
Page 1 of 6 
Rev 04/13/10 

 
  
 
 

 
 

 
 
 
 

Step 1  - Enter your 
“Username” and 
“Password” then select 
“Login”.  

If you forgot your user account 
information, click on the “Forgot 
your password?” link to retrieve 
your account information. You will 
need to enter the email address 
used to initially create the account. 
The username and password will 
be sent to that email account.  

To login to the online 
transfer application, go to 
the Inside PPS website 
(http://inside.pps.k12.or.us) 
and select “Teacher 
Transfer & Hiring Process 
2010-2011” from the 
“Quick Links” Menu. Then 
click the link “Go to 
Transfer Application” to 
get started. 

How to Update Your PPS Online Transfer Application 
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Note: The application 
defaults to the Application 
Help page when you log 
in. You may Click “Help” 
from the left menu to 
return to this page. 

Step 3 – Click on 
“Application” to update 
your Transfer Application 
form.  

 
 
 

 
 
 
 

 
 

Step 2 – Read the 
Disclaimer screen and 
click “Accept” or 
“Decline”. 



Page 3 of 6 
Rev 04/13/10 

Step 4 – To confirm you 
have the right type of 
application, locate the 
“Current Page” field 
located near the top of the 
page. The field should 
read, “Transfer Form”.  
Fill in and verify your 
personal information. You 
fill in white fields. 
Grayed-out fields are 
populated by the PPS 
HR/Payroll system. Fields 
with an asterisk (*) are 
required.  
 
Click the “Save and 
Next” button to continue. 

Step 5 – Verify or enter 
your current license and 
endorsement information.  
 

Click the “Add” link to 
input your license and 
endorsement or “Edit” to 
update your license 
information.  
 

We have included a link to 
TSPC to help look up your 
endorsements! 
Read the instructions on 
the screen and click “Save 
and Next” to continue.   
 

Click “Next” when you 
have completed the entry 
of your license and 
endorsement information. 
 
Make sure you complete 
the license and 
endorsement section. 
(DO NOT LEAVE 
BLANK) 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

Please list each endorsement separately  
(after entering the information for an endorsement, you can click 
“Add” to enter additional endorsements). 
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Step 6 – Enter teaching 
experience information.  
 
Click the “Add” link to 
input your teaching 
experience, beginning 
with the most recent.  
 
Click “Add” to enter 
additional teaching 
experience. 
 
Read the instructions on 
the screen and click “Save 
and Next” to continue.   
 

 
 

 
 
 
 
Click “Next” when you 
have completed the entry 
of your teaching 
experience information. 
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Step 7 - Attachments. 
This is optional; if you 
wish to attach your 
resume electronically 
select “Add File 
Attachment” and 
follow the instructions. 
 
 
Click “Next” to 
proceed or to skip this 
page. 
 
 
 
 
 
 
 
Step 8 –  
This is optional; you 
can also indicate your 
language fluency on 
this page. Click the 
“Add” link to input 
your multi-lingual 
ability.  
 
After you have 
completed this section, 
click “Next” to 
proceed or to skip this 
section.  
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Success! You have 
completed the 
online transfer 
application. 
 
To return to the 
first page of your 
application, click 
the “Next” button. 
 
To apply for a job 
posting, choose 
“All Jobs” from 
the left menu.  
 
Refer to the 
“Teacher Transfer 
and Hiring Process 
2010-11” web 
page for more 
information about 
the Phases. 
 
To logout of the 
online application 
system, choose 
“Logout” from the 
left menu. 
 


