
In order to apply for the Substitute position, you must first create your account: 

• Select Standard Application. When filling out your information be sure to check 
“substitute” as the application type.  Once you fill out your application, select “Save and 
Next.” You will receive a notification that you have successfully created your account. 
Select “Login.” 

• You will be prompted to add three account recovery questions. Click Save. Review the 
Disclaimer and select “Accept,” if you agree. 

• To apply for the position you will have to click on “My Application.” You will have to 
complete you candidate profile. Click on each tab to fill in information on each section.  

• Be sure to upload your resume and an official copy of your education documents.  
• Once you get to the Verification and Authorization tab, read each statement carefully and 

check the boxes as confirmation. The next page will go over required attachments for 
each application type. Click Next. Select “View/Apply” to your position of interest. 

• You have not applied until you select “Apply for this job.” You will receive an email once 
you have applied for the position.  

Please see the screen shots below of the application process: 

 



 

 



 

 



 

 



  

 

 



 



  

 

 

 

 



 


