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Course Lecturer Application Process

The following document is a quick guide of the teaching application process for the McGill University’s School of Continuing

Studies.

All course postings for McGill University’s School of Continuing Studies will be posted on the Job Posting System. Please
note that applying for a course does not guarantee that you will be assigned to teach.

To access and apply for any course offered by the various Hiring Units within the School of Continuing Studies, applicants
must first create a New User Account and Applicant Profile which will be a one-time setup. To create your New User Account
and Applicant Profile, simply follow the steps indicated below.

Creating a New User Account

1. In your web browser, enter https://scsapps.mcgill.ca/postings

2. Click on REGISTER on the top-right corner of the webpage.

3. Onthe REGISTER screen, create your user account by entering the following information:

a.

&

c
d.
e.
i

EMAIL address — although you may already have a McGill email address, it is not recommended to use it
here. Your McGill email may not be active which means that you will not be receiving important
notifications. Please use a personal email address when using this platform.

PASSWORD - the password requires at least one capital letter, one lower case letter, one number, and
must be at least 6 characters in length.

CONFIRM PASSWORD - re-enter the password that you have just created.

TITLE — indicate your preferred title, e.g., Mr., Ms., Dr., etc.

FIRST NAME — enter your legal first name.

LAST NAME - enter your legal last name.

4. Click on REGISTER. This will bring you to the Course Posting homepage where you must set up your Applicant
Profile (see below for further instructions).

5. Once you have set-up your Applicant Profile, you can access the course postings by clicking on the LOG IN
link on the top-right corner of the Course Posting webpage (https://scsapps.mcgill.ca/postings).

Posting

Register
Create a new account
Email
Password
Confirm password

*Titre / Title (e.g. Mr., Ms., Dr.,
etc)

*Prénom / First Name

*Nom de famille / Last Name



https://scsapps.mcgill.ca/postings
https://scsapps.mcgill.ca/postings
https://scsapps.mcgill.ca/postings.2.Click
https://scsapps.mcgill.ca/postings
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Setting up your Applicant Profile

1. Click on the PROFILE icon on the top menu bar.

’rofile Upload Documents ~

2. This will bring you to the APPLICANT PROFILE page. Enter the following information:

McGill Employee ID — if you already have a McGill ID number, leave the field blank if you don't.

TITLE — indicate your preferred title, e.g., Mr., Ms., Dr., etc.

FIRST NAME — enter your legal first name.

LAST NAME - enter your legal last name.

ADDRESS - enter the number and street address.

APT — enter your apartment number if applicable.

CITY — enter your city.

PROVINCE - enter your province.

POSTAL CODE — enter your postal code.

PRIMARY EMAIL ADDRESS - this is the email address that you used to create your New User Account.

SECONDARY EMAIL ADDRESS — enter a secondary email address.

TELEPHONE (cell or office) — either enter your cell phone or office number.

TELEPHONE (home) — enter your home telephone number.

SPOKEN LANGUAGES - select the primary spoken language(s) from the drop-down menu.

WRITTEN LANGUAGES - select the primary written language(s) from the drop-down menu.

OTHER LANGUAGES - if you have selected “Other” for Spoken Languages and/or Written Languages, please

indicate the language(s) in this textbox.

qg. ARE YOU LEGALLY ENTITLED TO WORK IN CANADA? — Select from the drop-down menu to indicate if you
are legally entitled to work in Canada. Please note that you will have to upload supporting documents if you are on a
work permit.

T O S I~ RO AN R

Applicant Profile

Personal Details

Saue iy Frafle

P0JR{8) MCGH [pour. intsmes)
MSGH empiogs 1D [Tor Internal canaiastas)
“Titrs I Tibs (g Ldr, Ms, D, i)
“Pranom | First Nams
“Hom g famils | Last Nams
“diresss [numéro st rus) | Addrsss [numbsr and strest)
Appiapt
“vme  City
“Provings | Provings
“Co0s postsl | Postsl Cooé

Airasss courriel principsls | Primary Emall Addrsss

Airasss courriel ssonsirs | Sscondsry Emal Address
“Tesaphons {csllutsirs ou bursau) / Tslsphons [csll or offics)

Teisphons [domiclis} { Teisphons {homs)

“Languss parkss | Spolsn languagss Pleaze Ssient

Autres languss parisss | Dther spoken languagss

A
“Languss scritss | Wiitlsn nguages [P .
Autres tanguss scrites | Other writhen Languages

A
“Etes-vous psisment autoriss(s) & travaier su Canads? | Ats jou lsgally [P .
entrtien to work in Canags? —

3. Once you have entered all the necessary information for your Applicant Profile, click on SAVE MY PROFILE.
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To proceed with your application, you will need to upload your CV. If you are on a work permit, please click the ‘Upload
Work Permit’ button and attach this document to your application. If you are unable to upload your work permit at this
time or, if your permit is expired, you can proceed with your application. However, please note that the School of
Continuing Studies will not be able to hire you without a valid work permit should you be selected.

