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1.System Overview

Welcome to the Online System for Clerkship Application and Review (OSCAR)—a web-based
system that streamlines federal law clerk and appellate staff attorney hiring. Using OSCAR,
applicants can review judges and their clerkship opportunities and appellate staff attorney
offices and their staff attorney opportunities. For clerkship and staff attorney opportunities
that have email, fax, or mail methods of application, the applicant can review the position
description and application requirements in the system. If the judge or staff attorney office
is accepting online applications, applicants can use OSCAR to submit complete online
applications and to request that recommenders file letters of recommendation on their
behalf.

To use OSCAR, applicants must register on the OSCAR website and create a profile with
contact, background, and educational information. From that point, users can upload their
application materials, research position vacancies, and submit electronic applications. This
user manual provides guidance to applicants in performing these functions:

e Obtaining a password

e Logging into the system

e Updating user profiles in OSCAR, which contain general contact information and
education

e Changing of passwords using the My Account tab

e Uploading and managing documents (resume, cover letters, writing samples, and
grade sheets)

e Identifying recommenders and submitting recommendation requests

e Researching clerkship and staff attorney opportunities

e Creating and managing clerkship and staff attorney folders to organize your searches

e Building and submitting online applications

@ Recommendations are a common source of confusion. Remember, you must build an
application for your recommendation requests to be made available to vyour
recommenders. You must also finalize and release your applications to be viewable by
the judge or staff attorney office.

Note: All files uploaded on OSCAR must be in PDF format--all other document formats are
not accepted. OSCAR requires that applicants type their grades in the online form
provided for grade sheets and located under My Documents tab.
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1.1. OSCAR Public Resources

OSCAR serves as the judiciary’s centralized resource for notice of available clerkships and
staff attorney positions, clerkship and staff attorney application information, and law clerk
and staff attorney employment information. Even non-logged in users can use the
informational resources to access information on federal law clerk and appellate staff
attorney hiring. From the OSCAR public home page, users can access the following:

+ Judges, staff attorney offices, law school administrators, recommenders, and
applicants who have accounts can directly log into the system to engage in their law
clerk and staff attorney application process.

+ Visitors to the website can review the list of OSCAR participating judges.

* New applicants can register for an account by completing the online registration
form.

* Under the publicly available Resources tab (figure 1) is the Info Center—a page with

general information on the federal judiciary and law clerk hiring, contact information,
and frequently asked questions (FAQs). A public discussion forum as well as the
OSCAR News blog are also available under this tab.

FIGURE 1. Public Resources Tab

@ OSCAR

Welcome Judges Registrafion Resources
{ Info Center H Forums || Blogs | \\ _/

Resources: Info Center

Info Center

The Info Center provides you with access to general information on the federal judiciary and law clerk hiring, contact information, feature requests, and frequently
asked guestions (FAQs)

Understanding the Federal Courts
(Requires Adobe PDF)

Duties of Federal Law Clerks
Qualifications, Salary and Benefits
Value of Federal Law Clerk Experience
Law Clerk Hiring Plan

Contact

Send Questions
Request Feature

FAQs

Applicant FAQs

Latest News
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2.Access OSCAR
2.1. Help Desk

Questions on using OSCAR should be directed via email at oscar-support@ao.uscourts.gov.
The OSCAR Help Desk can also be reached toll-free at 1-866-666-2120 Monday through
Friday, between 8:30 a.m. and 5:00 p.m. (EST). Most applicants will be directed to their
school's career office for personal assistance.

2.2. OSCAR Informational Resources

OSCAR's Resources tab, accessible from the main navigation bar, is a central repository for
system documentation. Under the Resources tab is the Info Center—a page with general
information on the federal judiciary and law clerk hiring, contact information, and frequently
asked questions (FAQs). A public discussion forum as well as the OSCAR News blog are also
available under the Resources tab. Once you have logged into OSCAR, you can also access
the Applicant Resources sub-tab. This is a repository of applicant-specific information,
including user guides, tip sheets/instructions (Tips & Tricks), and online video tutorials.

2.3. Using Oscar’s Online Help Feature

OSCAR provides an online Help feature for you to access when you have system questions.
Help is available from each screen by clicking Help in the main menu bar. Doing this will
display an indexed and searchable list of all Help questions/answers for the applicant user
interface.

For Official Use Only Page 6 of 79
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2.4. Hardware and Software Requirements

The following hardware and software is needed for the OSCAR system.

e A personal computer running a standard operating system such as Microsoft
Windows and high-speed Internet access is recommended. A dial-up modem
connection will probably be too slow for effective use of OSCAR.

e For optimal interface performance, use current browser resources (e.g., Internet
Explorer 7.0 or more current, Firefox 2.0 or more current).

¢ You will also need access to Adobe Acrobat Reader 6.0 or 7.0 (Download links for
Adobe Acrobat Reader are presented in the system).

@ Warning: OSCAR may not behave correctly with multiple instances open on your
computer when creating documents and applications. There can also be issues with
Internet browsers that have the multi-tab feature (FireFox, IE 7, etc.). It is best practice
to only log into OSCAR once and have only one tab open.

2.5. Basic User Interactions

Users normally interact with the OSCAR system in four ways:

e Entering information in data fields

e Using the mouse to click on hyperlinks

e Selecting command buttons to direct system activities
e Uploading of files/documents

For Official Use Only Page 7 of 79



OSCAR Applicant User Guide

2.6. Key System Terms

Term What to Look For Description
Disables select interface enhancements to
Accessible © Accessile Mode: Oft ensure users of assistive technologies
Mode have full and equal access to all aspects
of this web site.
Add New 4 Add New Allows applicants to add a new item.

Apply Search

Q Apply Search

Button where the user clicks to apply the
desired search.

Available Available Position that is accepting applications.
Returns the user to the previous OSCAR
Back .@ BACK screen. (Note: Use the Back button

within OSCAR, NOT the back button on
your browser window.)

Batch Options

.?“ BATCH OPTIONS

Replace Resume/Cover Letter =

A menu of operations that will be put

forward for all of the checked ( ) items
on the list displayed on the screen. The
operations that the user can select
include: Replace Resume/Cover Letter,
[Copy to New Folder], Copy to Existing
Folder, Remove from Existing Folder,
Delete Folder, Finalize Applications, and
Save as Excel.

Use to search for a file on your computer

Browse system to upload into the OSCAR
database.
Return to the previo e without
Cancel " EEII“:EI Sav:Jnrg Changezr vious pag wi u
Change Allows user to copy a clerkship or staff
FoIdegrs FOliDERs attorney position from one folder to
another folder.
Change This button allows the user to change
9 | Change Password his/her system-generated OSCAR
Password password
Clear % Clear Clears selected search criteria.

For Official Use Only
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Clear All

=l

Allows the user to clear all checkboxes
selected on a multi-page list.

Clerkship List/
Positions List

| Clerkships List

| Positions List

These tabs are only present on judge or
staff attorney records if the judge or staff
attorney has available positions.

Column
Sort/Reverse
Column Sort

4 Oor ¥

The presence of one of these small
triangles, located at the end of a column
header, indicates this OSCAR table may
be sorted (or reverse sorted) by that
category.

Available for the user to copy a

Copy to - ..
Py *1 ) Corrx0 clerkship/judge or staff attorney
Folders A B ", )
position/office to a folder.
Stores application materials as a Draft
Create —— and allows you to trigger recommendation
) ] Create Draft Application
Application letter requests to your selected
recommenders.
. This button is available to deactivate your
Deactivate - ; :
Deactivate Account | OSCAR account. It is required that you
Account “ "
select a “reason.
Delete ¥ Delete @ This button deletes an item.
or
Allows you to edit the contents of an
Edit application packet while it remains in draft
status.
You must click this button when your
application is ready; otherwise, the judge
o or staff attorney office will never be able
Finalize — — . :
. Finalize Application k to see it. Remember: Once you click
Application . ... )
Finalize Application, you will no longer
be able to make any changes to your
application packet.
i Opens the OSCAR help topics window.
Help () HELP (Note: The Help button is located at the

top right-hand corner of the screen.)

Judge Details

Juige Details {

Displays judge general information
(including chamber notifications). The
system displays this information for all
OSCAR participating judges.

For Official Use Only
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Jump

Jump |1 | ¥

Moves directly to and displays the
selected page (in a multi-page list).

New

Cover Lette |r|ew

[zelect] W

As application materials are being
selected for an application packet, this
option allows the user to create (with an
online editor tool) OR upload new
documents. (Documents not previously
entered on the My Documents tab.)

Next (button)

Brings user to next screen after entering
data.

Next

Shows the next page (in a multi-page
list).

Paste As Plain
Text

OSCAR's online editor only allows users to
paste as plain text. This button strips out
formatting from anything copied into the
editor. You will need to use the online
editor's own formatting tools when
creating cover letters.

Preview PDF

B

Clicking on one of these small icons will
allow you to preview a PDF document in
another window.

Previous

< Previows

Shows the previous page (in a multi-page
list).

Required Field

Indicates data entry into this field is
required before the Save or Submit
button can be used.

Return to
Clerkship List

Return To Clerkships List

This button, located on the Clerkship
Details tab (where an application is built),
returns you to the list of clerkships for the
selected judge.

Return to
Positions List

| Returmn To Positions List

This button, located on the Position
Details tab (where an application is built),
returns you to the list of positions for the
selected staff attorney office.

Saves your work and leaves you on the

Save
v n Saxs current page.

; This pull-down menu allows the user to
Select | [select] 3 I

access documents previously saved on the
My Documents tab.

For Official Use Only
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Allows the user to select all individuals on

lect All
Select a multi-page list.
Displays staff attorney office general
Staff Attorney information (including office notifications).

Office Profile

Staff Attorney Office Profile

{

The system displays this information for
OSCAR participating staff attorney offices.

Saves your work and brings you back to

Submit Submit k ]
the previous screen.
Update Use this button to save changes in
p. . | Update Application | document or recommender selections in a
Application

draft application.

Update Profile

Update Profile

Saves changes to your OSCAR profile.

This button allows the user to upload a

Upload PDF document to the OSCAR database.
Takes you to position details and build
View & Apply application screen frgm a list of clerkship
or staff attorney positions.
Permanently removes an application that
Withdraw is viewable by the judge or staff attorney

office. You will not be permitted to
reapply or resubmit to this position.

For Official Use Only
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2.7. Application Status Codes

OSCAR displays application status codes that indicate if you have applied to a position,
withdrawn an application, placed an application in draft, or if a judge or staff attorney office
requested an updated document for an application.

Term Icon Description

Draft Draft application for later submission.

A

Finalized E‘ Finalized application.
Withdrawn Withdrew an application.
Update Request by a judge or staff attorney office to the applicant to

=

update an application document.

2.8. Document Codes

OSCAR displays icons that represent the various document types in the system.

Term Icon Description
S .| View an entire application packet, including cover sheet and
Appl n T
pplicatio I_j all documents.
Resume Applicant’s Résumé.

Cover Letter Applicant’s Cover Letter.

o] | 12]

Law Grade Sheet Unofficial Grade Sheet for Law Degree.

5]

Other Grade Sheet Unofficial Grade Sheet for Advanced Degree.

184

Undergraduate

Grade Sheet Unofficial Grade Sheet for Bachelors Degree.

154

Writing Sample Applicant’s Writing Sample.

2
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2.9. Overview of the Application Steps in OSCAR

® Although applying for positions in OSCAR may seem complex at first, it is a
straightforward process that can be broken down into four basic steps:

e Upload Documents

e Identify Recommenders

e Research and Manage Positions
e Submit Applications

A basic understanding of the application process will allow you to more effectively use the
OSCAR system in your goal of securing a federal clerkship or appellate staff attorney
position.

Step One: Upload Documents

° Before you can begin building your applications, you will need to upload the
documents you plan to submit—cover letter, resume, grade sheet(s), and writing
sample(s)—in the My Documents section.

Step Two: Set Up Recommenders

) Use the My Recommendations section to select your recommenders ahead of time.

@ Note: You must create an application in order for the recommendation requests to
be created for your recommenders. If this is the first time that a recommender has been
identified in the system, this will trigger an Evite email to the recommender. Most often,
faculty recommenders have already received their Evite email with login information.

Step Three: Research and Manage Clerkship and Staff Attorney Positions

) Use the search functions in the Search For Positions tab to identify clerkship and
staff attorney positions for which you wish to apply.

) Use the folder functions in Search For Positions tab to save/organize your search
results.

Step Four: Submit Applications

. If the judge or staff attorney office is accepting online applications, build an
application for submission. To do so:

1. Place your mouse over Search for Positions on the main navigation bar.
Select Judges or Staff Attorneys from the menu that appears.

For Official Use Only Page 13 of 79
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From the Judges List or Staff Attorney Office List sub-tab, click on the
highlighted link (judge or office name) of the judge or staff attorney office to
whom you wish to apply.

. This takes you to the Judge Details or Staff Attorney Office Profile screen.

Click on the Clerkship Details or Positions List sub-tab to display clerkship

opportunities.

Select an available clerkship or staff attorney position by clicking the View &

Apply button in the Options column.

Review the position details and begin building the application.

o Upload each document that you are required to submit to that judge or
staff attorneys office. (Note: Required documents are indicated in the
Clerkship Details or Position Details sub-tabs).

o Identify your recommenders for that application.

) Click Create Draft Application to store application materials as a
draft.

. The Finalize Application button sends your application to the judge

or staff attorneys office. Remember: Once you click on Finalize
Application, you will no longer be able to make any changes to your
application.

Note: If a judge or staff attorney office is not accepting online applications, compile your
application outside the OSCAR system and submit the materials to the judge or office per
their indicated application method (e.g., email, FAX, or mail).

For Official Use Only
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2.10. System URL

Applicants may access OSCAR through the following websites:

https://oscar.uscourts.gov or http://www.oscar.uscourts.gov

You may want to bookmark this site in your browser for easy access.

FIGURE 2. OSCAR Login Page

é/i OSCAR

Registration

Resources

-
«f®) OSCAR News
EINDING HIRING INFORMATION FOR JUDGES AND
STAFF ATTORNEY OFFICES
Jun 14, 2010

From the OSCAR Help Deck

¥ Viiew more

Critical Dates

» 10:00 a.m. (EDT), Tuesday, September 7, 2010
Applications received (OSCAR release)

» 10:00 a.m. (EDT), Friday, September 1
First d

*View more

Welcome Judges Registration Resources

Privacy

What is OSCAR?
OSCAR Is the central online resource for federal

law clerk and appellate court staff attorney hiring.

« Would you like to learn mare?

= Are you a new judge, staff attorney office, or
applicant?

« Have you been asked to be a recommender?

é} Alerts

There are no alerts atthis ime

* Viiew more

\ ) Forums

A public forum is available to all 0SCAR users to
discuss OSCAR-related issues. Separate Judiciary
and Law School forums are available for members
ofthose user groups to interact with their peers

*View more

ContactUs

Usermname:
Password

Forgot Password

Register

Registration is fast and easy.
Start here »

e
@% Quick Links

¥ Stay Up to Date via RSS
P Federal Law Clerk Hiring Plan
b ContactUs

B Video Title

- oscar-supporti@ao.uscourts.qov | Telep

For Official Use Only
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2.11. Obtaining an OSCAR Account

This section provides instructions for obtaining a username and password to gain access to
the OSCAR system. When you first login to the site, click on the Registration tab at the top
of the page. This will open the Registration screen. Make sure you are on the Applicant
tab.

FIGURE 3. Applicant Registration Tab

Welcome Judges| Registration Resources

-
Applicant H Judge || W

Applicants who wish o use the OSCAR system to search for clerkship and staff attorney postions and submit online applications need to complete the form below. This form allows you
to create your own username and password. Once al required fields are completed, click the Submit butten and 0SCAR will take you directly inte your new OSCAR account

General Information

First Name*:

Middle Initial:

Last Hame*: |

Email Address®: |

Address*: WFNlEE

Street*:

| Complete all required fields

City*: . .

[ (marked with * ), making a note
staterTerritorys: of the username in particular.

Zip™:

=

Country:

Contact Phone Number®:

Other Phone Number:

Username*: Please Choose a username

Password": |

Confirm Password*: |

Email Frequency: Periodically the OSCAR system will send out automated emails to inform applicants of new position opportunities. You may choose "weekly” or "daily” to
receive them, or “never” if you would not like to receive them.

