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1. Go to: www.mcpss.com 

 
2. Click SYSTEM, then click 
Human Resources. 

 

  

 
 

 
3. Under the 
EMPLOYMENT header, 
click Job Opportunities.  

 

 
 
 
 
 
4. Click the Apply Now! 
button.  

 

http://www.mcpss.com/


  Internal Applicants                     Internal Applicant  
                      Internal Application Work Instructions 

 

Revision E 
Date of Revision: January 20, 2023 

Page 2 of 4 
 

 
 
5. Click the Transfer 
Application link.  

 
 
 
 
 
 
6. Enter your credentials, then 
login to your application. 

 
 

 
 
 
7. Click “Accept” at the 
bottom of the Disclaimer 
page, if you accept the terms 
as provided. 

 

 

   
 
8. Click “My Application” 
from the Welcome screen (at 
the top-left corner in the blue 
bar). 
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9. Fill out each item marked 
with a red asterisk (*) on each 
page of the Application Menu 
and click the blue “SAVE 
AND NEXT” button at the 
bottom once you finish each 
page. 

 
• For existing applications, 

be sure to review and 
update all previously 
entered information prior 
to applying for a job. 

 

 
 

10. Click on “Jobs” then “All 
Jobs” (in the blue bar at the 
top of the page) to view the 
list of available positions to 
apply for. 

 

 

 
 
 

11. Click the blue 
“VIEW/APPLY” button next 
to the job title that you are 
interested in to open the job 
description page. 

 

 



  Internal Applicants                     Internal Applicant  
                      Internal Application Work Instructions 

 

Revision E 
Date of Revision: January 20, 2023 

Page 4 of 4 
 

 
12. Click the blue “APPLY 
FOR THIS JOB” button at 

the top-left of your screen to 
attach your application to the 

job advertisement. 
 

 
 

13. You will be taken back to 
the page that lists all jobs and 
should see “Yes” under the 
“APPLIED” column on the 
right-hand side of your 
screen. 

 

 
14. You may apply for as 
many jobs as you are 
interested in by repeating 
steps 10 – 12. 

 
 
 
 
 

 


