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Prepared for: Columbus City Schools 
Principal System Users 

TeacherMatch Platform  
Quick Tips 



Content Overview final 
•  Getting Started 

•  Resetting My Password 

•  Mosaic Overview 

•  Learning Goal 1: Candidate Hiring Life Cycle 

•  Learning Goal 2: Viewing Job Orders  

•  Learning Goal 3: Candidate Grid 
 

  --– Accessing Candidate Grid 
  --– Candidate Profile 
  --– Candidate Statusing 

 
•  Learning Goal 4: Searching for Candidates 

•  System Notes “Etiquette” 

•  TeacherMatch Support 
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Getting Started 

Internet Browser 
 
•  It is important that you use one of the following browsers when accessing 

the TeacherMatch Platform: 

    - Google Chrome 
    - Mozilla Firefox 
    - Apple Safari 

•  Internet Explorer is not recommended as it is not optimized for use with 
the TeacherMatch Platform. 

 

To check if your browser version and settings are optimal, please use the red “Test your setup” 
feature on the login page of the TeacherMatch Platform  
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Resetting My Password 

Changing/Retrieving Your 
Password 
On the login page next to the 
blank Password field, click “I 
forgot”.  
 

The user is redirected to the 
“Forgot your password?” screen 
and prompted to enter the 
email address (used in initial 
account setup) and sum of 
numbers for the human 
verification process. After 
clicking Submit, users will receive 
an email from the system with 
steps to reset the system 
password.  
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Mosaic Overview   

Action Feed - candidates meeting district-
selected criteria are pushed to the Action Feed, 
along with Job Orders in distress.  
Job Order By Status - displays the status of the 
district/charter management organization or 
school positions, based on the district-defined 
criteria 
Hiring Velocity - reflects how quickly you are hiring 
candidates as compared to other TeacherMatch 
partners  
Pool Quality - provides you an absolute measure 
of candidate quality within your district, based on 
candidate EPI performance 
Candidate Stats - provides information on the 
states your hired candidates emanate from. 
 

Mosaic Shortcut  
In the upper right corner of the Mosaic page, shown under Reports, is the suitcase 
icon. 

By clicking on the “suitcase” icon, users are taken directly to the Job Orders à 
District Job Orders page. 
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Principal	  conducts	  
interview,	  adds	  
notes	  on	  the	  
candidate’s	  overall	  
interview	  
performance,	  and	  
finalizes	  status	  for	  
every	  interview	  
conducted.	  

Principal,	  sBll	  interested	  
in	  candidate,	  statuses	  
this	  decision	  point	  to	  
request	  the	  HR	  team	  to	  
consider	  the	  candidate	  
for	  hire.	  

Areas	  enclosed	  in	  the	  red	  boxes	  denote	  where	  principals	  have	  access	  to	  status	  

Learning Goal 1: Understanding the Candidate Hiring 
Life Cycle Process	  

Available:	  Candidate	  has	  
completed	  required	  
applicaBon	  steps	  
	  
Screen	  (Phone	  /	  Interview):	  
Human	  Resources	  team	  
conducts	  phone	  or	  personal	  
interview	  screen	  
	  
Verifica?on:	  Human	  
Resources	  team	  verifies	  
candidate	  informaBon	  to	  be	  
accurate	  and	  complete	  
	  
Advance	  to	  Principal	  	  
Eval:	  Candidate	  meets	  
minimum	  qualificaBons	  for	  
hiring	  consideraBon	  and	  is	  
forwarded	  to	  principal	  view	  

Reference	  Checks:	  
Human	  Resources	  team	  
conducts	  at	  least	  two	  
references	  checks	  for	  
candidates	  forwarded	  
for	  hiring	  consideraBon	  
	  
Advance	  to	  
Onboarding:	  Human	  
Resources	  team	  has	  
received	  posiBve	  
reference	  responses	  
and	  coordinates	  
onboarding	  processes	  
for	  candidate	  
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Learning Goal 2: Viewing Job Orders  

