Districts are required to clean up their postings on the KEPS website located at https://applications.education.ky.gov/KEPs/default.aspx.  Please review and if necessary update all positions posted prior to July 1, 2014. 

*Note: For additional assistance with step-by-step procedures refer to the KEPS Quick Guide located in the Resource Documents section under the Districts [image: ] tab.

1. From the KEPS Home page execute a search:
a) click on the Districts [image: ] tab
b) then select “Review Posted Vacancies” 
c) change the default setting for “Posted During the Last” from 120 days to “All”
d) click on the [image: ] button
2. Take action from the edit [image: ] page if necessary using the following steps: 
a) if there has been a hire for a position change the vacancy status from Posted to “Filled” Or 
b) if the position is no longer necessary, then “Withdraw” the posting
3. Complete the hiring data entry when prompted for all “Filled” postings (hiring data appears at the bottom only if the vacancy status is marked “filled”)
4. Review for accuracy the hiring data summary on the MERR Home page all positions filled. To locate the data summaries:
a) go to the Districts [image: ] tab to locate the MERR Home page 
b) click on the [image: cid:image004.jpg@01CF855E.130AF920] button at the bottom of the page
c) on the next page click on the [image: cid:image005.jpg@01CF855E.130AF920] button at the bottom 
d) click on each summary tab to review the data (Administrator, Principal, Student Services, Superintendent, and Teacher Summary data)
5. Corrections to the MERR hiring data can be made to individual postings taking the following steps:
a) go to the Districts [image: ] tab
b) select “Search Vacancies” 
c) select “Filled” under Vacancy Status 
d) [bookmark: _GoBack]select the appropriate year (2013-2014) from the drop down box
e) then click on the “Search Vacancies” [image: ] button at the bottom
f) click on the down arrow [image: ] beside Filled Vacancies to expand the view 
g) click on “view” [image: ] to open details of each posting 
h) scroll down to the MERR Hiring data and click on Need to Update? to make the necessary changes
i) save your changes by clicking on [image: ]

*To print or save vacancy details for your records select Export to PDF located on the top right hand side.
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