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1)  Job Application

e All applicants access the tutor application by visiting https://www.advance-tutoring.com/tutoring-
application.html.

) Receiving Application

Once the applicant is completed:

o The applicant will receive a confirmation email

o A notification email is sent to recruitment@advance-tutoring.com email account.
o Arecordis created in the Employment Portal located in the Staff Portal.

Log into the Staff Portal.

Click on Employment Portal.

You will be asked for enter an assigned password and username for extra security.
Click on Applicant Tracker.

Emplaymaent Porta

o Apokcart Tracke
[ A5

3 z
—

&

e You will be directed to the Applicant Tracker to view all applicants and their statuses in the hiring process.

12/11/2023 EUP 500 - Tutor Employment Process Page 4 of 30


https://www.advance-tutoring.com/tutoring-application.html
https://www.advance-tutoring.com/tutoring-application.html
mailto:recruitment@advance-tutoring.com

lll) Applicant Statuses

There are several statuses that can are assigned to new applicants.

Step 1: New

Step 2: Interview Invitation
Step 3: Interview Scheduled
Step 4: Background Check
Step 5: Job Offer

Step 6: Profile Setup

Step 7: Complete

Decline

IV) ‘Step 1: New’ Status

4.1 ‘Step 1: New’ Status Meaning

e All applicants with a Step 1: New status, means the application submitted has not been reviewed by a staff

member.

e To begin reviewing the application, click on the View Details link.

Status  Applicant ID First Name Last Name Emeail Address
Step 1: New

36516516 Wil Mae wiliemae@yahoo.com

08391326 Tracy Lake chrissylake82 @yahoo.com

Step 2: Knowtedge Test

4.2 Reviewing Applicant Submission

4.2.1 Review Basic Application Details

‘| View Dotafls

o On the Details tab, Part 1: Application, will detail the information submitted by the applicant.

o Using the Minimum Qualifications table below, determine if the applicant meets the minimum job

requirements.

12/11/2023 EUP 500 - Tutor Employment Process
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Minimum Qualifications

of 18

1
A U.S. citizen Answer must be
yes
2
Background Answer must be
Check yes
Authorization
Over the age Answer must be
3 i yes to over the

age of 18

4, Convicted of
a Felony

Answer must be
no to felony

5. Have worked

If they have
worked with us in

Part 1: Application

A. Fersonal information

Farst Namw

e
Addiuns

92 NSE51 Blcw Rd
Tine Zoew

contral

Ovar the age of 18
Felooy Conviction

Descripton

| i sorme pestty bad stull in Bye past

Middle Initial

Cuy
Pavados

Primary Phone
Number

28471452
LS. Citizan

Orevioosly Worked
For i

Last Name

HBackgrownd Check Authanzation Convicted of & Felomy

Previous Emgloyment Description

26 yeurs v

transcript must be
added.

A Ausiatie.

P

with us the past, verify the
situation.
Prefer Bachelor’s 8 Egutasen ane Frefession
. fghent Loval of I ducation AU ITp T abege Namie Paloriaity X clige
degree in rod
Education or area
Of expertise that Owprue bt Frefessnn :::‘t:l:‘:u.nlnu o Lautieg :;:.,‘-.. ::e;. "y
Educational qualifies iy 15
6. Background T yon, oons it Lasgangnis] Spobe Suscrls] of Interost
If Student, corparissiplaticermn wod W e § Lawniny PERQRRAE

(highlighted rr—— —— " s v 14z e ]
green) Refwrance 2 Name ettty Torwesy Phone Humber 1145550058 Relrtionsl
O Documenss
1+ year Of Upload Resume Upload ID
7. Years of experience
Experience minimum; online | “EISEE Upiasd Phata 10 and Pholo
experience a plus phaai pei
O, Avalisbaey
A I bI tI ¢ Maonday Viedneadey Thax scluy It’:‘-;‘:l'v:\dﬁlhﬂlv
I vailable at leas ; 2 )
8. Availability 10 hours Som.- 1257 - 12 YA 2w o
E. Referonces
fNiwtorecce | Mams L Fhoms Mumber 112 1 Retatinnahin

