INSTRUCTIONS FOR WEB-BASED APPLICATIONS

Applications for the Coweta County School System were created in Microsoft Office Excel (spreadsheet).  You must have this program on your computer in order to complete the application.

STOP! – DO NOT TRY TO COMPLETE THE APPLICATION VIA THE INTERNET – YOU MUST FIRST DOWNLOAD A COPY TO YOUR COMPUTER.  Please follow these instructions:

· To download a copy of an application – With the application closed just right click on the application and select “Save Target As”.

· Decide where you want to place your file by making a selection in the “Save In” box.  

(i.e. Desktop)

· Save

Now you have saved a copy of the file.

You are now ready to complete your copy of the application.

· Be sure to close or minimize the Internet screen and locate the saved application.

· Open the application by double clicking on it.

· Remember that this application is an Excel Workbook with tabs across the bottom of the form.  These tabs are the different pages in the workbook application.

· Click on the far left arrow at the bottom of the page; this takes you to the first page of the application.  Read this page before completing application.  

· Use the right scroll bar to move up and down within the page.

· Use your mouse and/or tab key to maneuver within the application.

· Complete page 1 of the application, click on tab at the bottom of the screen for page 2, so on and so forth.

Be sure and save while you are in the process of completing the application.

A few pointers:
Phone numbers and dates will automatically format as designed.

Check boxes – point and click to add or remove a check.

The pages of the workbook are listed at the bottom of the workbook.  You may select the page you need by clicking on the tab and move back/forth between pages as desired.

When you have finished the application and ready to print follow these procedures:

(Please be sure and check application for completeness.)

· Go to File, “Print”

· At this screen you will be asked what you want to print; active page (only the page that you are presently on), a number of pages, or the entire workbook – Select “Entire Workbook”

· Now you have printed a copy for your file and you have printed the reference forms as well. 

Emailing your application:

· Close your application.

· Open your email.

· Select “New Mail”.

· Email this to: apply@cowetaschools.org
· Go to Insert, “File”.
· Locate your file (i.e. Desktop, Application)

· Click on the file and Insert.

SEE VERY IMPORTANT INFORMATION LISTED BELOW
IMPORTANT INFORMATION CONCERNING DOCUMENTS THAT MUST BE SUBMITTED

The following documents must be submitted to:
Coweta County School System








Department of Human Resources








P.O. Box 280








Newnan, GA  30264

	Application for Teacher/Administrator
	

	Transcript from all colleges attended (This does not have to be an official transcript.)

If applicable - GTEP evaluations for last year including annual summary evaluation, any GTDRI forms and all GTOIs.

If applicable - Copy of military discharge form.

Narrative in applicant’s handwriting.

Copy of Teaching Certificate

	The reference forms should be given to your listed references.  All reference forms must be mailed directly to the Dept. of Human Resources.




Thank you for applying for a position with the Coweta County School System.
