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Screening and Interview Tally Sheet  

 

Step 1: Select Forms 

 
Step 2: Select Fill Out a New Form 

 
 



Step 3: Under Applicant Screening, check Certificated Screening and 
Interview Tally Sheet 2025-26 

 

Step 4:  

• Enter the job identification number  
• Select the associated job posting and click Next 

 



 
Step 5:  

• Enter the screening criteria used 
• Enter any additional criteria used after application reviews 
• Enter the names of the candidates to interview 

 
Step 6: Click Save as a Draft 

 



Step 7: Enter the names of the interview committee 

 
Step 8: Click Save as a Draft 

 
 

 

 

 

 

 

 

 

 



Step 9:  

• Enter interview score for each candidate and total scores for 
candidates 

• Enter the average interview score for each candidate 
• Enter an objective reason for each candidate not selected 

 
Step 10: Click Submit Form 

 
 