Uploaded
Appropriate
Documents

Resume uploaded,
photo id, photo id
and face,
diploma/transcript
must be uploaded
and verified

AT et s

Upload Heswme
\Ugploed 1D

Uplood Photo 1D sod Photo
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4.2.1.1 Making Applicant Decision

= [f the applicant does not meet the minimum requirements:
= Change the applicant’s status to Decline.
= Enter a detailed description as to why the applicant is being declined. Detail what information was
missing or incorrect.
= Click Update at the bottom of the page. The process for this applicant is complete.

Status

Status

Dechne -

Decline Explanation

Apphcant does nal mee! maumaen reQuirements 1A e
tha age of 14

®  [f the applicant does meet the minimum requirements, go to next section 4.2.2 Review Applicant Subject
Knowledge Test Results.

4.2.2 Review Applicant Subject Knowledge Test Results

o The applicant’s subject knowledge test results are sent to the recruitment@advance-tutoring.com account.
o Open the recruitment@advance-tutoring.com email account on a new tab.
o Look for the test results from the applicant as shown as the image below.

] ClassMarker Resuies
Wikie M. th-81h

h ChassMarker Resuiny

Wlie Miss - ¥ 5th M

ClasiNarket Resu'ts

R Wi Wie . Soh. Bt

ClascMarker Resuits
Wilie Man - 8-5th £n Ner
(= ] Wi M '

Adverce Tuterng
AT
’

Applom

o Open the first email.
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Results for:

Grasp
Temt

Scove
Perertage
Curmvee:
Cate started
Cate Fraved

Return to the applicant’s tracker.

Scroll down to section H: Subject Knowledge Test Results.

Check the box of the test taken.

Enter the percentage the applicant received on the tests submitted. Enter whole numbers only.

O O O O

H, Subject Knowledge Test Results
1. Check the box of the test submitted and enter the percentage score In the box

2 The results of each test are emalled to recruitment gadvance.-tutoring.com.

(K-8) English Percentage % Results (8-8) English Percentage % Results
Language Arts Language Arts
Pass

B2
(K-5) Math {6-8) Math ” Pass
(K-5) Science (&-8) Science
(K-5) Social (6-8) Social
StudiesMistory Studies/History

o Inthe Results column, a pass or fail will be assigned to the test.
o Repeat these steps for each subject knowledge test submitted.

4.2.2.1 If Applicant Did Not Receive a Passing Score

(If the applicant did receive one passing score, skip to section 4.2.2.2)

= |f the applicant did not receive a passing score for any subject, scroll to the top of the page and in the Status
field, select decline and enter an explanation as shown in the image below.

Status

Sutue

Decine -

Deztine Expismation

SV & sSNg u N P

Part 1: Application

= Scroll down to the bottom of the page and click on Update. The process ends here.
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4.2.2.2 If Applicant Did Receive a Passing Score

If the applicant did receive at least one passing score:
= copy and paste the subject titles of the approved subjects in the Approved Subject(s) field.
= Ifyou are pasting several subjects, be sure to separate each subject with a comma. See the example.

Sutyect hal

Exampdar (K-5) Math

Sutyects:
S Math

S-5) Mah 531 ELAReaZog

Approved Subjects)

6.5 ELATRMING, 002 SOmie (%57 Math

Sctsject Agprovel Date

TAVION

Met Anomtedge Test Reguirensats s v

o Inthe Subject Approval Date field, enter today’s date.

4.2.3 Review Applicant’s Introduction Video

o The applicant will submit an introduction video to be reviewed. On a separate tab open Dropbox.com.
o Click on File Requests.

L2

O Click on the Introduction Video folder.

Flle requests

Nama Created ® Submatters Uploads

mtrosuoton Vidos HWAE 2023 ! z ~ &
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O Click on View Uploads.

D Ve vy cwmrrens
e - 39036 MB
| View oy
P— —

O Click on the Applicant’s video to watch.