ODEW O’a‘v‘aekly O Never

Preferred Types: If you would like to limit notifications to a specific type, please choose below. Otherwise you will receive notices for all types.
L4} Bankruptcy Judge
L] Circuit Judge
[ pistrict Judge
[magistrate Judge
[ special Master
[ statf Attorney Office

Preferred States: If you would like to limit notifications to specific states, please select below. Otherwise you will receive notices for all states.

[zelect]

Receive Reminders*: Choose to receive reminders when you have applications in Draft. All applicants can create an application and maintain that application in draft status while
Laprm galicants must log in and finalize their applications to release them for viewing by the judge.

O paity O weekly O Never
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FIGURE 4. Applicant Registration Tab Cont’'d

Academic Information

BAJ/BS From*: Enter a keyword below and click Go to see a list of matching schools.
‘anter keyword here | Go b | [Uze Keyword] v

Date of BAIBS":

JDILLB From': | [select School b’

Date of JDILLB™

LLM From:

<

Date of LLM:

| v

Class Rank*: Many law schools do not provide class rankings for any of their students. To ensure equitable treatment of students from those schools, OSCAR has been
configured so that a search on any percentage ranking will return all applicants from those schools. They will be identified in a search result by the words
"School does net rank” in the class rank column.

A few law schools rank only a portion of their students. Ranked students from those schoole will be returned with a search on a percentage ranking;
unranked students wil not (athough they will show in other searches, e.qg., by law school). Unranked students from those schools will be identified in a
search result by the words "Student is not ranked” in the class rank column,

Law ReviewlJournal: () yes @ o

If No, does your law school have a law revie urnal ?

Moot Court Participation®: Oyes O no

if¥es, Moot Court Name(s):

| |
x Dalete

4 Add Another Moot Court

Prior Judicial Experience

Judicial Internshipf () yes (O no

Judicial Externshiff: (O yes O no

Post-graduate Judicial Law Clerkfg O yes 0 no

Professional Organization

Organizations: If a judge or staff attorney office has instructed applicants to list specific information in the applicant profile pertaining te participation in erganizations, please type it
here. Otherwise leave it blank. [Limit your entry to 100 characters.]

Verification of Data™: By choosing Y'es, | hereby confirm that all data entered in this profile and any application documents are true and correct. The information in your profile and
your verification of the data will be displayed in your application packet(s).

ez Ono

You must verify the account
information entered and then
click Submit.

Welcome Judges Registration Resources Privacy ContactUs Help lephone

20 (tol-free

@ Note: You must verify that all the information you have submitted is true and correct
(click Yes in the Verification of Data field). After your profile is complete, click Submit
and OSCAR will directly log you into the system.
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3.Home Page
3.1. Logging Into the OSCAR System

From your Internet browser, go to the OSCAR website (https://oscar.uscourts.gov) and
enter your username and password. Click Go to log on.

FIGURE 5. OSCAR Login Field

|
'i Login

Llzername:

Fill in the Username and
Password fields and click
Go.

Passwiord:

Forgot Password

3.2. Forgotten Password

The OSCAR Help Desk cannot retrieve forgotten passwords. If you forget your password,
click Forgot Password, enter your username, and click Go to receive your password via
email. If you forget your username, call the OSCAR Help Desk at (toll free) 1-866-666-
2120 or send an email at oscar-support@ao.uscourts.gov.

3.3. Main Navigation Bar

FIGURE 6. OSCAR Navigation Bar Showing "Mouse-Over" Menus

i @} HELP EFFEEDBACK

é/.i. OSCAR

Home My Profile {| My Documents { MyRecommendations Search For Positions My Applications | Resources |

Profile
My Account

My History

The main navigation bar (figure 6) runs along the top of the page. It allows a user to
quickly navigate through the OSCAR website. Main menu tabs have "mouse-over"
functionality, so when you place your mouse cursor over a main menu tab, a sub-menu will
appear. OSCAR will display the active tab as red, as in the illustration above.
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3.4. Home Page

After login, OSCAR displays the Home page (figure 7) where several resources are
maintained for users.

¢ Getting Started—this field provides links to a number of illustrated tip sheets and
information documents to guide you in carrying out basic OSCAR tasks. There is also
an interactive graphic showing the four steps of the OSCAR application process. This
graphic has embedded links to relevant tip sheets.

¢ OSCAR News—The OSCAR Program Office will periodically post blogs on OSCAR
issues or tasks in this section. Check back frequently.

e Alerts—Any system outages, federal holidays when the OSCAR help desk will not be
available, or other critical information will be posted in this section.

e Critical Dates—The Federal Law Clerk Hiring Plan Critical Dates are shown in this
section. Please note that while OSCAR abides by the Hiring Plan, we do not
administer it. The committee that decides these dates is a completely separate
entity from OSCAR.

e Forums—Here you will see recent postings in the Public Forum. You can make use
of this forum to discuss OSCAR issues with your peers.

¢ Quick Links— Quick Links field contains navigational resources that allow you to
quickly navigate to a particular resource or area of OSCAR. (The Quick Links list
may be updated periodically.)

¢ Folders—A convenient listing of all your custom folders, divided by clerkship and
staff attorney positions.

Note: If you have submitted an application and the judge or staff attorney office has
requested an update to the submitted materials, you will see an Application Needs Update
alert on your home page (circled in figure 7). You can click the highlighted link to go
directly to the application needing an update.
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FIGURE 7. Applicants Home Tab

@) Accessible Mode: Off ) HELP @B FEEDBACK

UNITED STATES

Home  MyProfile | MyD i My i i SearchFor Positions | My Applications i Resources

Friday, June 18, 2010 | 12:49 pm | User: looking - Applicant i Logout

Home

Getting Started (1) Applications Need Update

Tlpsheets B . Judge: Judge Test2 Term:Temporary Requested Update: cover_|etter
* An Overview of the OSCAR
Application Process (560K8, PDF) O\ Alerts
o How to Navigate OSCAR(170KB,
PDF) Jun 18, 2010

Requirements for Uploading
Documents (138KB, PDF)

How to Upload Documents
(270KB, PDF)

How to Identify Recommenders

CHANGE IN CRITICAL DATES: The Law Clerk Hiring Plan’s critical date for when judges can
contact 3L applicants and schedule interviews has changed from Friday, September 10, 2010
(10:00 am EDT) to Monday, September 13, 2010 (10:00 am EDT).

(279KB, PDF)

o How to Search for Positions
(409KB, PDF)

 How to Build an Application Critical Dates
(333KB, PDF) Click the graphic above for a larger, interactive

version » 10:00 a.m. (EDT), Tuesday, September 7, 2010:
Applications received (OSCAR release)

» 10:00 a.m. (EDT), Monday, September 13, 2010:
First date and time when judges may contact applicants to schedule interviews

- » 8:00 am (EDT), Thursday, September 16, 2010:
(& OSCAR News First date and time when interviews may be held and offers made

Q Forums

Recommender Notifications Q & A
Py Jun 08, 2010 1:44pm | 2 Replies

FINDING HIRING INFORMATION FOR JUDGES AND STAFF ATTORNEY OFFICES
Jun 14, 2010

From the OSCAR Help Desk

OSCAR provides applicants and LSAs with a

number of search features to find judges and La Jun 14,2010 2:2%pm
staff attorney offices who are hiring. When . 3 s
searching for available positions, all applicants '\;LM £’°m foreign “““’9’5" :
and LSAs should remember thatif a Fosted: May 27, 2010 2:43pm| 0 Replies
participating judge or staff attorney offices 2 £
does not have a position posted in OSCAR, then ' %’mﬂnes
that judge or staff attorney office is not hiring! — iy 5
i A I, + View All Forums
# Read this entry (
- BN N
# View all Blogs -,
-~ % Quick Links

b Eederal Law Clerk Hiring Plan

b Pending Recommendations
Folders

CLERKSHIP FOLDERS
&3 Applied To (0)

(23 Available (4)

(22 Currently Hiring (0)
(23 Expired (0)

|# Add New Folder |

STAFF ATTORNEY FOLDERS
& SA Test Folder (0)

|# Add New Folder |

Email Support: oscar-support@ao.uscourts.gov | Telephone: 866-666-2120 (toll-free)
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4.My Profile

The My Profile tab on the main navigation bar provides access to the Profile, My Account,
and My History sub-tabs.

4.1. Profile

The Profile sub-tab allows you to view and edit your profile information. This includes the
background and education information that you entered during your OSCAR account
registration. Your profile is viewable to judges and staff attorney offices as they review your
application materials (résumé, cover letter, writing sample, grade sheets, and letters of
recommendation), so it is important to keep it updated and correct. To update your profile,
place your mouse cursor over the My Profile tab and select Profile from the menu that
appears (figure 8). To make changes, click the Edit Profile Button. After making your
changes, click Yes in the Verification of Data field (figure 9), and click the Update Profile
button.

@® Note: Whenever updating your profile information, you must verify that all the
information you have submitted is true and correct (click Yes in the Verification of Data
field shown in figure 9).

FIGURE 8. Updating Your Profile

Home | NyProfile | MyDocuments My Recommendations |  Search For Positions § My Applications Resources |
- Friday. June 18, 2010 | 1:05 pm | User: looking - Applicant § Logout
L AA - N\
@ sack Enter new information into relevant
- fields, verify as correct, and click
Profile % My Accaunt

Update Profile button to save.

Quick Help =]
Update Piofile || % Cancel * Indicates a requived fieid

What is my profile used for?

‘four profile is sent alongside your
Contact Information selected resume, cover |etter, writing
sample, grade sheets, and letters of

recommendation when you apply for a
position. Be sure to provide accurate

First llame: i e ) i i
irst Hame': | infarmation in this crucial step.

Middle Inftial: Completion Status 5]
D First Name
Last Hame': |a 4 . N D Last Name
The Completion Status @ Ermail Address
_ ‘ sidebar indicates which | | adress
Email Address' |nzcar-support@an uscourts gov f |d | t d gCnmact Fhane
1elds are completed. Cther Phone
‘ \_ J @ BasBs From
Address': [ ADDRESS _ D JDILLE From
Street': LLM Fram
P 0. Box 0000
City's
Wazhington
State Territory':
District of Columbia W
Zip':
20001
Country:
United States et
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FIGURE 9. Verification of Data Field

Verification of Data®: By choosing &g, | hereby confirm that all data entered in thiz profile and any application documentz are true and correct. The
information in your profile will be dizplayed to the judge in your application packet(z).

'f\,jyes Ono

Class Rank is one of the fields under My Profile (figure 10). Your law school administrator
certifies class rank for your law school. Based on this certification, the class rank that is
applicable for your school will be available to you. For schools that rank, applicants can
select one of the following class rank criteria: 5%, 10%, 15%, 20%, 25%, 30%, 33%, 50%,
and below 50%.

For Schools that Do Not Rank: OSCAR will automatically display School Does Not
Rank in their applicants’ profiles. To ensure equitable treatment of applicants from those
schools, OSCAR has been configured so that a search on any percentage ranking will return
all applicants from those schools. These applicants will be identified in a search result by
the words School does not rank in the class rank column.

For Schools that Partially Rank: Applicants may select 5%, 10%, 15%, 20%, 25%, 30%,
33%, 50%, below 50%, and I am not ranked. Ranked students from those schools will
be returned with a search on a percentage ranking; unranked students will not (although
they will show up in other searches, e.g. by law school). Unranked students from those
schools will be identified in a search result by the words Student is not rankedin
the law school column.

FIGURE 10. Class Rank Field

Class Rank™: Many law schools do not provide class rankings for any of their students. To engure equitable treatment of students from those
schoole, OSCAR has been configured =o that a =earch on any percentage ranking will return all applicants from those schools. They
will be identified in a =earch result by the words "School doez not rank” in the clazs rank column.

A few law =chools rank only a pertion of their students. Ranked students from those schools will be returned with a search on a

percentage ranking; unranked students will net (afthough they will show in other searches, e.g., by law =chooel). Unranked students
i identified in a =earch rezult by the wordz "Student iz not ranked™ in the clazs rank column.

| Tam not ranked V'\

5%
Law ReviewiJournall: SIENNNGNE
15%
20% rrial(s )
25% -
30%
33%
50%
Below 50%
School does not rank

k |lam not ranked PA_I

w

gnd Public Pol
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4.2. My Account

The My Account sub-tab (figure 11) allows you to manage your login information, declare
your availability, and deactivate your account.

FIGURE 11. My Account Tab

Home ¢ MyProfile { MyDocuments | MyRecommendations | Search For Positions | My Applications | Resources

Friday, June 18, 2010 | 2:53 pm | User: looking - Applicant £ Logout

j\g My Profile

@ Ifyo ike to change your passwaord or deactivaie your account, you may do so here

Mew Pagsward
Type a new password in both fields

and click Change Password.

Canfirm Passward

<
<

@ Clicking Yes below will autoratically withdraw your outstanding applications. Your name will alsg be included on an "unavailable list' that judoes and staff attorney ofices can
access priorto proceeding further with an applicant.

*indicates a required field

lam unavailable:  COyes (&no Click Yes to mark yourself
as unavailable.

@ The Deactivate Account Button is for applicants who would like to delete their OSCAR account once they are finished using the systern. Deactivating an account autornatically
deletes the user's profile, application documents, and applications. Ifyou choose to deactivate your account, you must choose a reason for doing so: () Hired () Other

Period of Unavailability: i .
fi.e., Until May 2011) Indicate reason and period of

[Peactvate Account | unavailability to deactivate account.

4.2.1. Changing Your Password

To change your password from the My Account sub-tab, type a new password in both fields
and click the Change Password button.

4.2.2. Mark Yourself Unavailable

You may indicate a period of unavailability (e.g. if you are hired elsewhere) in your My
Account settings. To mark yourself as unavailable, check Yes in the I Am Unavailable
field. You will then need to enter a reason (Hired or Other) and to specify the period of
time you will be unavailable. Note: Judges and staff attorney offices can view applicants on
the Unavailable List.
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@® Note: Placing yourself on the Unavailable List will automatically withdraw your
applications, maintain your OSCAR account for future use, and store your documents until
your account meets the archiving criteria due to account inactivity (or if you deactivate the
account, see below).

4.2.3. Deactivating Your Account

If you would like to delete your OSCAR account once you are finished using the system, you
may do so from the My Account sub-tab. To deactivate your account, select the reason you
are deactivating your account (Hired or Other), the length of time you will be

unavailable, and then click the Deactivate Account button.

Note: Deactivating an account automatically deletes the user's profile, application
documents, and applications. Additionally, you will no longer receive any OSCAR email.

You will need to confirm the deactivation (figure 12) at which point OSCAR will log you out
of the system.

FIGURE 12. Prompt to Confirm Account Deactivation

The page at hitps:floscar.uscouris.gov says:

e Are wou sure you wank ko deactivate wour OSCAR account? This ackion will also log wou out of the
syskem,

oK | ’ Cancel
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4.3. My History

You can review your account activity using the My History sub-tab (figure 13). OSCAR logs
and archives all of your interactions with the system, including logins/logouts (including

incorrect login attempts) and creating, deleting, or modifying system objects. (These could
be anything from profile information to application documents.)

To search for a particular event, you can select a date range in which to search and specify
the particular type of activity (e.g. Login) using the Activity pull-down menu. Note that
there are some limits on the range of your search parameters, which are detailed in the red

onscreen text. Click on the arrow (+) next to a column header to change how that column
is sorted.

FIGURE 13. My History Tab

Home { MyProfile { MyDocuments : MyRecommendations : SearchFor Positions { My Applications { Resources i
. Friday. June 18, 2010 | 2:02 pm | User: locking - Applicant# Logout
:é My Profile
O BACK
Profile S My Acco‘m
e
BASIC SEARCH
Activity "
p
Q Apply Seard Logn P Select your search criteria
€ .
o CLA—— and click Apply Search.
Object deleted \
Object modified

Queries may be run on all Saved event log data, but are restricted to a time span of no more than 1 months.
Results limited to 1000 to optimize performance. Please use filters to find desired entries.

