date then selecting the radio button for 
either GED, High School or No Diploma. 

If you select the GED radio button the following screen appears: 

Enter the Completion date or the anticipated completion date. 

 

If you select High School the following screen appears: 

Enter the Graduation date or anticipated date.  Click the Continue button. 
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Education History Degree Editor 
 

Add/Edit your degree.  Enter your graduation date.  Enter your major and minor and your GPA’s.  
Click the Save button when you have completed entering the information on this page.  The 
information you entered will appear at the top of the following screen.   

 

You can add additional information by clicking the Add button or Edit the information that appears.  
If you edit, highlight the line you wish to edit.  Click the Edit button.  After you have complete 
Adding information or Editing information, click the SAVE button.  This will return you to the above 
screen and display the information you entered.  Click the Continue button.  This will return you to a 
similar screen except now you have a Delete button.  If you wish to delete an entry, highlight the 

line then click the Delete button.  You will receive a confirmation button asking if you actually do 
wish to delete the item.  If you do, select Yes, otherwise select No.  Click the CONTINUE button. 
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Work Experience 
 

Choose your Experience Type by clicking on the radio button. 

 

Each radio button will bring up an additional screen except the No Experience button.  Complete the 
information especially the mandatory boxes with the red asterisk next to them. 

 

The check box for Multiple Entries at the bottom is for more Work Experience at a different location. 
Check this if you have more work experience to enter.  When you have completed entering your 
work experience, click the OK button.  
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This will take you to a screen this lists your work experience.  You can ADD, EDIT or DELETE any of 
the information listed by highlighting the line then selecting the EDIT or DELETE buttons.  Delete 
will give you a confirmation screen.  Select Yes if you wish to delete the item, otherwise select No. 

 

 

 The ADD button provides you the opportunity to add more work experience.  Edit will allow you to 
edit any existing work experience depending on the line you highlighted.  When you are on this page 
and have completed your work experience, click the CONTINUE button. 

  References 
 

  Click the ADD button.   
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Begin entering your references.   

 

Click the down carrot that appears at the end of the Reference Type box for a list then select the 
item.  After you complete entering the information, click the OK button.   

 

This will return you to the screen that displays all information entered.  From this screen you can 
click ADD to add more references, Edit any existing references that you have by clicking on and 
highlighting the line, then the EDIT button or delete any references that are listed by clicking on and 
highlighting the line, then selecting the DELETE button.  Minimum number of references is three.  If 
there are no further references or changes to be made, Click the CONTINUE button at the bottom. 
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Moral Turpitude 
 

Read the information that appears on the screen.  To the right of the second question is a yes, no 
radio button.  Select the Yes or No radio button.  Click the SAVE and CONTINUE button at the 
bottom.  If you answer yes, you will need to provide detailed information. 

If you answer no, you can save and continue. 
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Pre-Employment Affidavit 
 

 

If you select the first check box, the next check box you must select is the Declaration of Applicant 
box at the bottom.  The next screen will be additional questions. 

Answer each question using the Yes or No radio button on the right hand side.  If you answer Yes to 
any of the questions, you will be asked to provide additional details.  After you complete answering 

the additional questions, click the SAVE and CONTINUE button at the bottom. 
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If you select the second check box of the Pre-Employment Affidavit, you will be required to add 
relevant facts. 

 

After you complete entering the relevant facts, do not forget to answer the Declaration of Applicant 
box at the bottom of the page.  click the SAVE and CONTINUE button.  Answer the additional 
questions by clicking on the radio button to the right of the question.  If you answer Yes to any of 
the questions, you will be asked to provide additional details.  After you complete answering the 
additional questions, click the SAVE and CONTINUE button at the bottom of the screen, 

If you select the third check box of the Pre-Employment Affidavit, you will be required to answer 
relevant facts. 

After you have completed answering the relevant facts, do not forget to check the box at the 
bottom of the page regarding Declaration of Applicant, then click the SAVE and CONTINUE button at 
the bottom of the page.  You will then be taken to Additional Questions.  You will answer YES or No 
to each question by selecting the radio button to the right of each question.  If you answer yes, you 
will need to provide detailed information for that question.  Once you have answered all the 
questions, click the SAVE and CONTINUE button at the bottom of the page. 
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Additional Questions 
 

  
  
Answer the questions by clicking on the Yes or No radio button.  They all must be answered because 
they all have a red asterisk next to them.  Click the SAVE and CONTINUE button when you have 
completed it.  If you need to go back a level, click the BACK button. 

 
 
Attachments 
 

The top of the page will display the attachments you will need for the position you are applying for. 

 

 

You will need to attach all documents that are required for this position.  The documents must be in 
Word or PDF format. 
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Click on the ADD button to attach documents.  You will use the ADD button for as many documents 
as you will need to attach.  Each time you click on the ADD button the following screen will open. 

 

 

 

 

 

 

 

You will click on Choose file box to locate where you have saved the scanned document and select it.  
It will appear in the area that currently displays “No file chosen”.  You will then click on the down 
arrow at the end of the attachment type to indicate what type of attachment this is.  When complete 
you will click the OK button.  

 The files you attached will display in the attachments area.  You can highlight a line and Click View 
Attachment to view the attachment.   

 

You can also highlight a line and click the Delete button. You will get a confirmation box asking if you 
are sure you want to delete.  Click Yes, if you are sure, and the attachment will be deleted. 
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After you have attached all the necessary documentation, click the CONTINUE button at the bottom. 

Submit Application 
 

Please read the AGREEMENT carefully.  If you agree with what you have read, click the I 
AGREE radio button.   

If you do not agree, click the I DO NOT AGREE, and therefore wish to discontinue the application 
process radio button.  Be aware that of the following disclaimer:  Please be advised that if the applicant 
does not agree to the above statements, this application will be deleted. 
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If you select the I agree button then click the Submit button the following screen will appear. 

 

If you select the EXIT button, you will be logged out.  If you click the Return to Job Selection button 
you will return to Job Selection Category so that you can apply for another job. 

If you have Submitted the Application you can PRINT it or Sign Out by selecting those options on the 
Navigation bar. 
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Registered Users Sign In 
 

If you are currently not signed in but already created a Profile use the Registered Users Sign in. 

The first thing after you login will be to UPDATE or REMOVE your Application.  Select the appropriate 
button. 
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If you select UPDATE you will be taken back into your application.  Click on Career Opportunities from 
the Navigation Bar.  If you have not submitted your Application yet, you will need to select the 
Category you selected before by clicking on it. 

 

The next screen that appears will be the SELECT JOBS.  Check the box of the job you wanted and select 
the Save Changes button. 
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This will return you to the Job Categories screen with a Notice box.  After reading the information, 
click the OK box, then click the Conrinue box. 

 

This will open the Navigation bar.  Select which ever item you have not completed.  It will not have a 
check mark next to it.  You can also make changes to the items check marked by selecting it on the 
Navigation bar then highlighting the line and clicking the EDIT button when it appears on your screen. 

After you complete your application and submit it, the following screen will appear. 

If you select the EXIT button you will be logged out.  If you select the Return to Job Selection button, 
you will return to the Job Category screen and you can complete another application. 

Print 
 

We recommend that you print your submitted application first, before exiting and selecting Return to 
Job Selection button.  Select the Print option from the Navigation Bar. 
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The following screen will appear: 
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When your application is ready to print the following screen will appear: 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Print icon in the upper right hand corner.  The Application should print on your printer. 

 