Interview Process - Best Pracl

O Oejetn

D Aecame

o Double click on the Title, and enter the applicant’s id number - First and Last Name.

i 26541 - Tracy Lake.mp4

4 Tam B Crop T Rotate left T Rotate night [ Flip W

O Once you have watched the applicant’s video, click on File and select Move.

2022%009.162435 Advance

+ Vi

0 Cuy — -
o Db

B s

O Select Completed Videos and select Move.

o Close Dropbox.
O Return to the applicant’s tracker, scroll down to section I. Introduction Video.
O Answer the questions about the applicant’s video.
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4.2.3.1 If applicant did not pass Introduction Video Requirements

" |nthe Met basic Requirements field, select no.
Scroll up the top of the page and in the Status field, select decline, and enter a reason for declining. The

process ends here.

4.2.3.2 If applicant did pass Introduction Video Requirements

" |nthe Met basic Requirements field, select yes.

4.3  Setting Up Phone Interview

To set up a phone interview, scroll down to section Part 2: Interview, and select yes to schedule interview.

® Once we have approved the application, a phone interview needs to be setup.

[}

® |n the Interview Schedule Due Date field, enter the date five (5) business days from today’s date.
e Scroll up to the top of the page and change the status to Step 2: Interview Invitation.

[ J

® Once you return to the results page, locate the applicant’s name, and click on Email.

JOS 100 10 e ngs VR T R Y RO LT

Step Z: Interview Invitation

883071326 Trocy Lk bossylakeB2Zyahoo.com

Step 2: Knowleoge Test

12/11/2023 EUP 500 - Tutor Employment Process
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® |nthe Email Message Title field, select schedule interview.

Ematl Communcation

Erwet Besnogs This . ——

® The Interview Closed Date field should be prefilled with a date.
® Click Submit.
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V)  ‘Step 2: Interview Invitation’ Status

5.1 ‘Step 2: Interview Invitation Status Meaning

e When an applicant is in Step 2: Interview Invitation status, that means an email request has been sent to the
applicant to schedule an appointment on the interviewer’s booking calendar.

5.2  Retrieving Interview Booking

e An email will be sent notifying the interviewer that a meeting has been scheduled.
e loginto the Applicant’s tracker and locate the applicant’s name.

e Click View Details.

e Change the applicant status to Step 3: Interview Scheduled.

Widlie Mae

S

Statia

ESY) PO e P

Part 1: Application

A, Parconal Informasion

Srnlirast 1)

Scroll down to Part 2a: Interview Details.
Based on the scheduled interview details, enter the interview date, time, and time zone.

Pt 2 bbb | —
SeRect Y00 DolDW 1036 169 chetile MleNEY & e %
Chrissy Lake

#2301 237 ymece v SeGiy

[ B

[ B — A

T o
had banvien § =

Change the applicant status to Step 3: Interview Scheduled.
Scroll down to the bottom and click on Update.
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VI) ‘Step 3: Interview Scheduled’ Status

6.1 ‘Step 3: Interview Scheduled’ Status Meaning

e When an applicant is in Interview Scheduled status, that means an interview as been scheduled and needs to be
conducted.

6.2  Preparing for Phone Interview

e Print a copy of the Interview Questions found in the Documents section of the Employment Portal.

Documents

New Hire Documents

e File in as much detail as you can from the introduction video and the applicant tracker.

6.3  Conducting Phone Interview

e On the day of the interview, contact the applicant by phone using the phone.com app.
e Using the Interview Questions form you previously filled out.

Documents

New Hire Documents

e Once the interview is completed, scan a copy of the Interview Question Form to your desktop.
e loginto the applicant tracker and locate the applicant’s name.

e Scroll down to Part 2a: Interview Details.

e Inthe Upload Interview field, click on Choose File.
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Part 1z. rewrview Detan

pnad banrview Fon | Chem

6.3.1 If Applicant Did Not Pass the Interview Requirements

= |n the Interview Status field, select fail.
= Scroll up the top of the page and in the Status field, select decline, and enter a reason for declining.
= Scroll down to the bottom of the page and click Update.