Items 1-18 of 18

Showing per page

Date/Time 4 Label »

Jun 18, 2010 3:01 pm  Login

Jun 18, 2010 251 pm  Login

Jun 18, 2010 235 pm  Logout

Jun 18, 2010 2:27 pm  Login

Jun 18, 2010 218 pm  Logout

Jun 18, 2010 245pm  Login

Jun 18, 2010 2:05pm  Logout
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5.My Documents

The My Documents tab (figure 14) allows you to review, upload, and manage all of your
application documents. You may upload multiple versions of your application documents
(resumes, cover letters, and writing samples) so that you can customize your online
applications for each clerkship or staff attorney position that you create an application for.
Please note that grade sheets cannot be uploaded—they must be entered in the OSCAR
online grade sheet form, which will convert your entered data into a PDF document.

FIGURE 14. My Documents Tab

Home | My Profile My Documents My Recommendations Search For Positions My Applications Resources

Friday, June 18, 2010 | 2:24 pm | User: testappl - Applicant# Legout

j My Documents /
' P4

Q

[ My Documents \‘:

N
ent Upload Limits:

Please Note:
= All documents uploaded must be in PDF format.

Tip Sheets:
= Requirements for Uploading Documents (138KB, PDOF)

= Grade sheets must be created using OSCAR's online tool. To generate a =» How to Create a Cover Letter Using OSCAR's online editor

POF document of your gradesheet, you must click the Upload button.

m  Cover letters can also be created using the online editor.

= Mo individual uploaded document can be larger than 300KB. For more
information on converting your documents to PDF format, click here.

(299KB, PDF)
m» How to Create 3 Grade Sheet (420KB, FDF)

Warning - After 55 minutes, your OSCAR session will time out. When typing your gradesheet, you MUST periodically click on the Save button as well as the Upload button to
save your gradesheet entries. The Save button only saves the information to the system and allows you to continue working on the gradesheet form. This button does not

convert the saved information to a PDF document.

@ Resume: 2/3

@ Cover Letter - Clerkship: 0/25
Cover Letter - Staff Attorney: 1/25
@ Writing Samples: 0/3

Law Grade Sheet 112
@ Undergraduate Grade Sheet: 1/3
log] Other Grade Sheet 113

= Previous | Jump | Next =

ftems 1-9 07 9

Document Label v Document Type v Status Last Modified
&) Resumet p Reciime N ready Jan 08, 2010 12:04 pm
E) resumen P Review, Edit, and ready May 14, 2010 1:32 pm

Delete documents.
@ EMl etter1t  \o Aer

available for applications

Jan 08, 2010 11:53 am

E Law Gradesheet Law Grade Sheet ready May 14, 2010 1:57 pm
&Y othercradesheet Other Grade Sheat ready May 14, 2010 2:13 pm
@ UnderGradesheet Undergrad Grade Sheet ready May 14, 2010 2:08 pm

@ COVERZ2 Staff Atty Cover Letter

TE) sacoveronsas

J Click Add New to

€ sncOve/L upload a new document.

available for applications

May 14, 2010 2:35 pm

ready

May 15, 2010 4:00 pm

—

available for applications

May 14, 2010 1:29 pm

+ addmew | ltems 1-9 of 9

< Previous | Jump | Hext>
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OSCAR has several explicit requirements pertaining to any documents uploaded to the
system.

e All documents uploaded to the system must be in PDF format. The only exceptions
to this are cover letters created in the online editor.

e OSCAR does not accept any scanned documents (e.g. transcripts and writing
samples). Applicants must enter their grades in the online grade sheet form in order
to generate a law school, undergraduate, or other grade sheets.

¢ File size limits: All uploaded resumes, cover letters, and writing samples must not
exceed 300 KB in size.

@ Note: The file size limit cannot be increased!

5.1. Document Upload Limits

When you create an online application to an OSCAR judge or staff attorney office (explained
in further detail below), you will be able to select a particular uploaded version of each
document type to attach to your application.

You may submit a different version of each of your documents to each judge or staff
attorney office to whom you are applying. However, OSCAR is configured so that you may
only have a limited number of each document type uploaded in the system at any one time.
Therefore, if you are applying to a large number of OSCAR positions, you may need to
upload your documents and build your online application in stages.

The Document Upload Limits information box, displayed in the My Documents tab, tracks
the total number of any document type you have uploaded (figure 15). You may have a
maximum of 3 resumes, 25 each of clerkship and staff attorney cover letters (for letters
uploaded as PDF files), 3 writing samples, 2 law school grade sheets (for transfer students),
3 undergraduate grade sheets, and 3 other grade sheets (e.g., other graduate work).

FIGURE 15. Document Upload Limits

@ Resume: 2/3 Law Grade Sheet 1/2

- - i Number of currently
@ Cover Letter - Clerkship: 0i25 Lndergraduate Grade Sheet: 1/3 uploadedtotal
€] Cover Letter - Staff Attorney: 1125 [og| Other Grade Sheet: 1/3 allowable documents.

@ Writing Samples: 0/3

The 25-cover letter limitation does not mean that you may not apply to more than 25
clerkship or staff attorney positions. Nor does it mean that, in the event you decide to
apply to more than 25 clerkship or staff attorney positions, you cannot use a different
version of your cover letter to build and submit applications for each clerkship or staff
attorney position you are applying for. What it does mean is that you may only build and
submit 25 clerkship or staff attorney applications at a time using your uploaded PDF cover
letter documents. After you submit your first 25 clerkship or staff attorney applications and
select the versions of the documents to be attached to each application, you will need to go
back to your uploaded documents folder and delete the 25 previously uploaded clerkship or
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staff attorney cover letters. You can then upload the cover letters for the next group of
clerkship or staff attorney positions to which you are applying before you actually build and
submit these applications.

Note: Deleting the old letters from your uploaded documents file will not delete the cover
letters from the applications you have already submitted.

@ Note: You will be able to edit your applications and attach different or revised versions
of application documents up until the time you FINALIZE THE APPLICATION AND RELEASE
IT to the judges or staff attorney offices for viewing (i.e., up to the point when you select
Finalize Application).

An alternative method of creating cover letters that is not subject to the 25-cover letter
limitation is to use the OSCAR online editor to create generic cover letters that can be used
for all clerkship or staff attorney applications. You may use merge fields (see section on
creating letters in online editor) to create a single letter that OSCAR will automatically
customize with each judge’s or staff attorney office's information when it is attached to the
application(s).

5.2. Uploading New Application Documents from a PDF File

A new resume, cover letter, or writing sample may be uploaded from a PDF file from the My
Documents tab of the main navigation bar. To upload a new document:

1. Click on the Add New button. OSCAR will open the Document Details sub-tab
(figure 16) with the form to add a new document. You will be required to:

e Give the document a label (Document Label).

e Assign a Document Type (e.g. Resume, Clerkship Cover Letter, Staff Atty Cover
Letter or Writing Sample). Note: You cannot upload a PDF document for a Law
Grade Sheet, Other Grade Sheet, or Undergraduate Grade Sheet.

@ Please wait.. -.. E@

QI_I‘ htips://oscar-dem o.sym plic .7

2. To upload the file, click on the Browse button and select the PDF

file to be uploaded from your computer or network drive. P
3. Find your file and select Open. The location path and the name of ®
your file will appear in the Browse field. File Uploads can take several
4. Click on the Upload button to upload the file. Wait while the e
upload occurs. You will see a “please wait” image on screen = inishe

during the process. When completed, you will be returned to the
document list

oscar-demo.symplicity.com 2

Note: The Current Documents field on the right of the screen displays all documents you
currently have uploaded on your OSCAR account.
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FIGURE 16. Uploading a Document on the Document Details Sub-tab

Home : My Profile My Documents My Recommendations Search For Positions

My Applications Resources

Fridsy, June 18, 2010 | 2:42 pm | User: testappl - Applicant # Logout

@ Please Note:
= All documents uploaded must be in POF format.
m Grade sheets must be created using OSCAR's online tool. To generate a
POF document of your gradesheet, you must click the Upload button
m Cover letters can also be created using the online editor.
= Mo individual uploaded doecument can be larger than 300KB. For more
information on converting your decuments to PDF format, click here.

convert the saved information to a FDF document.

Warning - After 55 minutes, your OSCAR session will time out. When typing your gradesheet, you MUST periodically click on the Save button as well as the Upload button to
save your gradesheet entries. The Save button only saves the information to the system and allows you to continue working on the gradesheet form. This button does not

Tip Sheets:
= Requirements for Uploading Documents (138KB, FDF)
» Howto Create a Cover Letter Using OSCAR's online editor
(209KB, PDF)
» Howto Create 3 Grade Sheet (420KB, POF)

Ve

Enter a unique name for the
Document. This label will show
when creating an application.

Current Documents =1

ates & required field = =
s + indicates an online cover letter

Browse... | e

-

Click Browse to select the
PDF file from your system.

Document Resumes:
[R]] RESUMEZ
Document Label': | @ Resume
( ™\ -
Specify the Document Type e' LR (e el
: H C | Cover Letter1+
Document Type <«—— (e.g., clerkship cover
letter). Cover Letters (Staff Attorney):
~ J @ SA Cover on 5-15
File: &
Please select your document to upload e COVER2+

@ SA Coverl+

Writing Samples:

5

Click Upload to
complete the process.

Ione uploaded.
Law Grade Sheets:
Law Gradesheet

Undergraduate Grade Sheets:
UnderGradesnaet

Other Grade Sheets:
@ OtherGradesheet
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5.3. Creating a Cover Letter Using the Online Editor

To create a cover using the online editor:

1. Select the My Documents tab on the main navigation bar.
Click the Add New button.

3. When you first open the new document form, enter a label and select Clerkship
Cover Letter or Staff Atty Cover Letter for document type.

4. This allows you to select the option to use the online editor to create the letter.

Type or Copy and Paste (see details below) your letter into the online editor.

6. When satisfied with your cover letter, click the Upload button. Your letter will now
be available in the My Documents list.

v

When using the online editor, it is helpful to remember these tips:

e To insert a single line break, hold down the Shift key while pressing Enter.

e You cannot insert graphics when using this editor. This includes institutional
letterheads or signatures.

e By using merge fields (see below), you may customize a single letter for multiple
recipients.

e Cover letters created using the online editor may be edited as many times as
needed. A cover letter uploaded as a file cannot be edited, only deleted and
replaced.

® Merge Fields

If using the online editor with defined merge fields, or if creating a new letter, applicants
may take advantage of the merge fields. These merge codes are placeholders for name
and address information stored in the OSCAR database. When you use these fields in the
online editor, OSCAR will automatically fill them in with information for a specific judge or
staff attorney office to whom a letter is directed. If you choose to type or paste a letter
into the online editor, you may include any of the fields listed below. Please note that the
fields must be typed exactly as they appear; you may copy and paste them from the list to
ensure accuracy.

Note: Be sure to include the square brackets when typing the merge field.
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5.3.1. Judge Merge Fields

For your convenience, the judge address block and salutation line for your letters are
already pre-filled into the online editor box with the merge fields below.

FIGURE 17. Online Editor Toolbar and Judge Merge Fields
B 7 U & | = | A -7
Font size - | | & B3 B 0 | 44 40

[nonorable judgename]
[formatted address]

— —
[P p—
-—

F—

5  HTML

RILAN
"l

Hint: Roll your mouse pointer
over the tool bar to learn about
the editor’s formatting resources.
Dear Judge [judge_Iname]:

If you do not wish to use the pre-filled merge fields in the online editor box, you may copy
and paste any of the fields listed below under Judge Merge Fields to create your letter.

OSCAR provides the following five preset merge fields that you may use in your cover
letters.

FIGURE 18. Judge Merge Fields

Judge Merge Fields:
[ludge_fname] (Judge first name)
[ludge_Iname] (Judge last name)

[formatted_judgename] (judge name exactly as it
appears in OSCAR)

[honorable_judgename] (judge name with The
Hanorable)

[formatted_address] (Judge mailing address)
5.3.2. Staff Attorney Merge Fields

For staff attorney cover letters, the online editor is pre-populated with the following merge
fields in the salutation block. The preferred salutation is "Dear Senior Staff Attorney."

FIGURE 19. Online Editor Toolbar and Staff Attorney Merge Fields

BIU|EEEE|A-|E|E=E|—&
Fontsize = | | % G3 0@ |88 85 |9 -
[sa0_name]

[formatied address]

Dear Senior Staff Attorney
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Additional merge fields for staff attorney cover letters are listed in the Staff Attorney Office
Merge Fields box.

FIGURE 20. Staff Attorney Merge Fields

SAOD Merge Fields:

[name] (340 Mame)
[formatted_address] (SAQ mailing
address)

5.3.3. Copying and Pasting into the Online Editor

Copying and pasting from a Microsoft Word or Corel WordPerfect document into
the online editor may result in formatting issues due to hidden characters and
format items in word processor documents. We recommend that you type the text in
the online editor and use the online editor for merging and formatting. However, if you
choose to copy and paste, we suggest that you copy from a Microsoft Word or Corel

WordPerfect document and use the Paste as Plain Text feature denoted by this icon
in the OSCAR online editor.

By pasting the document in plain text format, most (but not necessarily all) of the hidden
characters will be removed.

To do this:

1. Select / copy the text to be inserted from your word processor.
2. Return to the OSCAR online editor. Use your cursor to select where in the editor you
would like to insert the copied text.

3. Click the button, which will bring up the Paste as Plain Text pop-up window
(figure 21). Note - it may take a few seconds to display.

4. You can then insert the selected/copied text from the word processor into the pop-up
box by pressing CTRL+V (the control key and the v key pressed simultaneously).

5. Click the Insert button of the pop-up box. This pastes the “plain” text into the
online editor box. (If you wish to abort the procedure, click Cancel.)

6. Once you have inserted the text, you can then add/edit text or make formatting
changes using the online editor’s formatting buttons.
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FIGURE 21. Paste as Plain Text Pop-up Window

E https:{foscar-demo.symplicity.com/?10 - Paste as Plain ... E|@|E|

Paste as Plain Text v Keep linebreaks
Use CTRL+V on your keyboard to paste the text into the window.

Another option for users of Windows is to paste the text to a Notepad document first.
Notepad can be accessed by clicking on the Windows Start menu and selecting All Programs
> Accessories > Notepad. Pasting to Notepad will removed most (though not necessarily
all) of the hidden characters. You can then copy and paste the text from Notepad to the
online editor, adding/editing the text or making formatting changes once this is done.
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5.4. Creating Grade Sheets Using the Online Form

OSCAR does not accept official or scanned transcripts. Instead, you will enter your grades
through an online form accessible from the My Documents tab. OSCAR provides electronic
forms for three different types of grade sheets: Law School, Undergraduate School, and
Other (generally used for advanced degrees). You can create up to two law school grade
sheets (for transfer students), three undergraduate grade sheets, and three other grade
sheets.

To create a grade sheet, you will need to enter the data from your transcript into the data
fields provided in the online form. Once completed and uploaded, OSCAR will convert the
electronic form into a PDF document. After the conversion, you will be able to view the final
form (as the judge or staff attorney office will see it) and be able to reopen the form and
make adjustments to the final document.

@® Note: Judges and staff attorney offices participating in OSCAR are aware that these
are unofficial transcripts. Judges and staff attorney offices may request a formal transcript
later on in the hiring process.

Steps for creating grade sheets:
1. From the My Documents tab (shown previously in figure 14), click the Add New
button to create a new document.

2. The Document Details tab (shown previously in figure 16) will appear. Enter a
descriptive name for your grade sheet in the Document Label field (figure 22).

3. Then select the Document Type (Law Grade Sheet, Undergraduate Grade Sheet, or
Other Grade Sheet) from the pull-down menu (figure 22).

FIGURE 22. Enter Label and Select Document Type

Document

Enter a name for your grade
sheet, and select the
document type from the pull-
down menu.

Document Label™: |11y Grage Sheet

(‘ \ &
Document Type*:

Rezums

Clerk=hip Cover Letter
File: Staff Atty Cover Letter

Writing Sample

el | o/ Grade Sheet  p
Other Grade Sheet
k\ Undergrad Grade Sheet _)
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4. OSCAR will display the selected grade sheet form in the same tab (figure 23).
Enter/edit the school name in the designated field. The School Name field may
already be filled in with information from your profile; however, you may still edit the
information here. For Law Grade Sheets, you may select from a pull-down list of
ABA accredited schools. For Undergrad Grade Sheets and Other Grade Sheets, you
will manually enter the information.

