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How to Apply for a Job in Taleo 
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Navigate in your internet search bar to: hcm.ccsd.net or click on the HCM icon shortcut on your CCSD computer  

 

Login with your CCSD Active Directory/AD Credentials  

 

 

 

 

Click on the “Taleo Internal Job Postings” Tile in Employee Self Service: 

 

 

 

***Please note, each time you apply for a position, you will be prompted to review all pages of your 

application. If no updates/changes are necessary, you will be able to save and continue. 

 

Applications in different job families (as in Administrative, Support Professional, Substitute, Volunteers or 

Contractors) may have less pages to complete. 

 

You will need to complete any required fields that are marked with a red *. 

 

As you are working through the application make sure to save as draft if you need to step away. If you step 

away and the system times out you may lose items you have entered without saving.  

 

At the end of each page you will need to click save and continue to move on to the next page. If there are 

missing required items you will be prompted to go back and complete these items before it will allow you to 

go to the next page. 
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Review the Statement of Truth and click the I Accept button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

After clicking the I Accept button the following page will be displayed. 
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You will notice your name in the upper right hand corner of the page. You are now in your Taleo Account. 

 

Search for the requisition you want to apply for by using the available search, filter options or scroll the pages. Please 

note: When using the search option the system only returns the first 10 results. If you are not finding what you are 

looking for you may need to add to or refine your search criteria. As in Valley High School. If you only type in valley you 

will not see the High School 
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Adding to the search gives additional results. 

 

 

 

From the list of positions you can click the red Apply button to go directly to the application. 

 

If you would like additional information about the job, you can click on any Requisition Title and the following page will 

be displayed. 
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This page will provide you with a link to the job description along with details about the position. 

 

Click on the Apply Online button to apply for the job. 

 

Click on the Add to My Job Cart to save the job and apply later. 

 

If you click on the Apply Online button the following page will be displayed. 

 

You can choose to use the Resume Upload option or Save and Continue to the next page. If using the resume upload 

option, make sure you are using a current updated resume. This step is not required. 
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The next page is your Personal Information.  

 

 

 

 

 

 

 

 

 

 

 

 

The next page is General Questions. You will need to answer all of the questions as accurately as possible. Depending on 

how you answer some questions, additional questions may appear. 
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There are several questions on this page. At the end of the page you will see the same options as the previous pages 

to save and continue or save as draft. 

 

 

 

 

 

 

Please note the Job Specific Questions page will disappear when any job specific questions are answered and the 

questions will be found on the General Questions page. 

 

 

 

 

 

 

The next page is Education. 
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Please note when entering your education…Start with the newest and most relevant information first 

 

 

 

 

Click Add Education to get an additional page to add additional education. You may need to type Institution Name if  not 

already pre populated. 

 

 

 

 

 

 

 

 

 

The next page will be for Employment History. 
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Please review carefully and complete all required fields with the most current and relevant information first. 

 

 

 

 

Click Add Work Experience to get an additional page to add additional work experience.  
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The next page is Certifications and Licenses. 

 

 

 

 

 

Click Add Certification to get an additional page to add additional certifications or licenses. 
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The next page is File Attachments. Please review additional directions and notes on this page.
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The next page is eSignature. Please note you are entering your full name in the eSignature field. 
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This last page Review and Submit will allow you to review your information and edit where the edit link is displayed. 

 

 

 

 

 

 

 

 

 

14 
 



At this point you still have the option to save as draft or submit. Submitting sends your application for processing with 

Human Resources. 

 

Once you have submitted your application the following page will be displayed. 
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