
1 | P a g e  
 

 

Directions for Completing an Abbreviated Application  

Who Should Complete the Internal Abbreviated Application? 

 Employees who have been recommended for a Transfer, but do not have an application 

 Current substitutes who have been recommended for a Permanent position, but do not have an application 

 Retirees who are returning for temporary work 

 

1. Go to the GCS website : www.gcsnc.com 

2. Click on the CAREERS tab 

 

3. Click on HUMAN RESOURCES  

 

http://www.gcsnc.com/
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4. Click on Apply to GCS 

 

 

 

 

 

 

 

 

 

5. Click INTERNAL ABBREVIATED APPLICATION 

 

6. Click START if you have never created an application in the AppliTrack system.   

7. Click LOGIN if you have previously created an application in the AppliTrack system.  

 

8. Complete the PERSONAL INFORMATION section and  

9. Click NEXT PAGE at the bottom of the screen 
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10. Verify your CURRENT EMPLOYMENT STATUS (select YES, I am currently an employee of Guilford County 

Schools) 

11. Click NEXT PAGE at the bottom of the screen 

 

12. Enter in your POSTAL ADDRESS 

13. Click NEXT PAGE at the bottom of the screen  

 

14. SKIP OVER the section titled VACANCY DESIRED.   
15. Click on NEXT PAGE at the bottom of the screen. 

 

16. Under POSITION DESIRED, scroll down to INTERNAL ABBREVIATED APPLICATION (choose either Licensed or 

Non-Licensed)  

 Click beside INTERNAL ABBREVIATED APPLICATION (choose either Licensed or Non-Licensed) POOL.  

a. A drop down box appears where you must enter the total number of years of experience – enter your 

years of experience with Guilford County Schools (it does not have to be exact if you are unsure).  
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17. Click NEXT PAGE at the bottom of the screen.  NOTE: You may have to click the Next Page button more than 

once to scroll down the list of positions desired.   

a. DO NOT SELECT ANY OTHER POSITION DESIRED or you will be directed to complete additional sections 

of the Application which are not required for the transfer.   

18. Confirm that you are ready to submit your application by selecting SUBMIT APPLICATION button in the middle 

of the screen.  A pop up window appears asking you if you “Are sure you want to submit your application?”  

19. Click OK.  

 

20. A confirmation appears showing that your application is FINISHED and was successfully submitted. 

 

21. Notify the Hiring Supervisor once your application has been submitted so that he/she can proceed with sending 

the recommendation for hire to Human Resources. 
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IMPORTANT INFORMATION  

 All employment communication will be sent to the email address you list on your application.  If your email 

address changes, please update your application so that you do not miss important information regarding 

your employment. 

 All employment letters, contracts and forms are sent through email.  Sometimes, emails can be routed to 

your JUNK MAIL or SPAM FOLDER.  Be sure to check these folders for emails from 

mailbot@applitrack.com 

 If you click a vacancy or position OTHER than Internal Abbreviated Application, you will be asked to 

complete the application requirements for the vacancies/positions you selected.  

 If you need help or have any questions, please do not hesitate to call us at (336) 378-8806 or (336) 378-

8820.   

mailto:mailbot@applitrack.com