FIGURE 23. Grade Sheet Form
GRADESHEET

School Hame*:
| Other A

Grading System Description:
The grading system description entered here will be shown on the last page of your grade sheet.

Describe your grading system in this box.

SEMESTER/IQUARTER
% Delete Semester/Quarter

Always enter a number in the

Semester/Quarter Date: ) .
(.., Fall 2007} Ordering field to ensure that your
grade sheet is properly formatted.
R -
Ordering*:

“You must type a number in thi
will not be able to add

to indicate the order of your semesters/quarters (g.0., type ™17 for your first semester, type "2" for your second semester, etc.). If you fail to put a number in this box, you
<% rows in the proper sequence, and your final document will not save or display correctly. Please limit this number to a positive whole number to avoid error.

/Course Name Professor Name Grade Earned Credit Units Comments \
[ Il I ] I | [ Delete Course Row
[ Il I ] I | [ Delete Course Row
[ Il I ] I | [ Delete Course Row
[ Il I ] I | [ Delete Course Row
250 coune o )
Narrative:
The Narrative Text Box iz available for you to include information that would typically appear on your transcript, but would not fit as part of a Course Row. Examples cou clude your cumulative GPA, a
leave of absence, or an honor such as Order of the Coif.
Enter any additional information about your courses in this Enter course information
box. in these rows.
( )
Click to add another
|x DeleteSemester;Quarter| " semester/quarter.
(ensdsemeieriaaner| € )

5. The Grading System Description box is optional. Should you wish to, you may enter
the narrative from your transcript about your school's grading system, especially if
your school uses an alternative grading method. Note: When the grade sheet is
uploaded, this grading system description will automatically be displayed on the last
page of the system-generated PDF document.
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6.
7.

Enter the Semester/Quarter Date for the semester or quarter you will be entering.

In the Ordering field, indicate the sequence of your terms. For example, your first
semester is assigned Ordering number “1,” your second semester is given the
number “2,” etc. You must assign this number to each semester and do so before
adding any additional course rows. If you do not, your final grade sheet will become
disordered, requiring that you delete it and start again.

Based on the type of grading system, enter the appropriate data in the Course
Name, Professor Name, Grade Earned, Credit Units, and Comments fields (figure
24).

FIGURE 24. Entering Data into the Course Rows

Ordering":

“fou must type a number in this field to indicate the order of your semesters/quarters (e.q., type "1” for your first semester, type "2" for your second semester, et

will not be able to add courze rows in the proper sequency, and your final document wil not save or dizplay correctly. Pleaze limit thiz number to a positive Whole numbe

1

_Course Name Professor Name Grade Earned Credit Units Comments \
Civil Procedure frimae A 3.00 12.00 points to GPA % Delete Course Ro
Contracts - P T A 5.00 24.00 points to GPA; highest grade on exi| | % Delete Course Ro
Legal Research and Writing Sree A 3.00 12.00 pointz to GPA; CALlaward for high| | % Delete Course Ro
Torts Tt C+ 6.00 15.00 points to GPA X Delete Course Ro
J
k Add Canrsa Rowr
9. The form opens with four course rows. To create additional rows to enter your data,

10.

11.

click on the Add Course Row button. You can use the Delete Course Row button
at the end of a line to remove that course row.

To add supplemental comments that are not course-specific notes, term GPA,
cumulative GPA, or an award, use the Narrative text box listed below the Add Course
Row button (see figure 23 above). Note: If your grade sheet only contains
narrative descriptions, use only the Narrative text boxes.

To create the next Semester/Quarter, click on the Add Quarter/Semester button.
OSCAR will refresh and append a new blank Semester/Quarter box, with the same

fields as the original although a slightly different appearance, for you to enter your
data for the next semester/quarter.

12.Use the Save button frequently to make sure you do not lose your work.

13.

Clicking this will save the information you have entered to the OSCAR
system.

Click the Upload button to convert your grade sheet to a PDF document. You must
do this in order to create your final document. Clicking the Upload button at
frequent intervals will prevent loss of work by system timeouts or network
interruptions.
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5.5. Viewing, Editing, and Deleting Documents

After uploading documents, you may want to return to the My Documents tab to verify that
the document in PDF format was uploaded correctly and is free of errors. To do so, click on

the small PDF preview icon (I@ ). This will open the document in a separate window,
displaying it exactly as a judge or staff attorney office will see it. Within OSCAR, you cannot
edit a document that was uploaded as a PDF file. You can continue to edit documents
created within OSCAR, such as your grade sheets and cover letters generated using the
online editor. For documents that you have created outside of OSCAR and uploaded in PDF
format, you must work with the document in its original software, reconvert it to PDF, and
re-upload the document. You will probably wish to delete the older version of the document
from your My Documents list.

@® Note: Editing documents will not replace the previous documents in already
submitted applications or materials tied to draft applications. You must go back to the
application and substitute the edited document.

To delete a document, click on the Delete icon (a) in your My Documents list. OSCAR will
then display a message asking "Are you sure you want to delete this
document?” Click OK or Cancel (figure 25).

FIGURE 25. Document Deletion Warning
Windows Internet Explorer §|

?r/ Are you sure you wank ko delete this document?
i

[ Ok l [ Zancel
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6. My Recommendations

You must identify all of your recommenders before submitting applications—this is similar in
function to uploading your application documents ahead of time. You will select your
recommenders from the Choose My Recommenders sub-tab in the My Recommendations
tab of the main navigation bar. You can check the status of your recommendation letter
requests in the Status of Clerkship Recommendations and Status of SAO Recommendations
sub-tab.

@® Note: Some staff attorney offices may ask for references instead of or in addition to
letters of recommendation. A staff attorney office requesting references wants only
contact information, not letters of recommendation. You will have the opportunity to add
the names and numbers of your references in the Build an Application box when you
create your application. You will not need to add reference information in your My
Recommendations tab.

6.1. Selecting Recommenders

There are three options to select a recommender:

¢ Select from your school’s Faculty Recommenders List: For each law school
participating in the OSCAR program, the law school administrator uploads a master
directory that contains a list of faculty recommenders for that law school. You select
your faculty recommenders from the master directory pick list located in the SELECT YOUR
FACULTY RECOMMENDERS HERE pull-down menu in the Choose Existing Recommender field.
(Note: Recommenders cannot be deleted once the application(s) has been submitted
and is viewable to judges or staff attorney offices.) Select your recommender from this
list and click the Add to My Recommenders button.

e Search the OSCAR database for a recommender: Click in the SEARCH THE SYSTEM FOR
RECOMMENDERS HERE field and begin to type either the first or last name of the
recommender in the search box. Select the recommender from the list presented and
click the Add to My Recommenders button. This allows you to select a recommender
that has already been added in the system by another law school or another applicant.
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FIGURE 26. Choose an Existing Recommender
Choose Existing Recommender:

SELECT YOUR FACULTY RECOMMENDERS HERE

| Select a faculty recommender from
b4

the pull-down menu and click Add to
|+ Add To My Becommenders | My Recommenders.

SEARCH THE SYSTEM FOR RECOMMEMNDERS HERE
Recommender (Test) .

Recommender (Demo)
nesbittj@exchange.law.nyu.edu
Recommender (Dema Employer)
demo.employer.recommender@nyu.edu
Recommender (One)
recommendi123@amail.com L
recommender (resource)
recommender@resource.org *indicates & required figld
Recommender (Test)
candicestorey@case. edu

Recommender (Test)
dkgchelg kimomail com

Search OSCAR for a recommender by
entering a last or first name in the
field and selecting from the pick list.

¢ Create a new recommender: You may enter the name and contact information
(recommender email address, phone number, and assistant’s email address) of your
recommenders in the Create New Recommender field. Click Save to add your new
recommender.

FIGURE 27. Create New Recommender

* indicates a required ﬁp.§

Salutation: | - |

Last Hame*: | |

First Name*: | |

_ Enter data in required fields to add a
Enad ) | new recommender to OSCAR.

Verify Email*; | |

Phone NHumber: | | _/

Assistant Email: | |

After a recommender has been created, you will see this message:

G) Your recommender has been added.
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The recommenders you select and/or add will be displayed at the bottom of the screen in
the Current Recommenders section. (For recommenders you select from the pull-down

menu, the phone number and assistant emails will not be displayed to you publicly but are
stored within OSCAR already.)

FIGURE 28. Current Recommenders
Current Recommenders

;?. BATCH OPTIONS

Set as Default Recommender | Unset as Default Recommender

Items 1-3 of 3 < Previous | Jump |1 [¥]|| Next >

[#I=1 Last Name v First Name v Email Address Phone Number Assistant Email Default
O B Dawkins Walter gregory_dawkins@ao.uscourts.gov Q

O B Friedler Testy oscar-support@ac.uscourts.gov Q

O ﬁ Judge Test2 olivene_blake@ao.uscourts.gov [v]

Items 1-3 of 3 < Previous | Jump [ 1 ||| Next >

OSCAR automatically sets the recommenders that you selected from your school’s database
as Default Recommenders, which means that they will automatically be included as selected
recommenders in the recommender fields for each of your applications. Default
recommenders are identified by a green check (Q) in the Default column of your Current
Recommenders list. You can use the Batch Options menu to choose which recommenders
you wish to be your default recommenders. To change a recommender’s status, highlight

the checkbox next to his or her name and select the appropriate action from the Batch
Options menu.

FIGURE 29. Set Recommenders as Default
Current Recommenders

;?5 BATCH OPTIONS

Set as Default Recommender | Unset as Default Recommender

Items 1-3 of 3 (1 items seﬁn\ < Previous | Jump |1 %] | Next>
= Last F\m@\ Email P Assistant Email Defauit
e i = Highlight checkbox for recommender ~ [*2¥" o
F] oawkins Walter and change Default setting using @
e -
O @ Friedler Testy Batch Options menu. Q
O E Judge Test2 olivene_| 20,05 COUTS.gov J [v]

ltems 1-3 of 3 < Previous | Jump |1 ¥ || Next>

When creating individual applications, you will continue to have the option of deleting one or
more of your default recommenders and/or adding one or more non-default recommenders

from your pool. Non-default recommenders have to be manually selected when
creating an application.

@ Note: Although you have just created your pool of recommenders, you still need to
create an application in order to generate recommendation requests to your
recommenders or to trigger an Evite email to a recommender if you are the first applicant
to request a recommendation letter from that recommender. Most often faculty
recommenders have already received their Evite email with login information. See page
64 to learn about creating the application.
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6.2. Deleting Recommenders

To delete the names of recommenders from your Current Recommenders list, click on the

delete icon (EI) in the column located to the left of the recommender’s name (figure 30).
Deleting a recommender will cause pending recommendation requests to be deleted as well.
It will not change any requests that have already been sent.

FIGURE 30. Deleting a Recommender
Current Recommenders

;?’ BATCH OPTIONS
Set as Default Recommender | Unset as Defautt Recommender Click the delete icon to remove
a recommender from the list.

Items 1-3 of 3 < Previous | Jump |1 % | Next =
HE LaW First Name » Email Address Phone Number Assistant Email Default

O ﬂ %kins Walter gregory_dawkins@ao.uscourts.gov [v]

[} ﬁ Friedler Testy oscar-support@aon.uscourts.gov [v]

[} ﬁ Judge Test2 olivene_blake@ao.uscourts.gov [v]
ltems 1-3of 3 < Previous | Jump |1 || Next =

For Official Use Only Page 41 of 79



OSCAR Applicant User Guide

6.3. Status of Recommendation Letters

You may view the status of your recommendation letter requests from the Status of
Clerkship Recommendations and Status of SAO Recommendations sub-tabs under the My
Recommendations section of the main navigation bar.

Under both sub-tabs, the Complete column indicates the status of the recommendation
letter. Completed letters will display a green check mark (aj) and incomplete letters will
display a red X (ﬁ). The Application Status column displays the following icons based on

the status of your applications: B for Finalized, @ for Draft Submission, for

Withdrawn, and E for applications with document update requests from judges or staff
attorney offices.

You can use the search feature at the top of each page to filter your recommendations
status list by keywords or whether the recommendation letter is complete. Enter
keyword(s) and/or check Yes or No in the Recommendations Complete field and click the
Apply Search button. Use the Clear button to reset your search criteria.

FIGURE 31. Status of Recommendation Letters (Clerkships Shown)

Home | My Profile My Documents § My Recommendations Search For Positions | My Applications | Resources

Choose My Recommenders Monday, June 241, 2010 | 14:30 am | User: looking - Applicant § Logout

ﬂ My Recommendations

Q) BACK
Status of SAQ ommendations

Choose My Recommenders ¥ status of Clerks| hip Recommendations TTetiE of SA0 Recommendations \

Status of Clerkship Recommendations

BASIC SEARCH

Recommendstions Complete Oyes O no Enter your search parameters
Q Apply Search and click Apply Search.

@ Below is a list of recommendation reguests that have been sent. Completed letters will display a Dinthe Complete column. Incomplete letters will display a D The Application Status

column digplays the following icons based on the status of your applications: for Finalized, for Draft, and for Withdrawn

tems 1-19 of 19 < Previous |.Jump |1 |»] | Next >
Recommender ¥ Judge v Complete v Application Status

Blake, Olivene Adelman, Lynn [v] @

Blake, Olivene Judge, Oscar [x) @

Blake, Oliveng Judge, Oscar ) j

Ciovne, Michael Judge, Oscar
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6.4. Changing/Deleting a Recommender from an Application

You can change a recommender or delete a recommender from an application as long as the
application has not been released to the judge or staff attorney office (i.e. the application is
still in Draft status and has not been Finalized).

@ Note: When changing a recommender, ensure that the recommender you want to
substitute is already selected and listed in your Current Recommenders list under the
Choose My Recommenders sub-tab.

To change or delete a recommender:

Place your mouse cursor over My Applications in the main navigation bar, and select
either Clerkship Applications or Staff Attorney Applications from the menu that appears
(figure 32).

FIGURE 32. My Applications Tab

Home My Profile ! Search For Positions

v

My Applications i Resources !

ndsy, June 21,2010 | 11:47 am | User: looking - Applicant i Logout

My Documents ! My Recommendations

Clerkship Applications

ﬂ My Applications
Q) BACK

Clerkship Applications ' Staff Attorney Applications \

Staff AttorTiey Applications

BASIC SEARCH Documents Legend Status Legend @ AGTEEIE
Keywords |j Application @ Resume @ Update Tea [Q) nextto
search against judge name or . . o your recommendor
. city. Cover Letter @ S.avrr::;\]eg B Finalize namesinthe
Clerkship [ Available |:|Expired CIFilled . @ Draft Recommendations
Fosition Law Grade Sheet Other column below
3 Grade Sheet - .
Status (D) HeL Withdrawn indicates thatthe
w Undergraduate recommendation
Gradeshest has been

Q Apply Search

completed

Scroll down to view your list of applications. For the application you wish to update,

click the Edit button, located in the options column on the far right of the Applications

list (figure 33).

FIGURE 33. Changing/Deleting a Recommender in an Application

@ Working with Applications in OSCAR:

= An Ovenview of the OSCAR Application Process
(1MB, PDF)
= How to Build an Application (333KB, PDF)

Hote:
= How to Finalize Applications in a Batch Method
(208KB, PDF)
= How to Delete or Withdraw an Application (411KB,
FDF)

Applications for positions that have Expired or been
Filled cannot be finalized!

L
[ BATCH OPTIONS
Replace ResumeiCover Letter v | Finalize Applications | Save As Excel v
Items 1-8 of 8 < Previous | Jump |1 % | Next>
FH Judoev Documents Recommendations Positiony 1VPe° courty  POSIION ADPCANON i ppazag y ptions
Judge v Status v Status v
—
.
adeiman, 155 [2) ) 5 5] vene @ District ~ Z25temn B oadel
O Lynn Blake, Olivene 2Years Judge PISIFICI of  Available Delate
Wisconsin T
Judge, " District Districtof 5
O oecar Lj @ Blake, Olivene @ 1 Year Judge  Minnesota wailable
Ekim, Alledrot
Shingler!, Joyce - PP, Jun 10,2010 11:15 am
. Jﬁuc_gg | vesrs D‘:IS-tI'II:‘t DIS-tI'ID‘l-f Fr——

Friedler, Test

Conf# 20100610-
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To change/update recommenders, scroll to the Recommenders field on the right sidebar of
the application, check/un-check the recommenders you wish to change, and click the
Update Application button.