4. Click on UPLOAD DOCUMENTS on the top menu bar.

Posting Apply Cart Application Profile Upload Documents ~

5. Once you have clicked on UPLOAD DOCUMENTS, click on UPLOAD CV.

Posti ng Apply Cart Application Profile Upload Documents ~

Upload CV

Applicant Profile Upload Work Permit
Personal Details

6. On the Upload Curriculum Vitae webpage, click on SELECT A FILE.

Posting  Apply Cart  Application  Profle  Upload Documents ~

Upload Curriculum Vitae
Upload or Refresh your Curriculum Vitae

Applicant Name
Last Update

CV File

Selectafile. ..

7. Select your CV file from your computer which must be in PDF format. Once uploaded, it will appear on the screen
next toSELECT A FILE.

POStiﬂg Apply Cart Application Profile Upload Documents ~

Upload Curriculum Vitae
Upload or Refresh your Curriculum Vitae

Applicant Name
Last Update

CV File Select a file . . CV.paf

8. Click on the UPLOAD CYV button.

osting Apply Cart Application rofile Upload Documents ~
Posting PPIy PF Profl Upload D

Upload Curriculum Vitae

Upload or Refresh your Curriculum Vitae

Applicant Name
Last Update

~ F"E/ Selectafile... = CVpdf
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9. It will take you back to the Course Posting main page.

10. If you need to upload a work permit, click on UPLOAD DOCUMENTS.

Posting Apply Cart Application Profile Upload Documents ~

11. Click on UPLOAD WORK PERMIT.

Posti ng Apply Cart Application Profile Upload Documents ~

Upload CV

Applicant Profile 3 (Groaa Vit Pomi)

Personal Details

12. On the Upload Work Permit webpage, click on SELECT A FILE.

POSting Apply Cart Application Profile Upload Documents ~

Upload Work Permit

Upload or Refresh your Work Permit

Applicant Name
Last Update

Work Permit File \

Expiration Date

Upload Work Permit

Selectafile ...

13. Select your work permit file from your computer which must be in PDF format. Once uploaded, it will appear on the
screen nextto SELECT A FILE. Please make sure to also indicate the EXPIRATION DATE of the work permit.

Posting Apply Cart Application Profile Upload Documents ~

Upload Work Permit

Upload or Refresh your Work Permit

Applicant Name
Last Update

Work Permit File Selectafile... = work_permit.pdf é_

Expiration Date 2019/01/01 <

14. Click on the UPLOAD WORK PERMIT icon.

15. It will take you back to the Course Posting main page.



\ e 8

[ ] P
School of Ecole
C 1 Continuing Studies d'éducation permanente

Course Posting Listings

1. Once you have logged into the Course Posting website (https://scsapps.mcgill.ca/postings) with your email
and password (that was used to create your User Account), you will be directed to the Course Posting
webpage.

2. To view all the current course postings, click on the APPLY icon on the top menu bar.

5

Course Postings

3. Once you click on the APPLY icon on the top menu bar, it will direct you to the Hiring Unit List.

Posting  Apply

Hiring Unit List
CPD (Credit Programs)

CPD (Non-Credit)

LIC (English credit part-time)

LIC (English Customized Programs)
LIC (English non-credit part-time)
LIC (French credit part-time)

LIC (French Customized Programs)
LIC Intensive English

LIC Intensive French

Translation (Credit Programs)
Translation (Non-Credit Programs)

Writing Centre

4. Click on the Hiring Unit to view the course postings related to that unit (e.g., CPD (Credit Programs)).

Posting Apply Cart ] uments ~

Hiring Unit List
CPD (Credit ngrams)\
CPD (Non-Credit)

LIC (English credit part-time)

LIC (English Customized Programs)
LIC (English non-credit part-time)
LIC (French credit part-time)

LIC (French Customized Programs)
LIC Intensive English

LIC Intensive French

Translation (Credit Programs)
Translation (Nen-Credit Programs)

Writing Centre



https://scsapps.mcgill.ca/postings
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5. This will take you to the Course List for the Hiring Unit you have selected (e.g., in this example, CPD (Credit
Program) was selected).

