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Accessing pool candidates from My Dashboard 

 

Step 1: Click My Account 

 
Step 2: Click Folders and Routings 

 



Step 3: Click Shared Folders 

 
Step 4: Scroll to find the folder, 2025-26 Certificated Teacher Pool – 
Elementary 

• Click on the folder name one time, this will add it to your dashboard 

 
 

 



Step 5: Navigate back to Folders and Routings located at the bottom right 
corner of your dashboard 

 

 


