
Log in to BTS (please use Citrix when accessing BTS on a MAC) 

HR Self-Service 



HR Self-Service 

There is a new tab in your BTS access called HR Self-Service 



Click on the “HR Self-Service” tab and then on “Principals” 
The New Eligible List/Intent to Hire Page will appear (below) 

 



Principals can 
search for a list of 
eligible candidates 
to contact and hire 
by going through 
the selection 
criteria. 
 

Click “Search” once the 
criteria have been made. 



A list of candidates will be generated for the principal to contact. This data can be 
exported into an Excel spreadsheet.  (Please note that the list is on real time and may 
change upon Intent to Hires being submitted by other principals) 

Example – If the principal decided to hire Luis Avila he or she would click the box next 
to the name and click “Intent to Hire.” 



You can filter and sort when 
you are doing a search. Start 
by clicking the filter button. To look for teachers who live in the 

Burbank area, type in the city or part of 
a name and use * 

Burb* 



All teachers living in Burbank will appear from the filter.  



Intent to Hire Screen (ITH) The hiring school 
and candidate 
information will 
populate 

Select one of their vacant lines from “Select a Vacant Position” or enter a PCN for 
a future opening and zero budget line.  
 
Once completed, click “Submit.” 

Enter Proposed 
Start Date 

Enter notes for 
your Personnel 
Specialist 

If the principal has 
more than one site-
please select, if not, 
school site will auto 
populate. 

In Place of:  Enter 
employee number 
or name of the 
employee 

1 2 

5 

6 

4 

7 

Enter Grade level 

3 

8 



This is the message you will receive once the ITH is submitted. 

An email will be sent to the specialist notifying him or her about a new ITH 
submitted. 



The Principal/User will also receive an auto email after submitting the Intent to 
Hire.  

You are done!!!  
Your Personnel Specialist will contact you with either an “Approved” or “Not 
Approved”.  If you have any questions, please contact your Personnel Specialist.  



Please contact your 
Personnel Specialist  

For questions or help. 


