'WECAN Applicant User Guide

Wisconsin Education Career Access Network

There is one login page for all WECAN users. Use the radial button to indicate your desire to create an Applicant
account.

Select the Create an Account to begin. Enter your information into the Profile. The personal email that you
enter in your Profile will also be part of your login information.
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Welcome to the Wisconsin Education Career Log In
Access Network employment application for ® As an Applicant
K-12 Wisconsin schools. O As an Employer
Get started by logging in or creating an account! O As a College User

WECAN is a nonprofit venture supported by fees from school employers set to cover expenses. .
i L f e B Email Address

WECAN was created by a collaboration of Wisconsin school employers, teacher training colleges and

teachers working through Wisconsin Association of School Personnel Administrators (WASPA). WECAN Email
is managed and maintained by the School of Education at the University of Wisconsin-Madison.
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Once you submit/register your Profile, WECAN will send a confirmation message to your personal email account.
You will need to confirm your account before you login and complete your account.



The Main Menu for candidates is the Applicant Dashboard. Depending on the types of positions you are
seeking, you may have access to one or both of the vacancy listings (Certified Staff and Support Staff).
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Begin by updating these 3 items. Then search vacancies and apply!
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Select support positions you are seeking.
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There are two separate applications, one for Certified Staff and one for Support Staff. You must select and save
the types of positions you are seeking to access and apply for vacancies.

Separate applications for Certified Staff and Support Staff provide the specific information about candidates that
the school systems are seeking.

You may immediately upload up to 10 file attachments. Documents must be in PDF format.

You must complete the Standard Application and answer the 12 Standard Questions before you can apply for
any vacancies.



When completing Standard Applications:

Selecting “Yes” allows districts to find you by license
and certification areas, years of experience, type of
position sought, name, etc. without having applied for
a position within the district.

SAVE each section as you complete it.

List all Education and Work Experiences; there is no limit to the number of entries.

Entries under Education and Work Experiences are automatically sorted by date, in reverse chronological
order.

For each degree listed in the Education sections, you will be asked to indicate if the academic program
provided Teacher/Administrator/Pupil Services certification.

Full-Time Equivalency or FTE identifies the percent of full-time work status of an employee. Student
teaching is typically 40 hours per week so it may be listed as 1.0 or 100% FTE.

There are three short answer questions in the Standard Application. The number of characters per
answer varies and is noted.

Allow school district to see application without applying
Yes g No

When answering the 12 Standard Questions:

When you Apply for a position:

When answering the Standard Questions, each of the Standard Questions has a limit of 500 characters,
approximately 75 words.
SAVE each answer as you complete it.
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You will be prompted to complete and/or

re applying for 9-12 Mathematics@
review and update your Profile, your

Standard Application and your answers to Standard Application 12 standard Questions
the 12 Standard Questions. : ‘

100. 100.
This is the only time that you will have to

modify/update your information for a
specific position. The changes that you
make will be saved as your default
information. It is critical to review your
content before submitting your
application.
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Cover letters are submitted online through
the provided text box. Content of your
cover letter may be copied and pasted or
typed directly into the text box. Itis

strongly recommended that cover letters reve | [

be customized for the specific position.

Select previously loaded documents to attach to your application; you may also upload additional PDF
documents, but no cover letters.

Answer the criminal background questions.

Submit your application by choosing the Apply button for a second time. Read the Warning and submit
when your application is complete.



To view your application history scroll to the bottom of your Applicant Dashboard and view My Applications.
Select Submitted to display the content of your application.

If you decide to withdraw your application from a specific position, use the Withdraw button found in My
Applications at the bottom of your Applicant Dashboard.
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Administrater, Pupil Services, Substtute Teachers and Teacher Aszistant/Aide, Bus Drivers/Transportation, Clerical, Coach, Co-Curricula Advisory,
Community Recreation, Computer Support. Custicdial/Maintenance and Food
Service
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Grade 2 Teacher Middleton-Cross Plains Area School District 2117 11817 ‘Withdraw

Access your Profile from your Applicant Dashboard or the Account settings to update your contact information
or to change your Email Address/Login. Your Password may be changed in your Account settings.
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Begin by updating these 3 items. Then search vacandies and apply!

Profile Standard 12 Standard

Profile Standard Question
Information Application Questions

Information Application Sets

(o)