6.3.2 If Applicant Did Pass the Interview Requirements

= |nthe Interview Status field, select pass.

Part D It Culaty

= Scroll down the section Part 3: Background Check.

= |n the Date of background check request field, enter today’s date.

= In the Background Check Due Date, put in the date five (5) business days from today.
= |nthe Send background check email field, select yes.

Part 4: Background Check

1. Complode Fialds

Oats o bachkgroond check reguest Qackgrowrd Chech Cue Dats

‘

Bared Bacagrourl cecy weall

= Scroll up the top of the page and in the Status field, select Step 4: Background Check.
= Scroll down to the bottom of the page, and click Update.

Status

Sep 4 Decagiound Coecs. v

Part 1: Application

A. Personal Information
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®  Once you return to the results page, locate the applicant’s name, and click on Email.

Step 22 Knowleoge Test

®  |n the Email Message Title field, select background check.

Email Communcation

Exwet Bepnogs This - ——

®  The Interview Closed Date field should be prefilled with a date.
= Click Submit.

6.4  Submitting Background Check Requests

e Login to Checkr.com.

e Click on Order background check.

e Select United States of America.

e Select the applicant’s state.

e Select Enter manually.

e Enter the applicant’s email address.
e Select continue.

Order background check

Winre Wi yuur sasdniotns bw ceate!? ®

Wints shoak] we seed pou Freteszes T

e Select the Tutor Hire Package.

e C(Click Continue.

e  Click Skip.

e Review the information you imputed and check the box.
e  Click Submit Order.

12/11/2023 EUP 500 - Tutor Employment Process
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Order background check

L Betet pas wuikige

Fachage nare

© 1o i Prssongs
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Eoucesn 'Yuteston
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VIl) ‘Step 4: Background Check’ Status

7.1  ‘Step 4: Background Check Requested’ Status Meaning

e When an applicant is in Step 4: Background Check Requested status, that means a background check request has
been sent the applicant and we are waiting for the results to come in.

7.2  Retrieving Background Check Results

e You will get an email stating the applicant’s background check results. Login to Checkr to verify the results.

UUngs Dine: TRAL el oo CORCHE

e Chedks trar

7.3  Add Background Check Results to Applicant Details Page

e Scroll down to Part 3a: Background Check Submission.
e Inthe data background check completed field, enter the date you received notification.
e In the Did applicant complete background check? field, select yes.

Fart 33 Backgrouns Check Sutenisnon

Dane Bechpround OdOCh oomphrind Bachgrownd Chack Statm

$ocl Mec)a Background Check

7.3.1 If applicant did not pass Background Check

o Inthe Background Check Status field, select failed.
O Scroll up the top of the page and in the Status field, select decline, and enter a reason for declining.
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7.3.2 If applicant did pass Background Check

o Inthe Background Check Status field, select completed.
o Inthe Advancecheck - Social Media Notes field, enter any information you found on the applicant during an

online free search.
o Inthe Background Check Notes field, enter any applicable information.

Sccial Meala Background Check

DECKITUNG (hecs % AppICan DasK

Advancecheck - $ocial Media Noass

7.4 Job Offer

e |n section Part 4: Job Offer, fill in the following fields:
o Inthe job offer send date field, enter today’s date.
o Inthe Job Offer Due Date field, enter the date 5 business days from today’s date.
o Inthe Hourly Pay Rate field, select 18.00. Do not enter the dollar sign.
o Inthe Send Job Offer Email field, select yes.

Part 4: Job Offer

Dot (11 Sernd Lis =

bale Ot e D -

e Scroll to top of the page. In the Status field, select Step 5: Job Offer.

Suatus

Starus

o 5 J

Part 1: Application

A. Parsonal information

Apphcent ID

e Scroll to the bottom of the page and click Update.
® Once you return to the results page, locate the applicant’s name, and click on Email.
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JOSIT0 10 v e W T RS SR TR #7 V)
Steop Z: Interview Invitation
88381326 Trocy Lake chnasiaka82 Zyahoo.com o o) View Detsit

Step 2: Knowleoge Test

In the Email Message Title field, select job offer.