Go to the 
Candidate 
Grid for this 
Job Order 

From	  the	  main	  menu,	  select	  	  
Job	  OrdersàDistrict	  Job	  Orders.	  This	  will	  
open	  up	  to	  the	  Manage	  Job	  Orders	  page	  
where	  all	  district	  job	  orders	  associated	  
with	  your	  school	  are	  displayed.	  
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Learning Goal 3:  
Accessing Candidate Grid 
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How to Interpret the EPI Norm Score 

#	  

Norm Score 
(static) 

Color indicates Decile (percentile) rank (color may 
change as new candidates complete the EPI and 
candidate’s ranking is adjusted) 

An EPI norm score 
of 50 indicates 
that a teacher is 
predicted to 
deliver one year 
of student growth 
for one year of 
instruction. 
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The Candidate Grid (CG) is an interactive area where principals can review details regarding a 
candidate’s application.  

Learning Goal 3: Viewing Candidate Grid 

EPI Norm Score – After candidates complete the EPI, the 
responses are individually scored by domain, and then a 
Norm Score is generated for each candidate. The decile 
color adds candidates to their percentile ranking group, 

comparing all candidates in the system against each other 
based on EPI performance.  

 

Number of 
jobs applied 

to. 1st number 
within district, 
2nd number 

on T.M. 
system 

Candidates	  displayed	  have	  
completed	  all	  requirements	  and	  
have	  been	  veLed	  by	  Instruc?onal	  
Staffing	  

Internal	  Candidates	  –	  
candidates	  who	  self-‐idenBfied	  
as	  current	  CCS	  employees	  
	  
Timed	  Out	  Candidates	  –	  
candidates	  who	  were	  unable	  to	  
complete	  the	  EPI	  
	  
Rejected	  Candidates	  –	  
candidates	  who	  have	  been	  
removed	  from	  consideraBon	  by	  
the	  district	  
	  
“Incomplete	  EPI”	  Candidates	  –	  
candidates	  who	  have	  started	  
the	  applicaBon	  process	  but	  
have	  not	  yet	  completed	  the	  EPI	  
and/or	  the	  JSI	  
	  
Withdrawn	  Candidates	  –	  
candidates	  who	  have	  elected	  
to	  remove	  themselves	  from	  
consideraBon	  for	  a	  posiBon	  
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The Candidate Grid (CG) is an interactive area where principals can review details regarding a 
candidate’s application.  
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Candidates	  displayed	  have	  
completed	  all	  requirements	  and	  
have	  been	  veLed	  by	  Instruc?onal	  
Staffing	  

Internal	  Candidates	  –	  
candidates	  who	  self-‐idenBfied	  
as	  current	  CCS	  employees	  
	  
Timed	  Out	  Candidates	  –	  
candidates	  who	  were	  unable	  to	  
complete	  the	  EPI	  
	  
Rejected	  Candidates	  –	  
candidates	  who	  have	  been	  
removed	  from	  consideraBon	  by	  
the	  district	  
	  
“Incomplete	  EPI”	  Candidates	  –	  
candidates	  who	  have	  started	  
the	  applicaBon	  process	  but	  
have	  not	  yet	  completed	  the	  EPI	  
and/or	  the	  JSI	  
	  
Withdrawn	  Candidates	  –	  
candidates	  who	  have	  elected	  
to	  remove	  themselves	  from	  
consideraBon	  for	  a	  posiBon	  

Cover 
letter 

(optional) 
Resume 
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By clicking on the candidate’s name under the column Candidate Name, the extended Candidate Profile 
opens providing access to multiple candidate attributes. 