Posting Apply Catt A

pplication Profile Upload Documents

Log off

Course List
CPD (Credit Programs)

N
Course No. Course Title Session Deadline to  Course Days
Apply
CACF 325/751 Intermediate Financial Reporting 2 Spring/Summer 2024 2024/02/15 Monday
CACF 345/781 Intermediate Managerial Accounting Spring/Summer 2024 2024/02/15 Thursday

6. To view the details of the course posting, click on the DETAILS icon on the far right.

Posting  Apply  Cart

Application d Documents ~

Course Time  Action

CHCR ARV A to Cart [ Details |
CEUESEVNN A to Cart | Details |

Course List
CPD (Credit Programs)

Course Number Course Title Session Deadline to Course Days Course Time
Apply
ACCT 000/000 Course Title Fall 2018 2018/06/22 Monday 18:05 - 20:55

Action

Add fo Cart ‘ Details '

7. When you click on the DETAILS icon, it will take you to the Course Posting Details which you can review.

Posting  Apply  Cart

Posting Details

Add to Cart | Return to Courses List

Unité d’'embauche:
Hiring Unit:

Titre de cours:
Course Title:

Sigle:
Subject Code:

Section:
Section:

Session:
Term:

Endroit:
Location:

Horaire:
Schedule:

AFFICHAGE DE COURS, CHARGEE DE COURS/INSTRUCTEUR(TRICE)
COURSE POSTING, COURSE LECTURER/INSTRUCTOR

Développement de carriére et perfectionnement professionnel (programmes d'unités)
Career and Professional Development (Credit Programs)

Course Title

ACCT 000

000

Automne 2018

Fall 2018

Monday 18:05 - 20:55
Sep 4, 2018 to Dec 4, 2018
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When you have finished carefully reviewing the Course Posting Details, click on the ADD TO CART icon if you
wish to apply to teach this course. If you do not wish to apply to teach this course, click on RETURN TO COURSE
LIST. It is important to note that the order in which you add the course(s) to the Cart will indicate the order
of preference.

Posting Details

Add to Cart | Return to Courses List

AFFICHAGE DE COURS, CHARGEE DE COURS/INSTRUCTEUR(TRICE)
COURSE POSTING, COURSE LECTURER/INSTRUCTOR

Unité d’embauche: Développement de carriére et perfectionnement professionnel (programmes d'unités)
Hiring Unit: Career and Professional Development (Credit Programs)
Titre de cours: Course Title

Course Title:

Sigle: ACCT 000

Subject Code:

Section: 000

Section:

Session: Automne 2018

Term: Fall 2018

Endroit:

Location:

Horaire: Monday 18:05 - 20:55

Schedule: Sep 4, 2018 to Dec 4, 2018

Once you have clicked on ADD TO CART, you will automatically be directed backto the course list for the Hiring
Unit that you had initially selected.

Posting  Apply Cartt  Application

Course List
CPD (Credit Programs)

Course Number Course Title Session Deadline to Course Days Course Time Action
Apply
ACCT 000/000 Course Title Fall 2018 2018/06/22 Monday 18:05 - 20:55

You may view and apply to additional courses. Once finished, you may click on the BACK TO HIRING UNITS
LIST icon if you wish to apply to courses offered by other Hiring Units.

To verify your course selection(s), click on CART on the top menu bar.

Posting  Apply art[1])  Application  Profle  Upload Documents ~

This will direct you to the MY CART webpage where you can view the courses that you have selected.
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13. If you wish to remove a course that you have applied to teach, click on DELETE THIS ITEM FROM CART to
remove the specific course. Also indicate the maximum number of courses applied for each term or write any other
notes you wish to share in the text box.

My Cart
Course Session Deadline Course  Course Rank Taught  Action
to apply Day Time Before
CACF 325/751 Spring/Summer 2024 2024/02115  Monday ~ 18:00-21:00 v
Intermediate Financial Reporting 2
CACF 345/781 Spring/Summer 2024 2024/02/15  Thursday  18:00-21:00 v

Intermediate Managerial Accounting

Please indicate the maximum number of courses applied for each term / Other notes *—_
Veuillez indiquer le nombre maximal de cours demandés pour la session / Autre notes

14. Once you are satisfied with your selection of courses, click on the CHECKOUT icon.

Posting Cart [1 App of orofile Uploa nts Hello marie-claude

My Cart
Course Session Deadline Course Course Rank Taught Action
to apply Day Time Before
b
CACF 325/751 Spring/Summer 2024 2024/02/15  Monday  18:00-21:00 ( v

Intermediate Financial Reporting 2

Please indicate the maximum number of courses applied for each term / Other notes
Veuillez indiquer le nombre maximal de cours demandés pour la session / Autre notes

l i

15. You can view the applications that you have submitted under the APPLICATION menu on the top menu bar.

Posting Apply art Application ] Upload Documents ~

Posting Cart Application Pr Upload Documents ~

My Applications
Course Number Course Title Session Course Day

ACCT 000/000 Course Title Fall 2018 Monday

16. The Hiring Unit will only contact you should you be selected for an interview or to teach a course(s).



	Course Lecturer Application Process
	Creating a New User Account
	Setting up your Applicant Profile
	Course Posting Listings