Change/Update/Delete Recommender:

FIGURE 34. Change/Update/Delete a Recommender in an Application
Recommenders:
“ou can add or remove recommendstion reguests until the
application has become visible to the judge.

Blake, Olivene "-)
|:| Coyne, Michael

[ Exim, aledrot
¥ Friedler, Testy
|:| Shingler!, Joyce

Check or un-check the

[ liwintree, Kim recommenders you wish to
If o wwant to confirm the changes you have made to change and click the Update
application, click on the Update Application b ; Application button.

You can continue to edit this applics©n until vou finalize ¢ (below).

=
Update Application | |l Delete |
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7.Search For Positions

7.1. Judge List/Staff Attorney Office List

The Search For Positions tab on the main navigation bar is the area where you actually
search for clerkship and/or staff attorney positions and apply online. You can perform the
following functions:

e View clerkships or staff attorney positions

o Perform advanced searches for clerkships or staff attorney positions
o Flag clerkships or staff attorney positions and move them to folders
e Apply to clerkship or staff attorney positions

. Review your applications

) Release your finalized applications

From the Search for Positions tab, you can select either Judges, which will open the Judges
List sub-tab, or Staff Attorneys, which will open the Staff Attorney Offices List sub-tab.
The Judges List displays an alphabetical listing of all federal judges. You can review a
judge’s profile data and all of the judge’s clerkships by clicking on the last name of the
judge. Non-OSCAR participating Judges are listed in gray, but their names are not clickable
links. The Staff Attorney Offices List displays a listing by circuit of the 13 appellate staff
attorney offices. You can review an office's profile data and all staff attorney positions by
clicking on the Circuit Name. Non-OSCAR participating Staff Attorney Offices are listed in
gray, but the Circuit Names are not clickable links.

FIGURE 35. Judge Listing

Batch Options “ | [iih at'=s this~]
Kerms 1-20 of 2264 = Previous | Jump 1 - |Hext=
EE Last Hamev  First Mamew  Type of Judge v Court v City v Apply Online v Application Methods  Date Updated v
. United States District Court
Abel Mark Magistrate Jud ' Columb
- : SIS gouthem Distriet of Ohis o
. United States District Court,
Abrams Faul Magistrate Judge Central District of Califarnia Loz Angeles
. o q . 7
foker o William District Judge Hnitad States District Court Birmingham Click on a judge’s
— X MNoghern District of Alabama o
last name to view
: - ) their profile.
1 ear  Terrn Start: 8002009 Term End: 84172010 Accepting Applications: nfa Filled
i United States District Count,
Ackerman Harold District Judge District of Ner Je ey Newark v @ Aprzd, 2009
W| 2 Years Term Start: 8M5/2009  Term End: 8M5/2011  Accepting Applications: Expired . BEHS
. United States District Court,
Acosts Faymond District Judge District of Pusrto Rico SanJuan ¥ @
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From these pages, you can perform basic searches using the following parameters:

e Judges List—judge types, keywords, clerkship position status, application method,
application finalized, application withdrawn, term start month/year, and posted/last
modified date for open or closed positions.

o Staff Attorney Offices List—keywords, position status, application method, view
applications (immediately/hiring plan date), participating in OSCAR, application finalized,
application withdrawn, term start month/year, and posted/last modified date for open or
closed positions.

FIGURE 36. Basic Search Functions from Staff Attorney Offices List Sub-tab

BASIC SEARCH

Keywnrds | Participating in 0SCAR Oives Ono
Searches for a match on 2 circuit name or city, Application Finalized Oyes O na
Position Status D HEP [ ayailable C1Fined [ Expired [ None Application withdrawn Cyes Ono
ppeation etnod D [e-mail ClFax Condine ClPaper Term Start Month/Year > v
Manthfvear both irad.
View Applications () Immediately ) Hiring Plan Date o0y Belh Coemio
PostiLast Modified Date for Open Positions v
FostiLast Modified Date far Closed Positions v

Select search criteria and
R.oroly,cearch click Apply Search.

From the Judges List or Staff Attorney Offices List sub-tab, you can add individual positions
to a folder by clicking on the Copy to Folders link in a judge’s Clerkship Information section
(figure 37) or staff attorney office's Position Information section. If you have already
applied for a position with a particular judge or staff attorney office, OSCAR displays an icon
adjacent to the clerkship term or position term indicating the status of the application (see
page 12 for an explanation of the status codes)

FIGURE 37. Judges List - Clerkship Information Functions

United States District Court,
Southern District of Mew York Mew York " @ Use these functions

to sort clerkships
W @ Year Term Start: W20/2010 Term End: $23/2011 Accepting Applications: S5/27/2008 - 11/27/2009 Availablg/ 4.
N E Year Term Start: %20/2010 Term End: 3232011 Accepting Applications: 5/27/2008 - 11/27/2009 Availablé

Castel P. District Judge

into folders.

You can also make use of the Batch Options menus to apply changes to multiple positions at
once. The following functions are available:

¢ Replace Resume/Cover Letter - Allows you to replace the resume or cover letter
with the chosen selections.

e Copy to New Folder - Allows you to copy the position to a new folder. A new
window will display, prompting you for a folder name.

¢ Copy to Existing Folder - Allows you to copy the position to an existing folder.

¢ Remove from Existing Folder - Allows you to remove the position from the folder
in which it currently resides.

e Delete Folder - Allows you to delete a folder.
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¢ Finalize Application - Allows you to release the application materials to the
judge(s) or staff attorney office(s).

e Save to Excel (Entire Judge List or Entire SAO List) - Allows you to save the list
of applications in an Excel file.

FIGURE 38. Staff Attorney Offices List — Batch Options Menu

[P BATCH OPTIONS

Replace Resumel/Cover Letter v | [Copy To Mew Foldet] | Copy To Existing Folder + | Remowe From Existing Folder + | Delete Folder + | Finalize &pplications | Save &3 Excel Entire SA0 List

tems 1-13 of 13 < Previous | Jurnp [1 ] | Next >

H  Circuit Name » Court v City v Apply Online v Application Methods Date Applications Viewable Date Modified v
1t Circuit United States Gourt of Appeals, Boston May 25, 2010
First Circuit
2nd Circuit United States Gourt of Appeals, e Yark May 20, 2010
Second Circuit
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7.2. Reviewing a Judge or Staff Attorney Office

You can review a specific judge or staff attorney office in more detail by selecting them from
the Judges List or Staff Attorney Offices List sub-tabs.

Judges List

Clicking on a judge’s name will display the Judge Details sub-tab, which will display the
selected judge’s profile information. This can include:

e Judge’s name, website, court, and type

e District and circuit codes

e Chambers Profile (where a judge can indicate that applicants should not contact
chambers and whether he/she only has permanent clerks)

e Additional Chambers Information that the judge may wish to include

FIGURE 39. Judge Details

Home | MyProfile | MyDocuments | MyRecommendations | SearchForPositions | My Applications | Resources

B Meonday, June 21, 2010 | 2:
‘lj Search For Positions

@BACK & SEARCH FOR POSITIONS LIST

lerkships List

Judge Details

Oscar Judge

Oscar fudge @ Note: A position posting is the indication
Webstte: that a judge or staff attorney office is hiring. If
Ppaubakecon there is no position posting, the judge or staff
Court o attorney office is NOT hiring. However, you
United States District Court

can review the Judge Details or Staff Attorney
Distnct sodge Office Profile tab for additional information.

District Code:
NN

Circuit Code:
8

Chambers Profile:
Do Not Contact Chambers, Has Only Permanent Clerks

Career Clerks:
2

Judicial Assistants:
1

Additional Chambers Information:
Thank you for your interest; however, the judge does not accept clerkship applications.

Iethods of Application:
Fax, On-line, Paper
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Staff Attorney Offices List

Clicking on a circuit name will display the Staff Attorney Office Profile sub-tab, which will
display the selected staff attorney office's profile information. This can include:

e Circuit name, court, circuit code, and website

e Office Profile (where a staff attorney office can indicate that applicants should not
contact the and whether the office has only has permanent staff attorneys)

e Additional Office Information that the office may wish to include

FIGURE 40. Staff Attorney Office Profile

Home ! MyProfile ! MyDocuments My Recommendations | Search For Positions | My Applications Resources !

Wonday, June 21, 2010 | 2:47 pm | User: looking - Applicant £ Logout

'IJ Search For Positions

@eack ) SEARCH FOR POSITIONS LIST

Staff Attorney Office Profile ¢

Circuit Mame:
Tth Circuit

Court:
United States Court of Appeals

Website:
bittpz/iwww.caT.uscourts.gou

Circuit Code:
1

Offics Profile:
Do Hot Contact Staff Attorney Office

Additional Otfice Information:
The United States Court of Appeals for the Seventh Circuit will accept icatis inni 7, 2010 for the position of staff law clerk for a two-year term starting in August
2011.

Applications will be accepted only via O0SCAR.

For additional information, please see our job posting at http:/iwww.cal.uscourts.govHRMhr.htm and Frequently Asked Ouestions at http:/iwww.caT.uscourts.govHR/Staff_Attys
/SA_faqs.htm.

Methods of Application:
On-line

Date Applications Viewsble:
Hiring Plan Date
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7.3. Reviewing a Clerkship or Staff Attorney Position

@® Note: A position posting is the indication that a judge or staff attorney office is
hiring. If there is no position posting, the judge or staff attorney office is NOT
hiring. Even if an OSCAR-participating judge and staff attorney office does not have a
position posted, you can review the Judge Details or Staff Attorney Office Profile tab for
additional information.

7.3.1. Clerkship Positions

Next to the Judge Details tab, you will find the Clerkship List tab, which lists the judge’s
clerkships. Click on the View & Apply button to open the clerkship for detailed review.

FIGURE 41. Clerkship List Sub-tab

Judges List
~
Judlge Detail Clerkships List

@ Click View & Apply 1o begin an application. Tip Sheets:

How to Build an Application

Items 1-1 of 1 < Previous | Jump |1 % || Next =
15 Clerkship Term v Term Start Date v Term End Date v Accepting Applications Status Application Status
Viewk 2. Apply ;Years Aug 01, 2011 Aug 01,2013 BMB/2010- 12162010 Available
T

e 1 10 - \ < Previous | Jurnp [1 s | Mext =

The Clerkship Details tab presents the judge’s name, status, clerkship term, term start and
end dates, accepting application period, interview dates, description, location information,
and requirements for application. On the right side of the page, you will find a sidebar titled
Build an Application for judges accepting online applications. For judges accepting paper
applications, OSCAR will only display the mailing address. This sidebar allows you to build
your application by uploading documents and identifying recommenders for those judges
accepting online applications. See Chapter 9 for more detailed information on building your
application and applying to clerkships.
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FIGURE 42. Clerkship Details
[ Judges List ="

Vg
f Judw# Y Clerkship Details |,
‘-lvmid To F&l.g_rs Retnrnylékships Ijst|

Judge Oscar Judge

Build an Application =]

Status:
Available

Clerkship Term:
2 Years

Term Start:
August 15, 2011

Term End:
August 15, 2013

Accepting Applications:
May 17, 2010 - Aug 01, 2010

Interview Dates:

I will contact applicants directly for interviews. Applicants should NOT call or send e-mails inquiring about interviews.

Description:
Term start and end dates are approximate.

Applicants should have prior experience as a state appellate or federal law clerk, or comparable experience in
government or private practice.

Applicants with existing academic, professional, or strong personal connections to the Commonwealth of Virginia
should identify such connections in their cover letters if not clear from their resumes.

Graduates of law schools that do not rank students should explicitly state that fact in their cover letters.

Writing samples should be no more than 10 pages in length and should represent the applicant's exclusive work:
judicial opinions and published law review articles are by this definition inappropriate.

Application materials may be submitted via the following
methods (Online applications are preferred.):

Online:

an i qui 2 steps:

Step 1: Begin creating your draft application by posting the
documents you wish to include in your application packet, one of
which must be a resume. You will then specify your
recommenders. Click the Create Draft Application button to
begin building a draft application and to trigger recommendation
requests to your recommenders. You can add or change
documents or recommenders as long as the application is in
draft.

Step 2: When you are satisfied with the contents of your
application, it is time to finalize your application to make it available
to judges. Click the Finalize Application button to finalize your
application. You may finalize applications individually through the
Build an Application box under each judge’s Clerkship Details, or
you may “batch finalize” by clicking on the Applications sub-tab.
Please know that once your application is finalized, yo Il not
be able to make any changes to your documents or
recommender. Applications from 2010 and earlier graduates will
be immediately viewable, whereas applicationz from 2011
graduates wil not become viewable until Tussday, September 7,
2010 (OSCAR release: 10:00 am EDT).

* indicates a required field

Choose My Documents:
Select documents you have uploaded in My Documents Section
Cover Letter [new]:

Resume [new]":

Cover Letter
@Writing Sample
ﬁ Law Grade Sheet

Renewable Writing Sample [new]:
no Mo Writing Samples found
Law Grade Sheet [new]:
ciy: | sekect |
Salem
Undergraduate Grade Sheet [new]:
State ‘ [sekect |
Virginia Other Grade Sheet [new]:
‘ [select] |
Required Documents:
Resume Recommenders:

MNumber of Recommendations Reguired
2

Law Review/Journal Preferred?:
yes

“ou can add or remove recommendation requests until the
application has become visible to the judge.
Dawking, Walter

udge, Test2

Clicking on the Create Draft Application button wil store your
materials as a draft and allow you to trigger recommendation
requests to your listed recommenders.

Create Draft Application

Other Journal Preferred?:
yes

Moot Court Participation Preferred?:
no

Prior Judicial Experience Preferred?:
yes

Class Standing Preferred:
25%
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7.3.2. Staff Attorney Positions

Next to the Staff Attorney Office Profile tab, you will find the Positions List tab, which lists
the available staff attorney positions. Click on the View & Apply button to open the
position for detailed review.

FIGURE 43. Positions List Sub-tab

Staff Attorney Office List

Staff Attorney Office Profile ¥ Positions List

1

—'3 Candidates are subject to Background Checks.

Applicants must be LS. Citizens or eligible to work in the United States.

Employees are required to use the Electronic Fund Transfer (EFT) for payroll deposit.
The United States Courts are Equal Opportunity Employers.

@ Click View & Apply to begin an application. Tip Sheets:
How to Build an Application

Item 1 < Previous | Jump |1 % | Next>
6pt|ons \Posmon Term ¥ Term Start Date v Term End Date v Accepting Applications Status Application Status
View £ Apply '2 Years - - 512412010 - 6/24/2010 Available

ns 1-T0f 1

Click View & Apply to see

= Previous | Jump [ 1 % || Next>
position information.

The Position Details tab presents the staff attorney office name, status, term length,
number of positions, term start and end dates, accepting application period, interview
dates, description, location information, and requirements for application. On the right side
of the page, you will find a sidebar titled Build an Application for staff attorney offices
accepting online applications. For staff attorney offices accepting paper applications, OSCAR
will only display the mailing address. This sidebar allows you to build your application by
uploading documents and identifying recommenders for those judges accepting online
applications. See Chapter 9 for more detailed information on building your application and
applying to staff attorney positions.
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FIGURE 44. Position Details (Staff Attorney)

Staff Attorney Office Pro:

| staff Attorney Office List |,
Position Detail:h

———

Candidates are subject to Background Checks.
Applicants must be U.S. Citizens or eligible to work in the United States.

The United States Courts are Equal Opportunity Employers.

