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How do I accept a job offer in the NYC 

DOE?

If you have worked in the NYC 

DOE previously

If you have not worked in the NYC 

DOE previously 

- Your hiring manager (principal, 

assistant principal or payroll 

secretary) will ask for your File 

Number or Employee ID Number

- If you have an existing nomination 

(for example, you have served as 

a paraprofessional, per-diem 

substitute teacher, school 

secretary, community coordinator 

etc) you might need to have that 

nomination cancelled to move 

forward with a full time nomination

- Your hiring manager will ask for 

your social security number so 

that they can nominate you 

formally for the position 

- You will receive an email within 

24-48 hours from the Applicant 

Gateway
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Key Definitions
Key Term Definitions 

Onboarding This refers to the 8 step process in the Applicant Gateway that 

we will walk through in a few minutes 

File Number This is a number that teachers receive when they successfully 

complete the onboarding process in the NYC DOE 

Employee ID All NYC DOE employees have an Employee ID- it is a 7 digit 

number that allows you access to many central DOE systems

DOE username This is the first portion of your email address before the 

@schools.nyc.gov it will also serve as your username for many 

NYC DOE systems
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http://@schools.nyc.gov


Overview of Onboarding process

- There are 8 steps to Onboarding in the NYC 

DOE

- Your progress in completing these steps is 

tracked through an online application system 

called the Applicant Gateway

- You can monitor your status by logging in to 

Applicant Gateway and clicking on the 

hyperlink “status”
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https://www.nycenet.edu/Offices/DHR/agway/Start/Login.aspx?ReturnUrl=%2fOffices%2fDHR%2fagway%2f


Step 1: Receive Applicant Gateway Email
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Have you worked in the 

NYCDOE before?
My Applicant Gateway email will be sent 

to:

I have worked in the 

NYCDOE before
• Your applicant gateway login will be sent to 

the email address on file with the DOE -

please note that this MAY BE an NYC DOE 

email address

• The message may go into your spam folder

• Add

NYCDOEHumanResources@schools.nyc.gov

to your safe sender list

I have NOT worked in the 

NYCDOE before

• The message will go to the email address 

associated with your New Teacher Finder 

Account

• The message may go into your spam 

folder, add 

NYCDOEHumanResources@schools.nyc.

gov to your safe sender list

mailto:NYCDOEHumanResources@schools.nyc.gov
mailto:NYCDOEHumanResources@schools.nyc.gov


Step 2: Log in to Applicant Gateway

7



Step 3: Fill Out All Required Forms Such 

That The Required Forms Section Is 

Empty
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What Forms might I be required to submit?
- Emergency Contact Form: All candidates will be required to fill out a 

new emergency contact form regardless of previous employment 

with the NYC DOE. 

- Background Questionnaire: Most candidates will be required to fill 

out a background questionnaire

- Fingerprint Referral Form: If your fingerprints are not on file with the 

NYC DOE, you will have a fingerprint referral form available 

- I-9 Documentation (Requires Verification): Some current DOE 

employees and all non-DOE employees will be required to submit 

an electronic I-9 and email verifying documents to 

HRCServiceCenter@schools.nyc.gov

- OSPRA 103 form must be emailed to HRCService

Center@schools.nycgov even if you ’fill it out’ on the Applicant 

Gateway
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mailto:HRConnect@schools.nyc.gov
mailto:HRConnect@schools.nycgov


The New Fingerprinting Process

You will first receive an email from NYCDOEHumanResources@schools.nyc.gov

• Follow the instructions and log into Applicant Gateway

• On Applicant Gateway – you will be asked to complete some initial forms, AFTER 
those forms are completed, you should be able to see a specific link & service 
code to use with IdentoGO, the new DOE fingerprinting vendor

• Go the IdentoGO site and be sure to the enter the specified service code –
without the service code – your prints will not be sent back to the DOE and you 
will need to pay for the process again.

• If you have been fingerprinted before through IdentoGO, you will need to be 
printed AGAIN for DOE purposes and use the designated service code

• You will go to the appointment and get fingerprinted.

• Once fingerprinted, your prints and information will go to the DOE and the background check 
will be triggered.

• Please DO NOT email anything to anyone until you have received 
an email from NYCDOEHumanResources@schools.nyc.gov. Nothing can be processed 
in advance before you receive the nomination letter for the New York City Teaching program
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mailto:NYCDOEHumanResources@schools.nyc.gov
mailto:NYCDOEHumanResources@schools.nyc.gov


Step 4: Click on the word "Status" to see 

if your fingerprints are on file

Fingerprints

In process

Contact 
IdentoGO to 
schedule an 

appointment OR

Fingerprints are being 
processed and sent to 
the DOE OR applicant 
needs to fill out forms 
on Applicant Gateway

Complete

Fingerprints are on file, 
make sure to fill out 

forms on A.G if 
needed.
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Step 5: Email your I-9 verification 

documentation to 

HRCServiceCenter@schools.nyc.gov
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mailto:HRCServiceCenter@schools.nyc.gov
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Step 6: Monitor your Applicant Gateway 

status closely- click on the status hyperlink
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Step Action required

Step 3- Background Questionnaire Candidate: Did you complete the background 

questionnaire in Applicant Gateway?

Step 3- Fingerprints Candidate: Did you have fingerprints on file and/or 

get fingerprinted by IdentoGO?

