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HR Self-Service

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

wotcome [N

Upcoming Dates
L |

Detailed Navigation li‘

The BTS website supports Internet Explorer 10 and 11 (IE 10 & IE11) in Compatibility View.
* Upcoming Dates
= About BTS A .
.  RI3 Logoff Procedure Upcoming Time Entry Cut-Off Dates
= Tech Support
- Help Zone | CUT-OFFDATES |  PAYROLLAREA | PAYPERIOD | PAYDATES
* Leaming Zane \April 29, 2016 (SM)  |Semi-Monthly April 16 =30 May 6, 2016
* SAPBusiness Workplace May 16, 2016 (SM) |semi-Monthly May 1- 15 IMay 23, 2016
= Time Statement -
RS May 20, 2016 (CL) [Classified May 1 -31 IMay 31, 2016
+ Fund/Functional Area Translator May 24, 2016 (CE) |Certificated May 1 - 31 \June 3, 2016
Portal Favorites =g [June 1,2016 (SM)  |Semi-Monthly May 16 — 31 June 8, 2016

For a complete schedule, please click on Payroll Schedule on the left side navigation bar from the Tir



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

Placement Specialists | Principals

Eligible List / Intent to Hire
4] 4

Detailed Navigation Ij

= Eligible List / Intent to Hire

Portal Favorites

HR Self-Service

Intent to Hire

Selection Criteria

Job Family: *
Job Class: *

Click “Search” once the
criteria have been made.

Principals can

search for a list of
eligible candidates
to contact and hire

by going through
the selection

pSslst - "/ criteria.
— Select —-

|Teacher v|

ELEMENTARY TEACHER £
SECOMNDARY TEACHER
SPECIAL EDUCATION TEACHER

Eligible List / Intent to Hire
al |
Detailed Navigation

= Eligible List/ Intent to Hire

Portal Favorites
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Selection Criteria

Job Family: *

Job Class: *
\ Subject: *
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English
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Science, Chemistry

Science, Physics

Saocial Science




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)

Intent to Hire

Selection Criteria

Job Famiby: * |T&ﬂch&r v|
Job Class: * |SECONDARY TEACHER -|
Subject; * [English -|
Search Result: 196 Hits
View: |[Standard View] v || Export.a
Name Subject E-mail Phone 1
THOMAS ADAMS English TAA1S42@LAUSD NET 80557748
JOHAN AGHEVLI English JGAZ408@LALISD NET 81872031
ANUSH ALEKSANY AN Englizh ANA4120@LAUSD. NET 81384543
DAWN AVERIETTE Englizh DMASTE1@LAUSD.NET 32323440
— 7 | LUIS AVILA English LIADS26@LALSD NET 81368815
Brandon Abraham Englizh BRANDON ABRAHAM@LAUSD NET | 21359068
Kathya Arriaran English KPAZOES@LALSD. MET 81363499
llene Atkin Englizh [XA4B5T@LAUSD NET 81364608
ROMALD BAER English RBAER1@LAUSD NET 81348475
ELEANOR BARBOUR English EABO720@LAUSD.MET 81342720

% ntant tn Hire

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.”



To look for teachers who live in the
Burbank area, type in the city or part of
a name and use *

Phone 1

8186460828
8186381516
8184347505
3108215187
3103516374
6263010255
3236652511
3623353075
FO2-T27-89718
3233635819

Phone 2

3103516374

3623353075

3233635819

Preferred Local Districts

You can filter and sort when
you are doing a search. Start
by clicking the filter button.

City

Burb*
EMCING
BURBAMNK
Glendale
WENICE

LOS ANGELES
Monrovia

LOS ANGELES
LONG BEACH
LASWEGAS
LOS ANGELES

ZIP Code -

91316
91506
91203
S025
a0047
81018
g0028
80808
ga074
g0008



All teachers living in Burbank will appear from the filter.

[Teacher -|
[SECONDARY TEACHER -|
[English -|
141 Hits N\
d View] ~|| Exporta \
Subject E-mail Phone 1 Phone 2 Preferred Local Districts \\ City ZIP Coy
Burt?|
Engligh LIAOS2E@LALSD. NET 8186881516 BURBANK 91508




The hiring school Intent to Hire Screen (ITH)

and candidate
information will

Intent to Hire

If the principal has

Otrg. Unit: = [— Select — - |

populate Candidate: 2 Luis Awila 1 more than one site-
Class: SECONDARY TEACHER please select, if not
Enter Grade level . ’ ’
Subject: English school site will auto

Grade Level 3 populate

Select a Vacant Pesition: Cr Enter a PCH:

In Place of: Enter

In Place of: "
employee number r ariDate: = 5 = ,
or name Of the Mote to Personnel Specialist:

employee

7
Enter Proposed 7
Start Date
Enter notes for [ Submit |[ Cancel
your Personnel /
Specialist 8

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.”



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

\ Intent fo Hire

wour request was submitted successfully. vour Personnel Specialist will be contacting wou shorthy.

Crrg. Unit; * T5th Street EEC

Candidate: Luiz Awila

Job Class: SECONDARY TEACHER

Subject: English

Grade Level: 2

Select a Wacant Positicn: Or Enter a PCH:
In Place of: Jack N Box

Requested Start Date: * L e

Mote te Personnel Specialist: Please process my Intent to Hire

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.

Created =1 RH E-Recruiting Refer 01

pear [T

The following request to hire was submitted:

MWame of Reguestor: RH E-Recruiting Refer 01 (RH_REFERO1@LAUSD.NET)
Job Class: Couns, Secondary

Subject: Counselor K-12

Grade Level: 9-12

PCM: 30000000

In Place of: Jﬂrge_

Requested Start Date: 05/03/2016

Candidate
Eligible Job: Couns, Secondary

Eligible Subject(s): Counselor K-12
Phone 1: 818907 0
Phone 2:

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.