Employees are required to use the Electronic Fund Transfer (EFT) for payroll deposit.

|'|'Md To Folders ‘ | Return To Positions List

Humber of Positions:
2

Accepting Applications:
May 24, 2010 - Jun 24, 2010

Term Renewable:

Gth Circuit Build an Application =
Application materials may be submitted via the following
Position methods (Online applications are preferred.):
Staff Attorney Office: Online:
6th Circuit itting an icati qui 2 steps:
Status: Step 1: Begin creating your draft application by posting the
Available documents you wish to include in your application packet, one of
which must be a resume. You will then specify your
recommenders. Click the Create Draft Application button to
Term Length: begin building a draft application and to trigger recommendation
2Years

requests to your recommenders. You can add or changs
documents or recommenders as long as the application iz in
draft

Step 2: When you are satisfied with the contents of your
application, it is time to finalize your application to make it available
to the staff attorney office. Click the Finalize Application button
to finalize your application. You may finalize applications
individually through the Build an Application box under each
Position Detailz, or you may "batch finalize™ by clicking on the
Applications sub-tab. Pleaze know that once your application is

yes

possible finalized, you wil not be able to make any changes to your
documents or recommender. Applications from 2010 and earlier
City: graduates wil be immediately viewable, whereas applications
) from 2011 graduates wil not become viewable until Tussday,
Cincinnati
September 7, 2010 (OSCAR release: 10:00 am EDT}
* indicates a required field
(5;::2: Choose My Documents:
Select documents you have uploaded in My Documents Section
Cover Letter [new]:
Cover Letter Reguired?: [zelect] -
yes
new]*:
Re=sume Required?: [selec] v
yes Writing Sample [new]:
No Writing Samples found
Writing Sample Reguired?: Law Grade Sheet [new]:
yes [1select |
Undergraduate Grade Sheet [new]:
MNumber of Writing Samples: =
2 [tsetecn ‘
Other Grade Sheet [new]:
Law Grade Shest Required?: [tsetecn ‘

Undergraduate Grade Sheet Required?:
no

Other Grade Sheet Required?:
no

MNumber of Recommendations Required:
2

Mumber of References Required
0

Law Review/lournal Membership Preferred?:
yes

Moot Court Participation Preferred?:
yes

Prior Judicial Experience Preferred?:
yes

Please enter your references below, with their phone numbers and
email addresses.

Recommenders:
fou can add or remove recommendation requests until the
application has become visible to the judge.

awkins, Walter
riedler, Testy
Judge, Test2

Clicking on the Create Draft Application button will store your
materials as a draft and allow you to trigger recommendation
requests to your listed recommenders.

Create Draft Application

Class Standing Preferred:
20%
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7.4. Searching for Positions

The OSCAR system has an Advanced Search feature that allows you to perform searches for
positions using more specific criteria. The Judges List and the Staff Attorney Offices List
have separate search features, each with search criteria tailored to that position type.

OSCAR provides the following standard search fields:

e Keywords

e Participating in OSCAR (Judge)

e Application Method

e City

e States/Territories (Judge)

e Specialty Court (Judge)

e Court (Judge)

e Circuit Code

e District Code (Judge)

e Judge Type (Judge)

e Clerkship Position Status/SAO Position Status
e Clerkship Term/SAO Position Term

e Number of Recommendations Required

e Law Review Preferred

e Moot Court Experience Preferred

e Prior Judicial Experience Preferred

e Other Journal Preferred

e Class Rank Preferred

e Application Finalized

e Application Withdrawn

e Post/Last Modified Date for Open Positions
e Post/Last Modified Date for Closed Positions
e Term Start Month/Year

e Application Open Date

e Application Close Date

e Chambers Profile—Do Not Contact Chambers/Has Only Permanent Clerks (Judge)
e Career Clerks (Judge)

e Temporary Clerks (Judge)

¢ Additional Chambers Information (Judge)

To perform a search:

1. Place your mouse cursor over the Search For Positions tab in the main menu, and
select either Judges or Staff Attorneys.

2. Click on the Advanced Search sub-tab.

3. Determine whether the search should use And or Or logic for the search criteria
(see below).

4. Select the parameters on which to search.

5. Click Submit.
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@® And/or

You may narrow a search by clicking And in the block at the top of this screen or broaden
a search by clicking Or. A search for Circuit Judge And 1-Year clerkship term will yield
only those judges who meet all of those criteria. A search for Circuit Judge Or 1-Year Or
Available position status will yield judges who meet any of those criteria.

Note: OSCAR defaults to an And search if no selection is made.

Please be aware that your search results are only temporary and will disappear once you
either perform another search or log out of your current OSCAR session. You can save
selected clerkships or staff attorney positions from your search results page by using the
Batch Options menu to save them in a folder before logging out or moving on to another
search. OSCAR'’s electronic folder system enables you to save and organize the clerkships
and staff attorney positions you select from multiple searches over multiple sessions.
Instructions for creating folders and managing their contents can be found in the Folders
section below.

Note: Circuit and District Code Explanations =]

The CIRCUIT CODE is simply the numeral for the particular circuit or "DC" or "FED". So,
for example, the CIRCUIT CODE for the First Circuit is "1". You can find a list of circuits
and what states they cover in the OSCAR system. Please note that district judges,
magistrate judges, and bankruptcy judges (as well as circuit judges) all sit within a
particular circuit so, if necessary, use the Judge Type search field to narrow your search
to a particular type of judge.

The DISTRICT CODE is the two-letter abbreviation for the particular state followed by the
abbreviation for the particular district. So, for example, the DISTRICT CODE for the
Southern District of New York is "NYS". The DISTRICT CODE for the District of
Massachusetts is "MA". A list of districts and which cities they cover is available in
OSCAR. Please note that magistrate judges and bankruptcy judges (as well as district
judges) all sit within a particular district so, if necessary, use the Judge Type search field
to narrow your search to a particular type of judge within a particular district.

The JUDGE TYPE field includes District Judge, Magistrate Judge, Bankruptcy Judge, Circuit
Judge, and Special Master.
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FIGURE 45. Advanced Search Feature (Staff Attorney)
Judges Y Staff At‘lomeys/“-/"'—"'h“

N
[ Staff Attorney Office L( ? Advanced Search { I*‘Jers ‘( Archived Pus'rliuns\

@ Always click the Clear button to reset the form before starting a new search. To selectiunselect multiple items (.g., Application Method, States/Territories, Court, etc.), press Ctrl
while clicking on the item.

Help Using the Advanced Search Tool: Help Organizing Your Search Results: Help Applying to a Position:
How to Perform an Advanced Search How to Copy Positions into Folders
= How to Build an Application (333KB, PDF)
= How to Finalize Applications in 3 Batch Method

(208KB, PDF)
How to Delete or Withdraw an Application (411KB,
PDF)

( Select And/Or logic 1

/L for your search. J

Ke'r'w'_ﬂfdi Enter Keyword Here |
cui

Searches for a match on a «i

Application Method [Eman Perform keyword
Fax searches.

an-line
Paper

City [ Search By City |
Circuit Code @ HELP

~

1
2
3
4
5

>

Position Status @ #e*  [avaiable
Filled
Expired
Nene

Fosition Term [1 vear
2ears
Career
Temporary
Number of Recommendations -
Required -
Law Review Preferred Ovyes Ono

Moot Court Experience Preferred Ovyes Ono
Prior Judicial Experience Preferred Ovyes Ono
Other Journal Preferred Ovyes Ono

Class Rank Preferred [Ng Preference w
5% =
10% =
15%
20% v

Application Finalized Qyes Cno
Application Withdrawn  Cyes O no

PostiLast Modified Date for Open

Positions

PostlLast Modified Date for Closed

Positions

Term Start Month/Year Select | [% Clear | to Select | [ % Clear
Application Open Date Select | [% Clear | to Select | [ Clear
LA

Application Close Date

Click to Submit search form.

@® Note: The Clear button resets the search criteria. You must click on the Clear
button after you have completed your search to erase your previous search criteria.
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A new Search Results sub-tab (figure 46) will appear, under which your results will be
displayed. From this tab, you can sort positions into folders on an individual basis. See the
next section for further information on copying positions into folders using the Batch
Options menu.

FIGURE 46. Search Results Tab

Judges ¥ staff Attorneys |

o
(Staff Aftorney Office List Y Advanced Search Y Folders Y Archived F’clsiticlré“I Search Results “-_

ﬁ,‘:’ BATCH OPTIONS

Replace ResumeiCover Letter v | [Copy To New Folder] | Copy To Existing Folder ¥ | Remove From Existing Folder v | Delete Folder » | Finalize Applications.

ftems 1.3 0f 3 < Previous | Jump [1 %] | Next >

[#/=] Circuit Name ¥ Courtv City v Apply Online v Applicati Date Applicati Date Modified v
B United States Court of Appeals, : .
Bth Circuit Sixth Cireuit Cincinnati @ ] Immediately May 28, 2010
-+ POSITION INFORMATION / ™

[] PositionTerm:2Years  Term Start: (/0/0000  Term End:0/0/0000  Accepting Applications: 5/24/2010 - 6/24/2010 Ava\\abl(t_‘j ES.'_’E;%)

United States Court of Appeals,

Tth Circuit Seventh Gireuit Chicago (V) ] HurunW Jun 09, 2010
-- POSITION INFORMATION K
|:| @ Position Term: 2 Years  Term Start: 8/22/2011 Term End: 8/16/2013 Accepting Applications: 5/20/2010 - 11/1/2010 Available + EE{',!}";\
United States Court of Appeals, \
9th Circuit Ninth Circutt San Francisco [v] ] Imp=
-+ POSITION INFORMATION Use Copy To Folders
[F] Position Term: 1 Year  Term Start: 0/0/0000  Term End: 0/0/0000  Accepting Applications: 5/20/2010 - 6/30/2010  Availal to save clerksh|ps in
folders.
ltems 1-3 of 3 \_ t>
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7.5. Folders

Applicants may manage their clerkships and staff attorney positions by filing them into
folders, either one at a time or in batches. OSCAR provides separate folders for each type
of positions. The folders may be labeled as the applicant wishes. (Example: An applicant
may categorize clerkships as “Circuit,” “California,” “1-year Term,” etc. and sort the
positions into folders.) Folders can be managed from either the Home tab or the Folders
sub-tabs available under the Search For Positions tab in the main navigation menu.

7.5.1. Copying Positions into Newly Created or Existing Folders

From either the Judges List sub-tab or the Staff Attorney Office List sub-tab available from
the Search For Positions tab, you may select available positions and copy them to new or
existing folders using the Copy to Folders button in the Clerkship Information field (Judges
List) or Position Information field (for Staff Attorney Offices List). For positions that you
have already placed in folders, a Change Folders button is displayed.

FIGURE 47. Copy to Folders and Change Folders Buttons

United States District Court,

Bowdre Karon District Judge Northern District of Alabama Birmingham ¥ /]
D 1%Year Term Start: 81/2010 Term End: 7/31/2011 Accepting Applications: 1/8/2009 - 7/10/2009 A\fai\ab\
Brimmer Philip District Judge United States District Court, Denver v @2

District of Colorado

D @ 2%Years Term Start: 1022008  Term End: 10//2011 Accepting Applications: 12/16/2008 - 6/16/2009 A\fa\\abl

When you click the Copy to Folders button, a pop-up form will appear, allowing you to
copy the position into an existing (previously named) folder or a new folder that you will
create during the process.

FIGURE 48. Copy to Folder Pop-up Box (Clerkship)
Copy To Folder [x]

Copy to Existing Folders:
]
] Applied To ]

] Select an existing folder or
D Avallable create a new folder.
|:| Temporary

)4
Copy to a Hew Folder:

|Enter Folder Name

{

f
= Adi! Tlarkship

S

Cancel

(—[ Click to Add Clerkship. ]
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You can use the Batch Options menu to place several positions into a folder at once. To do
this:

1. Highlight the checkboxes next to the positions you wish to place in folders.
2. Select the desired option from the Batch Options menu.
e Use Copy to New Folder to move the selected positions to a new folder (a
pop-up window will appear where you will name your new folder).

FIGURE 49. Copy to New Folder Batch Option (Clerkships)
E’ BATCH OPTIONS

Replace Rezume/Cover Leﬁere | [Copy To New Folder] L")py To Existing Folder * | Remove From Existing Folder v | Delete Folder * | Finalize Applicationz | Save As Excel Entire Judge List

Items 1-20 of 420 (2 items selected) = Previous | Jump | Next =
Add To Folders
= Last Namew First X City v Apply Online v Application Methods Date Modified v
Create a label for this new Folder:
Abrams Paul Los Angeles 0 Jun 18,2010

[Folder Label

"""" CLERKEHIP INFORMATION ---
2Years Term Stal

- 12/16/2010 Available #_] EBftS

e

# Add Cterkship | | % Cancel

Agee 3. Richmond O ] Jun 04, 2010
"""" CLERKSHIP INFORMATION ---

2Years Term Sta )ble ) EErran

Enter folder name and

Albritton Williar click Add Clerkship. Q -y Apr 08, 2010
------- CLERKSHIP INFORMATION -

[ 1¥ear Term Startrormeor——rorrrorerormeo . rarrarorrre |12.I'1f2010 Available #J E5Fr T

Aldisert Ruggero Circuit Judge United States Court of Appeals, Santa Barbara 0 Jun 14, 2010

Third Circuit

"""" CLERKSHIP INFORMATION
[0 1¥ear Term Start: 81/2011 Term End: 8/M1/2012  Accepting Applications: 6/14/2010 - /30/2010 Available ¥ ESFrIe

¢ Use Copy to Existing Folder to save the selected clerkships to a previously
created folder from the menu.

FIGURE 50. Copy to Existing Folder Batch Option (Staff Attorney Positions)

E’ BATCH OPTIONS

Replace Resume/Cover Letter v | [Copy To New Folder] | Copy To Existing Folder = | Rmove From Existing Folder = | Delete Folder = | Finalize Applications | Save As Excel Entire SAD List

Applied To .
Iltems 1-3 of 3 (2 itemns selected) . < Previous | Jump | Hext =
Avaiable I:ﬁ ~ I
= Circuit Mame v Court v Updates ity v AM Applicati — ~  Date Modified »

i Select existing folder to
5th Circuit United States Court Qppeals‘ i ] 9 3\ g May 28, 2010

Sixth Circuit move clerkship to.

"""" POSITION INFORMATION
Position Term: 2 Years ~ Term Start: 0/0/0000  Term End: 0/0/0000  Accepting Applications: 5/24/2010 - 6/24/2010 Available CHENEE

. United States Court of Appeals, . .
Tth Circuit Seventh Circuit Chicago O ] Hiring Flan Date Jun 09, 2010
------- POSITION INFORMATION
@ Position Term:2 Years  Term Start: 82272011 Term End: 816/2013  Accepting Applications: 5/20/2010 - 11/1/2010 Available o e
. United States Court of Appeals, . "
9th Circuit Ninth Circuit San Francisco [v] 2 Immediately May 21, 2010
"""" POSITION INFORMATION

Fl Position Term: 1 Year  Term Start: 0/0/0000  Term Enc: 0J0/0000  Accepting Applications: 5/20/2010 - 6/30/2010 Available #J E572

ltems 1-3 of 3 < Previous | Jump | Hext =
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7.5.2. Modify Clerkship or Staff Attorney Folders

To move individual clerkships or staff attorney positions to other folders, use the Change
Folders button in the Clerkship Information field (Judges List) or Position Information field
(Staff Attorney Offices List). This will display the Add To Folder pop-up window (figure 51)
where you can copy the selected clerkship to other existing folders or to a new folder that
you create. If you want to remove the clerkship from the existing folder, uncheck the box
adjacent to the folder.

FIGURE 51. Add to Folder Pop-up (Staff Attorney Positions)
Add To Folder |

Copy to Existing Folders:
Applied To
[ ] available

Updat -
[ updates Select an existing folder

/ L or create a new folder.
Copy to a Hew Folder:

4 Add Position | | ¥ Cancel

\[ Click to Add Position.

You can also use the Batch Options menu to add or remove multiple positions to or from
folders. To do this:

J

1. Highlight the checkboxes next to the positions you wish to add or remove.
2. Select the desired option from the Batch Options menu.
¢ Use Copy to New Folder to move the selected positions to a new folder (a
pop-up window will appear where you will name your new folder).
e Use Copy to Existing Folder to save the selected positions to a previously
created folder you select from the menu.
¢ Use Remove From Existing Folder to remove selected positions from
selected folders (figure 52).