Clicking on “# 
of Views” 

opens up a 
timeline of who 
has viewed the 

profile and 
when 

Clicking on “Last 
Contacted On” 
opens up the 

timeline of 
communications 
to the candidate 

Clicking on 
“Job Applied” 
opens up a list 

of each job the 
candidate has 

applied to 
within the 

district 

Clicking on the 
PD Report icon 
opens up the 
candidate’s 

Teaching Skills 
summary report 

Learning Goal 3: Viewing Candidate Profile 
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By clicking on the candidate’s name under the column Candidate Name, the extended Candidate Profile 
opens providing access to multiple candidate attributes. 
 
 
Scroll down the Candidate Grid to view: 

•  Certification(s) / Licensure(s) 
•  Academics – education history  
•  Work Experiences – previous employment experiences 

References – references that the candidate added at the 
time of the Portfolio build 

•  Video Links – candidates may attach links to a hosted videos 
(optional) 

 

At the bottom of the candidate grid, principals may use these 
functions: 
 
•  Communications 

•  Review all interactions by CCS users regarding a 
candidate.  

•  Send messages to the candidate and add notes on a 
candidate.  

•  The date of the interaction and name of the user who 
interacted with the candidate are saved and 
displayed. 

	  
	  
 

Learning Goal 3: Viewing Candidate Profile 

•  Save - Selecting Save opens a new window with options to save candidates via a folder system. Each user has his 
or her own set of folders which can be uniquely named and used for individual purposes.  

 
•  Share - Selecting Share from the candidate profile allows users to share the profile with other district CCS users. 

Shared candidates will display in the recipients’ “Received” folder as well as in their district email. 
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Under the column “Status” on the Candidate Grid, users can view the candidate’s current stage in the 
hiring process. Clicking on the displayed status opens to the Candidate’s Hiring Life Cycle. 

 
•  Clicking on each of the gray buttons 

opens to the associated statusing 
area. Users may then select a 
template and finalize.  

•  The furthest stage a candidate has 
achieved displays on the Candidate 
Grid under “Status”. 

 
•  Statuses turn from gray to green when 

“Finalized”.  

Learning Goal 3:  
Statusing a Candidate from the Candidate Grid 
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Learning Goal 3: Finalizing a Status	  

A	  note	  must	  be	  entered	  
before	  selec?ng	  Finalize.	  
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Learning Goal 3: Finalizing a Status: Advance to District Vetting	  

Clicking	  on	  “No#fy	  all	  the	  associated	  District	  and	  School	  
Admins	  of	  the	  status	  change”	  sends	  an	  email	  noBficaBon	  
to	  the	  district	  admins.	  The	  human	  resources	  team	  then	  
phones	  the	  candidate	  references	  and	  if	  posiBve,	  move	  
the	  candidate	  to	  Onboarding.	  The	  candidate	  sBll	  must	  
successfully	  pass	  a	  background	  and	  fingerprint	  check.	  
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Learning Goal 4: Searching for Candidates 

As a tip, select 
“Other” to ensure 

a full system 
search 

Clicking on the 
candidate’s name 

opens to the 
Candidate Profile 
(refer to slide 12) 

Clicking here 
provides a variety 
of search options 
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Learning Goal 4: Searching for Candidates 
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System Notes “Etiquette” 

 Avoid entering notes that include reference to sensitive areas that are not 
factors for job performance, such as: 
  
•  Gender  
•  Age,  
•  Race,  
•  Religion,  
•  Veteran status,  
•  Marital status,  
•  Medical conditions (do not make medical judgments or disqualify a 

candidate on factors that are purely medical in nature),  
•  and disability (it is illegal to ask about the nature and/or severity of the 

disability, the condition causing the disability, if the applicant will need 
treatment or special leave because of the disability, or about any 
prognosis or expectation regarding the condition or disability).  

 
Contact the Human Resources team if you have questions. 
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TeacherMatch Support 
 

For hiring process questions, please contact the human resources team. 	  
 

For questions related to system use, please contact  
the TeacherMatch Principal Support Team: 

 clientservices@teachermatch.net or 855.980.0545	  
	  	  
	  

If you have a teachers / applicants who need support, please direct them to: 
clientservices@teachermatch.net and 855.980.0511 
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