Ematl Commumncation

Erwet Bevnoge T . ——

e The Approved Subjects, Starting Pay Rate, and Job Offer Due Date should be filled in.

Click Submit.

7.5 Send Employment Documents

Log into https://dochub.com/advancetutoring.
e Be sure the Organization Name is Advance Tutoring.

» .. Advange Tutonng > DocHub

[& New Document

e C(Click on Templates.

e Addumich TN v DocHub
[5) New Terrgisie

() Dasnbeant
B Decuments

B Terrplasss

e C(Click on Contractor Employment Forms 12-8.

Templates

12/11/2023 EUP 500 - Tutor Employment Process
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Click on the three lines, click send, and sign request.

-

EditTemplate & X = v

Email Attactirnent Send ’
Sign Request Actions .
Fax Document Properties

& Share or send

Enter the applicant’s email address.

Send Sign Request
Signers
E lateshama0O mwl com Tat! Aritge Aotzru w
@ @« o G D
& Add Signe

Click Send Request.

b _
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VIIl) ‘Step 5: Job Offered’ Status

8.1 ‘Step 5:Job Offered’ Status Meaning

e When an applicant is in Step 5: Job Offered status, that means the applicant needs to submit a completed copy of
the Tutor Independent Contractor Agreement, W9, and Direct Deposit Authorization form.
8.2 Locating the Applicant’s Employment Forms

e An email will be sent to the document creator (chlake).
e Click View Document.

l vts ok vkt Bl Tuter Employmsent Forms (8-23).pdf ha Deon Toadized

e Once the document is open, review it to ensure all fields were completed correctly. If mistakes are found, send an
email to the applicant notifying them of the error and a link to the complete a new set of forms.

e Back in the email message, click on the dropdown arrow next to the pdf attachment.

e Select Save to OneDrive — Advance Tutoring, LLC.

e Click on the arrow again, and select View in OneDrive.

Contractor Bmployment Foemy
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e Once the document opens, close it and you will be taken to Attachments.
e locate the document and click on the three dots.
e Select Rename.

My files © Attachments
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e Rename the document, The tutor’s applicant’s id number - first and last name — Contractor Employment Form.
e (Click Rename.
e Click on Move to.

Attachments

Hamwe Modfied Modted by She caw Shanrg Ac

© . Coabacter Employyrnt for fibvtes 5o Chots Liks 21 M

Select My files > Shared > Advance Tutoring > Hiring and Recruitment > Completed Employment Forms.
Click Move Here.

Hiring and Recrunment  Completed Employment Forms e =
My ik . . ’
e Modified Moddied By File size h
Advance Tutanmg

8.3 Update Applicant Employment Portal Account

e lLoginto the Staff Portal > Employment Portal > Applicant Tracker.
e Locate the applicant’s name and click on Details. (The applicant should be in Step 5: Job Offer.)
e Change the status to Step 6: Profile Setup.
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Position

Last Updated
Status

Status

Stop 6 Profile Sotup v

Part 1: Application

A. Personal Information

Applicant 1D

e Scroll down to Part 4a: Job Offer Results.
e Inthe Employment Forms on File field, select yes.

Part 4a: Job Offer Results

Employment Forms On File (Contract, W9, Direct Deposit Authorization) yes v

e Click Update.
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VX) ‘Step 6: Profile Setup’ Status

9.1 ‘Step 6: Profile Setup’ Status Meaning

e When an applicant is in Step 6: Profile Setup status, that means the applicant’s account needs to be setup. This

includes the Portal and LessonSpace.

9.2 Confirming Enrollment Forms on File

e C(Click on view details to view the applicant’s tracker.

e Scroll down the section Part 4a: Job Offer Results to confirm the applicant’ employment documents are on file.

Part 4a: Job Offer Results

Employment Forms On File (Contract, W9, Direct Deposit Authorization) yes v

e Scroll down to Part 5: New Hire Setup.