FIGURE 52. Remove From Existing Folder Batch Option (Clerkships)
[ BATCH OPTIONS

Replace Resume/Cover Letter v | [Copy To New Folder] | Copy To Existing Folder| Remowe From Existing Folder « lete Folder v | Finalize Applications | Save As Excel Entire Judge List
New Folder previ | T @«
B i ) . < Previous | Jump ext>
Items 1-20 of 420 (2 items selected) Applied To m | I |
. Availabk . . N ]
= Last Name v First Name v Type of Judge v Courtv valable City Apply Online v Application Methods Date Modified v
Temporary
Abrams Paul Magistrate Judge ~ =nited SINES DISINETCOUT, | gséngeles re Jun 16, 2010
- Central Dig !
2Years Term Start: 81/2011 Term End: /1/2013  Accepting Applications: 6/16/2010 - 12/16/2010 Available # ] E5FEi8
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7.5.3. Viewing the Contents of Folders

Once you have created one or more folders, you may view a complete list of all the
positions you have placed in any folder. Clerkship positions and staff attorney positions are
stored in separate folders. You can access your folders from the Folders section of your
Home tab (figure 53) or from the Folders tabs available in the Judges and Staff Attorneys
sections of the Search For Positions tab on the on the main navigation bar.

FIGURE 53 Folders Section of Home Tab

e,

J Folders

CLERKSHIP FOLDERS
= Applied To (0)
(24 Available (0)

(3 Temparary (1)

+ Add New Folder Click on a Clerkship or
Staff Attorney Folder to
view and manage its

STAFF ATTORNEY FOLDERS e,

i Applied To (2)
[ Awailable (0)
(23 Vpdates (0)

+ Add New Folder

Once you navigate to either the Judge or Staff Attorney Folders tab, you will see several
search criteria that will allow you to view subsets of judges or staff attorney offices from
your folders, including:

e Judge Type (Judge Only)

e Keywords

e Clerkship Position Status/Position Status

e Application Method

e View Applications (Staff Attorney Only)

e Application Finalized

e Applications Withdrawn

e Term Start (Month/Year)

e Post/Last Modified Date for Open Positions

e Post/Last Modified Date for Closed Positions.
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To execute a search, select the desired parameters and click on the Apply Search button.

To clear your search criteria and return to your list of all positions in all folders, click on the
Clear button.

FIGURE 54 Folders Sub-tab Search Options (Staff Attorneys)
@]z | Search For Positions
@ BAack

((udges Y stafi Attorneys |

[

Ve N
{ staff Attorney Offics List { Advanced Seaffh ) Folders Y, Afghived Positions \

STAFF ATTORNEY FOLDERS Using Folders: Tip Sheets:
Applied To (2) (2 = Choose the Folder you wish to view from the list on the How to Copy Positions into Folders (398KB, PDF)
5 Applied To (2) & B =
(2 Available (0) (9 B = Use the Add New Folder button to create a new staff
(33 Updates (0) G2 B aftorney folder.

= To delete a staff attorney folder, click the folder icon with

% Add New Folder the red X.

BASIC SEARCH

Keywords | Participating in 0SCAR Qyes O no

Searches for a match on a circuit name or city.
. . Position Status (D e T ayailable [Filled [ Expired []None

Select search criteria.

polication Method DM [T1E-mail [JFax [Jondine [Paper

View Applications () immediately  Hiring Plan Date

Application Finalized Oyes O no

Application Withdrawn (yes O no

Term Start Month/Year
Month/Year both

Post/Last Wodified Date for Open Positions
PostiLast Modified Date for Closed Positions

Click Apply Search.

Q Apply Search

% clear

E’ BATCH OPTIONS

Replace Resume/Cover Letter = | [Copy To New Folder] | Copy To Existing Folder = | Remove From Existing Foider v | Delete Folder ¥ | Finalize Applications | Save As Excel Entire Judge List

Items 1-2 of 2 (2 items selected) = Previous | Jump | Next >
[H= Circuit Hame v Courtv City v Apply Online v Application Methods Date Applications Viewable Date Modified v
- United States Court of Appeals, "
6th Circuit Sixth Circuit Cincinnati O 2 Immediately May 28, 2010

TION INFORMATION

Position Term: 2Years  Term Start: 0/0/0000  Term End: 0/0/0000  Accepting Applications: 5/24/2010 - 6/24/2010 Available Lt

it

P United States Court of Appeals, .
Tth Circuit Seventh Cireuit Chicago 0 -] Hiring Plan Date Jun 09, 2010
ON INFORMATION
@ Position Term:2Years ~ Term Start: 8222011  Term End: 8/16/2013  Accepting Applications: 520/2010 - 11/1/2010  Available e

FOLGERS

tems 1-2 of 2 <Previous | Jump [1 ]| Next>
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7.5.4. Deleting a Folder

You can delete any of the folders you have created using the Delete Folder option on Batch
Options menu. Folders can be deleted from the list on either the Folders tab (figure 55) or
from any tab with a Batch Options Menu (figure 56), such as the Judges List, Staff Attorney
Offices List, Folders, or Search Results tabs. Before the deletion can be completed, you will
see the pop-up prompt "Are you sure you want to delete this folder?

This cannot be undone!” Click OK to delete the folder.

@ Note: Deleting a folder or a position does not remove the position from the main
Judges List or Staff Attorney Offices List. It simply removes the positions from the deleted
folder.

FIGURE 55. Deleting a Folder from Folders Tab (Clerkships)

( Judges { StﬂffAtturneys\

II/JUI:IQES, Lizt ‘{ Advanced Search "I* Folders { Archived F‘us'rtiuns\

@ Using Folders:

SLEl i FULLLEnS m Choose the Folder you wish to vie

\=p Applied To (0) G |eft.
Available (0) @ m sethe Add New Folder button to

(2 Available (0) _ clerkship folder.
s To delete a clerkship folder, clic

(il Ternporary (1) G B To delete a clerkship folder, click t
the red x.

|+.A.d-d New Folder |

\ BASIC SEARCH

[ Click 3 to delete folder. ] Judge Types

Keywords

Searches for

Clerkshin Position M asitawia

FIGURE 56. Deleting a Folder with the Batch Options Menu

[P BATCH OPTIONS e
Replace Resume/Cover Letter + | [Copy To New Folder] | Copy To Existing Folder = | Remove From Existing Folder rv Delste Folder = halize Applications | Save As Excel Entire SAD List
. . Applied To
Items 1-3 of 3 (0 items selected) Available %
. . . Updates 4 L
HE Circuit Name v Courtv City » Appl Ql hmcanon Methods Date Applications Vi
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8. Applying to a Position

@® For judges or staff attorney offices accepting online positions, OSCAR allows you to
build and submit a complete application online. This includes attaching uploaded
application documents, entering references, and requesting letters of recommendation.
Judges and staff attorney offices can also choose to receive applications by mail, fax, or
email. If this is the case, you will not be able to build the application in OSCAR. Instead,
the Build an Application box in the Clerkship Details or Position Details tabs will show
either the mailing address, fax number, and/or email address that the application is to be
submitted to.

8.1. Create an Application

Once you have identified the positions you will apply to, you can begin building your
applications. When creating your application, you will select uploaded versions of
application documents to attach to your applications, identify recommenders, create draft
applications, and submit finalized applications.

@ Note: In order to create an application, OSCAR requires the user to upload a
resume.

You should upload your application documents to OSCAR before building any applications.
Please note that an application must be created in order to generate the recommendation
requests for your recommenders and to trigger the Evite email to a recommender if you
are the first applicant to request a recommendation letter from that recommender. Most
often, faculty recommenders have already received their Evite email with OSCAR login
information.

OSCAR releases applications to judges based on the status of the applicant:

) Alumni - Applications are either released immediately or you can hold them in
Draft status until recommendation letters are uploaded or all required information
has been added to the applications. Note: Alumni must finalize and release
the application for it to be viewable to the judge.

o Third-Year Law School Students - Students can create applications at any
time and save them in Draft status; however, you must finalize and release
your applications for them to be viewable to the judges on the dates set forth in
the Federal Law Clerk Hiring Plan. If you finalize and release applications prior
to this date, OSCAR will store them and automatically release them on that date.

@® Note: Not all staff attorney offices follow the hiring plan. Some offices elect to view
applications from all applicants immediately.
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You have the option of deleting applications prior to finalizing and releasing them for
viewing. However, if the application has already been released to the judge or staff
attorney office, you will only have the option of withdrawing the application and will not be

able to reapply.
FIGURE 57. Build An Application Box

To apply to a position and build and application: Build an Application =
Application materials may be submitted via the following
methods (Online applications are preferred.):

1. Locate the judge or staff attorney office with the

pOSItIOﬂ YOU Want tO apply tO. D:LIII::iﬂinganapplication requires 2 steps:
2. Click on either the judge’s name or the staff Step 1 Begin creaing your draf pplcaion oy posing he
attorney Ofﬂce's CIrCUIt name' I;:c,.crnrnender‘-s.-cli‘ckth;(;r;i:;“lljtﬁﬁi‘:iTJTJcI':E;i:tJiCULlI:tuﬂcn to
3. Select the Clerkship List or Positions List sub-tab. e ereeaaten
4, Click the View & Apply button for the position you e B ST

W|Sh to create an app||cat|0n for. Step 2: When vou are satisfied with the contents of your

application, it is time to finalize your application to make it available
5 . You W|” now see the specrﬁcs of the pOS|t|0n . On to judges. Click the Finalize Application button to finalize your

application. You may finalize applications in

the right side of the page, you will see the Build SR e e
An Application form for online applications.

il not becom vable until Tuesday, September 8,

You are now ready to begin attaching documents and iy
bu”dlﬂg YOUI" appllcat'on. * indicates a required field

Choose My Documents:
Select documents you have uploaded in My Documents Section

6. In the Build an Application box, use the various

Cover Letter [new]:

pull-down menus to select the documents you [select v
wish to include with the application. The [new] “[“I“;]em"
2ele v
option allows you to enter/upload a new Writing Sample [newl:
document. The documents required for a [ setect |
particular position are listed under the Required Law Grade Sheet [new]:

| [zelect] |

Documents field.

Undergraduate Grade Sheet [new]:
| [zelect] |

FIGURE 58. Required Application Documents

REqIJiFEIj Documents: Other Grade Sheet [new]:

[] Resume B |
Recommenders:
@ Cover Letter ou can add or remo ommendation requests until the
application haz become visible to the judge
s]] writing Sample [ Atias, Nancy
o Bowmar, Robert
Law Grade Sheet ¥l a
rady, Kate f
@ Undergraduate Grade Sheet [ casaleqai Lois Click to create a
? Morrell, Henry draft applicaticn.
D Shingler!, Joyce
. [ friedler, arielblank
7. If requested by a staff attorney office, you can ] oscar, judge
enter reference COI’]taCt |nformat|0n . Clicking on the Create Draft Appligpfion button will store your
materi; a draft and allow yopdo trigger recommendation
8. Indicate the desired recommenders by requests to your listed recommenders.
highlighting the checkboxes next to their names. [Create Draft Application

9. At the bottom of the form click the Create Draft
Application button to enter the application in the system.
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After you select Create Draft Application, your FIGURE 59. Finalize Application

application will be stored as a draft. While the e B =l
Application materials may be submitted via the following

application is in draft status, you can review your TS (@lE SpsiEiers ars preE il
submitted documents and chosen recommenders. o=

Y¥ou have begun an application for Judge Gerald Fines. If
you want to make any changes, use the document and
recommender lists, then click on the Update Application

@ . g o . button below to confirm the changes you have made to
Note: You can review your application e

packet as the judge or staff attorney office will " ingicates 2 required fieid
See |t by C“Ck|ng On the PDF iC0n |Ocated under g:lﬁs:ﬁz{nx?:f;:éuploaded in My Documents Section

the Full Application Packet heading (figure 59).\ *pp'iwﬁon Packet:
@

Cover Letter [Chicago Cover | etter] [new]:

Recommendation letters will not be viewable [loave current =
W|th|n the paCket. Resume [Resume] [newl]:

Writing Sample [new]:
| [select] |

Law Grade Sheet ]new H
| [select] |

Undergraduate Grade Sheet [new]:
| [select] |

Other Grade Sheet [new]:
| [select] |

Recommenders:
“ou can add or remove recommendation requests until the
application has become visible to the judge.

|:| Atlas, Nancy

Bowmar, Robert

[ Brady, Kate

I:I Casaleggi, Lois

Morrell, Henry

[ shingler, Joyce

[ friedler, arielblank

o=car, judge

If you want to confirm the changes you have made to your
application, click on the Update Application button. If you no

longer want to apply for thiz clerkship, click on the Delete button.
“ou can continue to edit this application until you finalize it (below ).

Update Application | | % Delete

Last Step Required - Finalize Application:

Unles=s you click on the Finalize Application button when vour
application i= ready, the judge wil never be able to see it.
Remember that once you click on Finalize Application, you will no
longer be able to make any changes to your application, 20 make
=sure that you are satisfied with your documents and
recommenders.

Click to finalize
application.

S
Finalize Application &
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8.2. Editing Applications

You have the ability to change document materials (resume, writing sample, law school
grade sheets, undergraduate grade sheets, other grade sheets, and cover letters) already
attached to an application, as well as modify your selection of recommenders while the
application remains in Draft status (prior to the application being finalized and released for
viewing).

Section 8.2.1 below discusses how to replace résumés and cover letters for multiple
applications using a batch method. All other application documents must be replaced
individually for each clerkship/staff attorney application as discussed in section 8.2.2.

Note: Prior to changing the application, the user must upload the revised document or new
documents under the My Document section.

® Simply revising your uploaded documents files in the My Documents tab will
have no effect on the documents you have already attached to created
applications. You must actually change the documents from within the applications
themselves, associating the updated documents with your applications. You can do this by
either individually selecting new documents to be attached from within the Build an
Application field of a specific application, or, in the case of resumes and cover letters, you
may take advantage of the Batch Options menu to replace these documents in multiple
applications simultaneously.
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8.2.1. Replacing Resume/Cover Letter via Batch Options Menu

You may replace resumes and/or cover letters in multiple applications at once by using the
Batch Options menu (figure 60). To do so:

1. Place you mouse over the My Applications tab in the main navigation menu.
Select Clerkship Applications or Staff Attorney Applications in the menu
that appears.

2. Select the applications you wish to add updated documents to by highlighting the
appropriate checkboxes.

3. Select Replace Resume/Cover Letter from the Batch Options menu.

4. Select the document you wish to upload from the menu that appears.

FIGURE 60. Update Application Documents

F* BATCH OPTIONS Ve
Replace Resume/Cover Letter v | Finalize Applications | Save As Excel » SEIECt resu mE/COVer
Resume1 (Resume) letter from Batch brevi " T
41 < < Previous | Jump ext >
RESUME2(Resume} S Options menu
Cover Letter1(Cover Letter) - .
=T TOOgE ¥ poconignis Recommendations Pc;\.:.u T Judge v Y /Sf):tll:":: ’:?;Il‘fsﬁfon Date Finalized » Options
Shingler!, Joyce

Judge, Dawkins, Walter District District of . - Delet,

Oscar Lj @ @ Friedler, Testy 2 Judge Minnesota AEELE @ slete

Judge, Test2

Dawkins, Walter
Judge, 5 ! District District of ;
Oscar i @ @ @ @ Judge, Test2 2 Years e e Filled @ % Delete

Friedler, Testy

. Friedler, Testy - - May 14, 2010 5:33 pm
Judge, District District of .
O gk 1 R1(C] el el [od]  Judge, Testz Temporary | S available  [F] Conf# 20100514-

Dawkins, Walter Minnesota faz43ede
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8.2.2. Changing Documents Individually

You can edit Draft applications individually if you
wish to update any documents associated with
those applications. To do so:

1. From the My Applications tab in the main
menu, select either Clerkship
Applications or Staff Attorney
Applications.

2. Scroll down to the list of applications and
click the Edit button, available in the
options column for any application still in
Draft status. This will bring you to the
Clerkship Details/Position Details screen.

3. In the Build an Application box on the right
of the screen, roll your mouse cursor over
the document field that you would like to
modify, which will cause it to expand.

4. Click on the pull-down menu to select the
document to include in the application.
Note: For documents already uploaded to
the application, OSCAR shows [leave
current] in the pull-down menu.

5. If you previously submitted your
applications without attaching any version
of a particular document type, OSCAR will
display [select] ratherthan [leave
current]. You will need to click on the
pull-down menu for each document type
you wish to update and select the updated
document.