Step 3- Application Forms Candidate: Did you E-mail your I-9 and have it 

verified?

Step 4- Background Investigation

Automated by the DOE: Did you pass the 

Background Check by the Office of Personnel 

Investigation? If no, you must contact OPI 

at opiinfo@schools.nyc.gov

Step 5- State Certification

Automated by the DOE: Does your TEACH 

certification match your position in the NYC DOE? If 

you are not certified, will not complete

Step 6- JOB ID Assignment Date 

reached

Automated by the DOE: Is your start date 

approaching?

Step 7- Dual Employment Candidate/Automated: Did you resign from your 

current role/ take a leave of absence if needed?

Step 8- Staffing Automated by the DOE: Receive a DOE email and 

ID Number.
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Step 6: Check your Applicant Gateway account 

every 24 hours
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Common Problems Potential Solutions

“My application has not made any progress and it’s 
been a week! What should I do?”

Contact AGsupport@schools.nyc.gov if you are 

stalled in Applicant Gateway for more than 48 hours. 

“I am stuck at step 5 – state certification in my 
Applicant Gateway profile. What should I do?”

In order to continue moving through the process you 

must check your TEACH account and be sure your 

certification (or emergency certificate) is on file.

“I am stuck at step 7 - dual nomination in my 
Applicant Gateway profile. What should I do?”

In order to continue to move through the process you 

must:

a. Resign from your previous DOE position or

b. Complete your application for a Leave of 
Absence 

“I am stuck at step 8 –staffing in my Applicant 
Gateway profile. What should I do?”

In order to continue moving through the process you 

must:

Make sure all forms (DOE Rules and Regulation, 

Emergency Contact, Background 

Questionnaire) have been completed by 

clicking the “submit” button at the bottom of the 

page.

Make sure your leave and/or resignation from 

another DOE role is processed

mailto:AGsupport@schools.nyc.gov


What happens when all of the items are 

marked complete?

- When all items are marked complete, you will receive a 

welcome email from the NYC DOE

- Sometimes, your welcome email will be sent to your new 

NYC DOE email, which you do not have access to

- In the event all 7 Steps are marked as complete, and you 

have yet to receive a Welcome email, you can reach out 

to HR Connect at 718-935-4000 for additional support
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Next Steps – Receive your Welcome 

Email!

You will NOT receive this email until Step 8 is complete. It may go 

to your DOE email address. If Step 8 is complete and you do not 

receive the email, contact HR Connect at 718-935-4000. 

Your Welcome email will have lots of useful links in it!

The Payroll Portal, where you will be able to enroll in direct deposit, 

locate pay stubs, request duplicate W-2 forms, and more once 

you have officially commenced service.

The Salary Application, where you will submit your Salary Step 

and Salary Differential applications as soon as you receive your 

first paycheck. You are required to apply within six months of your 

start date.
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https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpayrollportal.nycboe.net%2Fpayrollportalweb%2Fmain.aspx&data=02%7C01%7CHWelt%40schools.nyc.gov%7C3c23fe6f12044284ef5208d84e8ad8ee%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637345705532500700&sdata=PWB0XVztCKcisKwWf7LbFt7Ghz1ADXsSoYXhQYFqyyc%3D&reserved=0
https://www.nycenet.edu/salapps


Central Onboarding Resources- DOE HR 

Connect Web Portal
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DOE Web Portal- Popular answers
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Central Onboarding versus School based 

onboarding

- Once your Applicant Gateway account is complete, your 

central NYC DOE onboarding is complete as well

- Your school will likely have new teacher orientation for the 

new teachers joining you at your school

- Once all steps of your Applicant Gateway are complete, do 

reach out to your hiring manager (Principal, Assistant 

Principal, etc to let them know).
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How do I get an ID card?

If you are a new employee and have verified your I-9 Form, 

you will be instructed via Applicant Gateway to 

contact PhotoIDUnit@schools.nyc.gov and request an 

appointment to have your photo taken. 

If you do not see instructions for how to obtain an ID card on 

your Applicant Gateway account and still require your 

photo to be taken, please use your new DOE email 

address to email PhotoIDUnit@schools.nyc.gov. You 

must indicate that you are requesting a photo ID 

appointment.
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When to expect your photo ID card

After you have your photo taken at the HR Connect Service Center, your photo is 

kept on file. Once you are fully staffed, your photo will be mailed to you within 2-3 

weeks. If you have not received your photo ID within 3 weeks please send an 

email to PhotoIDUnit@schools.nyc.gov

Your email must include:

1. Your Employee ID # (also listed as your reference number on your paystub) OR 

your EIS File #

2. Your full name & home address OR school/work location name and address

3. Your job title & Employee School’s DBN

4. Your phone number

Your DOE photo ID card will be mailed to your school/work location that is listed in 

(e) above. Please allow 2-3 weeks to receive the DOE employee Photo ID Card.
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Introducing the Online Support Center
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Access the Online Support Center at any time at: teachnyc.net

http://teachnyc.net/
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Questions? 



Fingerprinting & Onboarding in the NYC DOE
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Follow us on Social Media!

Twitter @iteachnyc

Facebook @iteachnyc

Instagram @teachnyc_official

Share your experiences using the hashtag

#teachnyc
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