¢ Inthe Employment Level field, select 1.

e Inthe Contact Type field, select tutor.

e Inthe Contact Department Field, select tutor.

Part 5: New Hire Setup

1. New Hirs Details
Compiete the Nelds below wan the naw hira's detalls

Employment Contact Contact
Level Type Departmant

v utor o o v

Account Setup

Setup the Applicant’s Lessonspace Acoount. ((Visit Setting Up ™~

e On another tab, open thelessonspace.com to setup the tutor’s account.

9.3 Setup Lessonspace Account

e On aseparate tab, log into www.thelessonspace.com
e Click on Teachers.

) Teachers

¥ Add Eilter ~
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http://www.thelessonspace.com/

e Click on New Teacher.

e Enter the applicant’s name in the name field.

e Enter the tutor’s email address in the Email Address field.
e Inthe Password field, enter the applicant’s id number.

Account informetios

Click Submit.
Click on Spaces and select New Space.

£ Lessonspace Spaces &=

Dewvs Lpaew

Enter the applicant’s first and last name.
Check the Override Recording Default box.
Check the Record Audio & Video in this Space.

SE5185 Mor wno
o
-

7 .

e Copy the web address of the new space.

C ® https//www.thelessonspace com/space/Schddad2-a7lh-49af-9eed-c 21991842713

9.4 Completing Applicant Account Setup

e Go back to the tutor’s applicant tracker you have open on another tab.

e Go to section Part 5: New Hire.

e Inthe LessonSpace User Name field, enter the applicant’s email address.
e Paste the classroom link into the Classroom Link field.
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e In Part 6: Notifications, enter the following Information:
o Trigger data to new Contacts Table field, select yes.
o Send Accounting Notification Email field, select yes.

Part 6: Notifications

Trigger Dots to New Comacts Table yes -

Send Accounting Notification Emall yes v

e Scroll up to the top and in the status field, select Step 7: Completed.

%1 UpomEo
Stows
Stetus

Step T Compintes v

Part 1: Application

A, Personal informabon

Applicant 1D

e Scroll down to the bottom of the page and select Update. You will be directed back to the applicant tracker results
page.

9.5 Opening Tutor’'s Employment Forms

e Log into Office 365 on another tab.
e (Click on the nine dots, and click on OneDrive.
e Click Shared.

Cheis Luke

| ) Huow

My (i

B ram

e Click on Advance Tutoring > Hiring and Recruitment > Completed Employment Forms.
e Locate the tutor’s form and open it.
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Advance Tutonng — Meing and Recruitivent  Completed Empioymont Farms

Hawe Wb fied Modited By Fie size Shenrg

e Scroll down to the Initial Schedule Form.

MITIAL SCBSLLE FORM

|
A
I

e Leave this document open. You will need it to complete the next section.

9.6 Updating New Tutor’s Account with Schedule

e Return to the tab your applicant tracker is open.

e Once you return to the applicant tracker results page, click on Dashboard.

Dastboad 1 Applcant Trackes

Applicant Tracker
Apglicant ID

e C(Click on Contacts.

Weicome to the Staff Portal!

e |

e Click on View Contacts.

i
&
2
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e Click on Date Created, to bring up the most recent contact.
e Locate the tutor’s name and click View Details.

View Contacts
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e Scroll down to the Schedule section.
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Using the Initial Schedule Form submitted by the tutor, enter their selected schedule.
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e Click Update.

9.7 Send Welcome Email

e Click on Dashboard at the top of the page.
Dagbbonss s Cosinrw = Vww Deelaek,
View Contacts
e C(Click on Employment Portal > Applicant Tracker.
ate) > Eogemymmet Partal > Appbrare Teacher
Applicant Tracker
Apriir [}
e Locate the applicant’s name. (Should be listed in Step 7: Completed.”)
e Click on Email.
Step 7: Completed
68391326 Tracy Lake chrissylake82@yahoo.com Email LY view Details
e In the Email Message Title field, select welcome email.
Emall Communication
e Click Submit.

End of Process
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