How to Apply for New Jobs in Applitrack

1. Open a web browser, such as Google Chrome or Mozilla Firefox, by double clicking on the icon on the
desktop of the computer.

2. In the address bar at the top of the web browser window, type www.c-ischools.org and hit enter.

3. Hover your mouse over the “About” link at the top of the page. A drop down menu will open up.

4. Now click on the “Employment” link.

5. Now you’re on the employment page. Simply click anywhere on the big blue button to be brought to a list of the
current available positions within the district.

6. Now you’re on the Applitrack home page. Click on the “Log in” button under “Internal Applicants” to start your
application.
*Please note: if you already have an account you’ll be prompted to sign in on the next screen. If you
don’t have an account you’ll be able to create one on the next screen.

7. If you have an account, log in with your email address and password you used to set up your account. If you do
not have an account, click on the “START” button on the right hand side of the screen to create one.

8. If you already have an account, you’ll be brought to your home page, which details the previous jobs you’ve
applied for. To submit an application for a new position, or update your information for future positions, click on
the “Employment Application” tab at the top of the screen.

9. If you do not have an account, once you’ve clicked on the “START” button, you’ll be able to set up an account
and then continue through each step of the application process.
*Please note: keep clicking the “Next Page” button to move to the next step of the application process. If
you want to save your work and return at a later date, simply click the “Save as Draft” button at any time.

10. If you already have an account, and you’re looking to apply for a new position, check to be sure your personal
information is correct in every section of the application. Click the “Next Page” arrow button to move to the next
section of the application.
*When you reach the “Vacancy Desired” section, put a check mark in the box(es) next to the job(s) you want
to apply for. Continue through the rest of the application by clicking the “Next Page” arrow button.

11. Once you’ve entered all the necessary information, and you’re happy with your application, click on the “Finish
and Submit” button.

12. Now you’ll be asked if you’re sure you want to submit your application at this time. Simply click “yes” and then
your application will be sent to the hiring manager and you’ll be in the running for the new position(s)!

Helpful Tips
*You can also reach the Applitrack log in page by typing www.applitrack.com/cambridge/onlineapp into a web browser,
instead of going to the district web page and navigating through those various pages.
*Once you’ve entered your personal information into Applitrack once, every time you log back in to apply for another
position your information will auto-fill. This should save you time when applying for new positions. Sometimes you may
need to add additional information, depending on what questions a specific job has on their application, but the vast
majority of information will be transferable.
*You can log into Applitrack at any time to update your personal information. This is useful because it makes it easier
(and quicker) for you to apply for a job when one becomes available in the future.