6. Click on the Update Application button to
save your edits.

FIGURE 61. Application Documents

Build an Application [=]
Application materials may be submitted via the following
methods:

Online:

You have begun an application for Judge Arthur Alarcon.

*indicates a required field

Choose My Documents:
Select documents you have uploaded in My Documents Section

Full Application Packet:

B

Cover Letter [cover letter 1] [new]:

[leave current] @+

Resume [resume] [newl]:

[leave current] *

Writing Sample [writing sample 3] [new]:

| wiriting =ample 3 (attached) |

Law Grade Sheet [teset] [new]:
| teset (attached) |

Undergraduate Grade Sheet [grade undergrad] [new]:
| grade undergrad (attached) |

Other Grade Sheet [test other] [new]:
| te=t other (attached) |

Recommenders:
You can add or remove recommendation requests until the
application has become visible to the judge.

girl, chica

] Murray, Bruce
[ smith, whilely
pettit, nancy
Djala. john

If you want to confirm the changes you have made to your

Update Application | | ¥ Delete
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8.3. Finalize and Release an Application

Once an application is complete, you will see the
Finalize Application button in the Build an
Application section of the Clerkship Details/Position
Details page. Finalizing the application releases it to
the judge or staff attorney office for review.

@® Note: Unless you click on this button when
your application is ready, the judge or staff
attorney office will never be able to see it.
Remember that once you click on Finalize
Application, you will no longer be able to
make any changes to your application.

FIGURE 62. Finalize Your Application

Update Application | | ¥ Delate

Last Step Required - Finalize Application:

Unlezs you click on the Finalized Application button when your
application iz ready, the judge wil never be able to see it.
Remember that once you click on Finalize Application, you wil no
longer be able to make any changes to your application, 30 make
zure that you are =atizfied with your documents and
recommenders.

Finalize Application b

Another option is to finalize your applications using the Batch Options menu. To do this:

1. From the My Applications tab, select either Clerkship Applications or Staff

Attorney Applications.

2. Select the applications to be finalized by highlighting the checkbox next to each one
or by clicking on the [ icon to select all applications.

w

Select Finalize Applications from the Batch Options menu.

4. You will be required to confirm this action. A pop-up box (figure 63) will appear
with details on the finalization process. Click OK if you wish to proceed or Cancel

to abort.

FIGURE 63. Click OK to Finalize Your Application

Are you sure you want to finalize? ®

By selecting the “Finalized Applications™ button
from the Batch Options menu, you are choosing to
finalize ALL ofthe applications you previously
selected. Please verify that all of the applications
are complete, and ready to be finalized. When you
click on the Finalize Application button, you will no
fonger be able to make changes to your
application packet. Finalized applications from
2010 {or earlier) graduates will be available to
judges immediately, and those from 2011
graduates will be available to judges on
September 7, 2010 at 10:00 am EDT. However,
neither student nar graduate applications can be
changed once finalized. This action cannot be
undone. If you are sure that you want to finalize your
application, click OK; otherwise click Cancel to
return to the Applications page. Note: applications
for clerkships which have Expired or Filled will
not be finalized.

* X Cancel
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8.4. Application Receipt

After you have finalized your application, you will receive an email confirming the
submission. The email will have a PDF attachment that contains the application materials
(the PDF document will not include recommendation letters). Keep this email for your
reference, as it will contain a confirmation number for the submission.

FIGURE 64. Application Receipt Details

ozcar@symplicity. com
a

Please rezpond to oscar-supporti@ao_uscourts_govy

Lear 4L A,

Attached is a copy of your finalized application.f The Confirmation Number is Z0100706-1d4f9decs.
Please save this for your records.

Judge: Oscar Judge
Clerk=ship Term: Temporary
Ztart Date: Mar 21, 2011

i

0Sc AR application pdf
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8.5. Review Applications

You can review all of your applications (Draft, Finalized, or Withdrawn) from the My
Applications tab in the main navigation menu. This tab is divided into Clerkship Applications
and Staff Attorney Applications sub-tabs. From these, you have the options to delete a
draft application or withdraw a finalized application. Additionally, you can edit draft
applications and preview your application documents—either individually or as a whole
application packet.

FIGURE 65. My Applications Tab

My Recommendations { Search For Positiong My Applications { FResources

v Tussday, June 22, 2010 | 2.25 pm | User, testappl - Applicant} Logout

Home { MyProfile { MNyDocuments

3 My Applications

@ BACK

Clerkship Applications % Staff Altormey Applications

Documents Legend Status Legend e
L SE’Q_‘R_CH \l) Agreen check
keywords |j Application @ Resume @ Update mark (@) nextto
search against judge name or ] - your recommendor
city. @ Cover Letter @ S‘:r[r:tgl]g B Finalize names in the
Clerkship ] available [ Expired []Filled Draft Recommendations
Position Law Grade Sneet  [og] G?;EZrSheet column below
Status @ Hew Withdrawn indicates that the
@ Undergraduate recommendation
Q Apply Search Gradesheet has been
completed.
@ Waorking with Applications in OSCAR: Note:
= How to Finalize Applications in a Batch Method Applications for positions that have Expired or been
= An Overview of the OSCAR Application Process (208KB, PDF) Filled cannot be finalized!
(1MB, PDF} = How to Delete or Withdraw an Application (411KB,
= How to Build an Application (333KB, PDF) PDF)
! . . . . .
1§ BATCH OPTIONS Withdraw finalized applications or
Replace Resume/Cover Letter = | Finalize Applications | Save As Excel = delete/ed |t d raft app“catlons

wious | Jump |1 %] | Next =

Items 1-7 of 7 (0 items selected)

- e Type of Position Application - .
[H= Judge v  Documents Recommendations Position v e Court v Status v Status v Date Finalized v tions

Shingler!, Joyce
Judge, Dawkins, Walter District District of -
v I
o Ij @ @ Friedler, Testy 2Years Judge Minnesota allable @ 3 Delete
Judge, Test2

May 14, 2010 5:33 pm

Fiedler, Testy
Judaef District District of L
0 Dscar ge, Test2 Temporary 502 Mioneeota available  [F] Conf# 20100514-
pAwkins, Walter faz48ede

. o District of
Test2, Friedler, Testyo Circuit . .
1 Year District of Expired
o Judge Ij @ @ \ Judage, Testz @ Judge Columbia P @
- R— - - District of Feb 18 2010 3:56 pm
— Test2 q Judge, Test? 1 vear (?Ifl?l.l!t District of - Conf# 20100218- Withdraw

Preview individual documents or click the
envelope icon to see all the application
documents in one packet.
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8.6. Updating an Application

@® Note: Application updates to previously finalized applications are only allowed at the

request of the judge or staff attorney office (applicants cannot update finalized
applications at their own discretion).

If you have submitted an application for which a judge or staff attorney office has requested
an update, you will see an alert on your home page (figure 66). You can click the
highlighted link to navigate directly to the application needing update. You will also receive
an email advising you of the need to update your application materials.

FIGURE 66. Applications Needs Update

| Home

O Getting Started

Tipsheets

\!> Applications Need Update

Judge: Judge Test2 Term:Tempaorary Requested Update: cover_|efter

& An Owerview of the
OSCAR Application
Process (560KB, POF) o

® How to Mavigate
OSCAR(1TOKE, POF)

® Reguirements far
Uploading Documents
(138KB, PDF)

® Howto Lipload

OSCAR APPLICATION PROCESS

° ° ° @ Alerts

n le- @ Bl Jun 16, 2010

CHANGE IN CRITICAL DATES: The Law Clerk Hiring Plan's critical date forwhen judges can
contact 3L applicants and schedule interviews has changed from Friday, September 10,
2010 (10:00 am EDT) to Monday, Septernber 13, 2010 {10:00 am ECT)

If you receive an application update request, FIGURE 67. Application Updates
navigate to the application. The materials needing o Diher Grade Shesttound
update will be highlighted, and an explanation will st you update your
be provided. Make the requested adjustments and 'E’““‘*““*'“‘“S-
click the Update Application button. SR e

DShingIet!,Jm,rce

TesB.Joyce

I:‘blake. alivense

I:‘friedler, arielblank

I:‘olivene. blake

If wou want to confirm the changes you have made to
your application padket, click on "Update Application. If
you want to cancel the changes, click on "Cancel". If you
no langerwant to apply far this cledship, click on "Delats
Application". Wou can continue to edit this application
until you finalize it (bel o).

Update Application ||J‘ Delete
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8.7. Withdrawing an Application

You can withdraw an application you have already finalized and submitted. You can do this
anytime after it is released to the judge or staff attorney office. When you withdraw an
application, a judge or staff attorney office can still view the application, but will see that it

is withdrawn. OSCAR will display the @ icon in the Status column of the Applications sub-
tab to indicate a withdrawn application

The Withdraw button only appears after the application(s) have been finalized (released to
a judge or staff attorney office). When the application is still in Draft status, the Delete
option is available.

@ Note: Please take caution when withdrawing applications because you cannot reapply
to a position that was previously withdrawn.

To withdraw an application:

1. From the My Applications tab in the main menu, select either Clerkship
Applications or Staff Attorney Applications.
2. Locate the correct application, and click the Withdraw button under the Options

column.
3. A pop-up warning will appear (figure 67). Click OK to permanently withdraw your
application.

FIGURE 67. Withdraw Application Pop-up Warning

3

:“1} Are you sure vou wish ko withdraw this application? This application is already viewable by the judge. ¥ou wil not be able to resubmit it,

QK l [ Cancel
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You may also withdraw an application from the
Clerkship Details/Position Details page where you built
the application (figure 68). A Withdraw button is
available at the bottom of the page in the Build an
Application sidebar.

FIGURE 68. Withdraw Application

Build an Application [ |

Application materials may be submitted via
the following methods (COnline applications
are preferred.):

Online:

You have submitted an application to
Judge Henry Boroff.

Thiz application is already viewable by the
judge and may not be changed. You may
choose to withdraw it from consideration,
but will not be permitted to reapply or
resubmit to this clerkship in the future.

Documents:

E Full Application Packet PDF

E Resume

Recommenders:
Atlas, Nancy
Bowmar, Robert
Hey, You
Morrell, Henry
Shingler!, Joyce

e

Pl

| Edil:n Wil:hdrawh
&
\-..______,,-"
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8.8. Deleting a Draft Application

You can delete a Draft application at any time before you finalize it. To delete an
application, click the Delete button under the Options column in your list of Clerkship
Applications or Staff Attorney applications under the My Applications tab. The Delete
button is only available when the application is in Draft status (see figure 65 above).

You can also delete an application from the Clerkship Details/Position Details screen where
you built the application. A Delete button is available at the bottom of the page in the
Build and Application sidebar (as in figure 67 above).

Once you click Delete, a pop-up warning will appear (figure 68). Click OK to permanently
delete your application.

FIGURE 68. Delete Application Pop-up Warning

Windows Internet Explorer [g|

\;:/ This application is not vet viewable by the judge, IF vou choose ko delete it, vou may reapply at a laker tme,

(0] 4 l [ Cancel
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9. Resources

OSCAR provides a Resources tab as a central repository for supplemental documentation,
links, tip sheets, videos, discussion forums, and news from the OSCAR Program Office.
Many of these resources are also accessible throughout the rest of the OSCAR website. If
you are having difficulty or are looking for additional information, the Resources tab is the
place to look.

FIGURE 69. Resources Tab - Info Center
Home ! MyProfile ! MyDocuments { MyRecommendations ! SearchFor Positions : My Applications | Resources |

Tuesday, June 22, 2010 | 4:15 pm | User: looking - Applicant § Logout
=~ Info Center

Q Back

Info Center ¥ Applicant Resources \( Forums " Blugs\

Info Center
The Info Center provides you with access to general information on the federal judiciary and law clerk hiring, contact information, feature requests, and frequently asked questions (FAQs).

Understanding the Federal Courts
(Requires Adobe PDOF)

Duties of Federal Law Clerks
CQualifications, Salary and Benefits
Value of Federal Law Clerk Experience

Law Clerk Hiring Plan

Contact

Send Questions
Request Feature

FAQs

Applicant FAQs
Recommender FAQS
Judge FAQs

Staff Attorney Office FAQs

Latest News
Finding Hiring Infarmation for Judges and Staff Attorney Offices

Email Notifications for Recommenders

Welcome to OSCAR Version 6

MNew LSA Video Tutorial Available

2010 Federal Law Clerk Hiring Plan - Critical Dates

2011 Law School Graduates Access to 0SCAR

Prablems Viewing Tip Sheets

OSCAR Help Desk Closed in Observance of Labor Day Holiday

Applicants Must Create Draft Applications in order to Generate Pending Recommendation Requests
Motice to Law School Admins - Tip Sheet Available for Running Reports

more

New Forum Topics
CHANGE IN CRITICAL DATES!

CHANGE IN CRITICAL DATES!
Recommender Email Notifications O & A

more

Get the latest OSCAR news: Subscribe to our RSS Feed
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The Resources tab is further organized into four sub-tabs, each providing you with specific
resources:

¢ Info Center—This web page (figure 69) contains general information on the federal
judiciary and law clerk hiring, contact information and feature requests, and
frequently asked questions (FAQs).

e Applicant Resources—This web page (figure 70) is a key information resource for
applicants. It includes the most current user guides, an ever-growing selection of
Tips & Tricks documents, interactive process graphics, and online videos to help you
accomplish particular functions in OSCAR.

¢ Forums—A moderated discussion forum is available for OSCAR users to
communicate about the OSCAR website as well as the clerkship application process.

e Blogs—Regular posts on OSCAR topics are available here and on the home page.
Look here for information on the OSCAR program, including plans for future
development and any immediate changes to the site.

Note: Content on these pages will be updated periodically.

FIGURE 70. Resources Tab - Applicant Resources
Home | MyProfile { MyDocuments { MyRecommendations ! SearchFor Positions My Applications | Resources |

Tuesday, June 22, 2010 | 4:08 pm | User: looking - Applicant i Logout

3Applicant Resources

Q) BACK
{ Info Center ¥ Applicant Resources | Forums ’{ Blogs\

Applicant Resources

Having problems opening the PDFs? Right-click the link you wish to open and choose "Save target as™ -OR- "Save link as...” to save the PDF on your deskiop for easier viewing.

What's New TiPS & Tricks OSCAR APPLICATION PROCESS
QOSCAR Applicant Process Graphic Mote: tems not linked are in development and coming soon. ° o .|*® O_
(FDF, 70.9KB) -0 . [ ]
Applicant FAQs Getting Started
QOSCAR Press A erview of the OSCAR Application Process (1MB, PDF)
coming soon. ow to Update Your Applicant Profile (361KB, PDF)
- . Create Applications Documents
User Guides PP : _
. . How to Upload Application Documents (270KB, PDF)
OSCAR User Guides are being updated, please Requirements for Uploading Documents (138KB, PDF)
referto the Tipsheets in the interim. POF Conversion Guidelines (FTOKB, PDF)
. . How to Create a Cover Letter Using OSCAR's online editor (299KB,
Video Tutorials FDF) Click the graphic above for a larger version
coming soor. How to Create a Grade Sheet (420KB, PDF)
Get Recommendations
How to ldentify Recommenders - N
Finding a Position Need Help:
Ha sarch for Positions (409KB, PDF) Applicants should first contact their law
Using the Advanced Search Feature (369K, PDF) schools for direct assistance.
How to Copy Positions inte Folders (398KB, PDF) if applicants need additional OSCAR
g to a Position assistance, they can send an email to
ow to Build an Application (332KB, PDF) OSCAR support atthe address bl
ow to Finalize Applications in a Batch Method (208KB, PDF) :
- o ", Email Support oscar-
o Delete or Withdraw an Application (411KB, PDF) SUPPOr@a0.uscourts.gov 1
Help Your Recommenders P
&
Uploading Recommendation Letters Using the Online Editor (393KB
Uploading a Letter of Recommendation from a PDF File (282KB, PDF)
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10. Logging Out

To log out of the system, click the Logout button located at the top of the screen (circled
area figure 71). You can log out of the system from any OSCAR screen.

FIGURE 71. Logging Out of OSCAR

(&) Accessible Mode: Off ) HELP

\ | :
COURTS

Tuesday, June 22, 2010 | 4:15 pm | User: looking - Applicfnt { Logout
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