
Steps for filling out an Internal Application if you have a TalentEd account… 
 
Cell phones do not work well when using TalentEd.  It is best to be at a computer. 
 

 Go to http://www.fortsmithschools.org/ 

 Scroll down and under ‘Reports & Resources’ is a list of links such as AESOP, Student Handbook, etc… 

Click on ‘Application Center’ which will be in RED. 

 Fill in your ‘Username’ and ‘Password’ which is at the top left of the ‘Application Center’ page. 

 Once you click the ‘Sign In’ button, you will be able to click on the ‘Internal’ option on the top right of the 

‘Application Center’ page. 

 When the next screen comes up, you will click on a button that reads ‘Yes, I am an employee.’   

 The next screen will ask you for the password for the internal application.  You will need to call Human 

Resources for this password.   

 Once you enter the password, click on ‘Continue’. 

 You are then going to have to fill in the Profile Page and click ‘Save.’  

 The next page will be the Job Listing page.  You will need to scroll down to see the list of all the job postings 

(both Internal and External).  On the Right side of the posting you are applying for, you will click the ‘Apply’ 

button.   

 This will take you to the job description of the job you are applying for and you will have to click the ‘Apply for 

this Position’ button to the upper right of page. 

 Once you’ve clicked the ‘Apply for this Position’ button, you will be asked to fill in the application which 

includes 1) Personal Information, 2) Transfer Request, 3) Attachments and 4) Review pages.   

 When finished with the Review section, just click ‘Save and Submit’ and you will be contacted either by email 

or phone. 
 

**No matter what position you are applying for, make sure to always, ALWAYS include an up-to-date resume!** 
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