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Eugene School District 4J
EdZapp Application Guide:
A Step-by-Step & FAQ

e d a i Connecting Great Teachers
with Great Schools!

4) Human Resources Department | 200 North Monroe St. | Eugene, Oregon 97402
Fax: [541] 790-7665 | [541] 790-7660 | http://www.4].lane.edu/
Last Updated on February 17, 2011 4J EdZapp Tutorial Version 3.2. All rights reserved.
Written by Jason Mak, HR Recruitment Manager, x7668.

For technical support contact support@edzap.com



http://www.4j.lane.edu/
mailto:support@edzapp.com

4 EdZapp is an online application accepted
by many Oregon school districts.

A MW A& | & subshrideltaedzappl 0 St ¢
that allows us to customize the application.
CKAA aAdS Aa KzabmobR 2y SRY
at 4J). Please apply through our website as
you may experience different processes if
you use the main EdZapp site.
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application to apply for other 4] postings.

» Apply Anytime, self-managed, self-paced. You can exit your application and continue
later before the position closes.

A Applying is FREE

Need Help Using a Computer?

» If you are unfamiliar with the basics of computer usage, there are a number of free
tutorials available on the web.

» Have a friend or someone you know help you launch a web browser such as Internet
Explorer on a PC or Safari on a Macintosh with a reliable internet connection.

+ Type http://pbclibrary.org/mousing/ into the address box of the web browser and
LINBaa GKS a9y (iSNE odzitG2y 2y @2dzNJ 1S@o02F NRO®
Beach County Library System computer tutorial.

, t NBaa (KS a9y iSNE (1Se (42 o0S3aAAYy YR F2fft28 I

+ Note that Eugene SD 4] lists this as only aresourceand does not officially endorse or
provide support for users of this tutorial.
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4) EdZapp icati ide:

Overview of Major Steps

o Get Your Information Ready

9 Select a Job & Register

Fill Out the Application

©
- O Submit Required Documents
5

Verify & Submit Application

Some Tips

» Start Early! Avoid last-minute frustrations and anxieties by getting your application
completed and documents submitted in plenty of time.

» Avoidusing® 2 dzNJ ¢ S0 BadkR gABRNDAY al & AG Yl & S|
in EdZapp. Please only use the navigation provided within the browser window in
EdZapp.

» Note that late or incomplete applications cannot and will not be accepted.

» Try to provide as much accurate information as you can. Hiring Administrators can only
judge your qualifications based on the information you enter, so be sure to include
everything accurately and fill in all applicable fields.

a LT @2dz 3S{ Helpéi dzZD A thd EAZMGR webip&gSfirsts EdZapp support can be
NBElI OKSR o0& OftAO1AYy3 2y (GKS a/2yal Od !
R2Say Qi guppdld@edsappleomt

» Represent yourself well. Just like a paper resume, the online application reflects you.

J
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4) EdZapp Applicatic i ep-by-Step & FAQ

STEP 1:

Get Your Information Ready

Before you begin your online application, gather your information about
your education, work experience, references, and other documentation
that you may need for your application.

Certain jobs will either require or make it optional for you to upload
supplemental documents. Having the following documents ready in an
electronic format will be extremely helpful to you.

Examples include:

A Resume

A Transcripts

A Certifications

A Licenses

i WSTSNByOSaQ O2yiGlOG AyF2 2NI[SGGSNARA 2F wSC

TIP: EdZapp only accepts uploaded documents in PDF format. There are a number of free PDF
conversion websites online such as https://online.primopdf.com/Default.aspx. If you
cannot convert required documents, you can always mail them to edZapp to scan into
your application for free.

STEP 2:

Launch a Web Browser

A Open a compatible web browser (Firefox 3.0+ or
Internet Explorer 8.0+) by double-clicking on the
appropriate icon on your computer.

< Please note that other browsers are not
supported. If you are using a Mac, Firefox is your
best choice.

< If needed, you can download and install Mozilla
Firefox for free from
http://www.mozilla.com/firefox/

NOTE: If you turned on any popup blockers, please turn them off.
Ain Firefox go to TOOLS> OPTIONS> CONTENTTAB | Y R dzy’ O KI5 jop-up Kibdowisé
box.
Ain Internet Explorer go to the Tools menu and select Pop-Up Blocker and ensure that it is set to
a2e& 7T

\l
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STEP 3:
Go to 4J3 Job Listings Website

A Type the following URL into the  “=o%ts e — — W
address bar exactly as shown — S —
http.//www.4j.lane.edu/hr/jobs . 1 o
'Y R LINEnde&e WK U4 [ J'! fj" i " E—
your keyboard. Schools Calendars Issues About 4J School Board Departments For Staff...

Human Resources Home » Human Resources > Job Opportunities
. Employee Benefits Job Opportunities
A When you arrive on the page Welcoma! o s deicted eam wno worke ot suceass o svery sudsnt.

Employee Sef-Service
S H To apply. click on a position you are interested i then follow the application process. Please note, only
Sh own y use yO ur pOI ntl n g d evice BT Transportation and Facilities accept both online and paper based applications. All other positions require an
Forms online application through our EdZapp application system. If you have a question, please see our "Jobs

(ie ¢ mouse) to left-click on the e ot it o TN BSOS, 10U 3 ) avstors
, = Job Status Updates _

greena. wh2 {9 hb[ L

[ L{ ¢ Lbwttbnf €

= Q}iine Appiic!

= Paper Applications
= Jobs FAQ
Job Descriptions
Risk Management

Salary Schedules
CLICK BELOW TO BROWSE JOB OPPORTUNITIES

‘ Browse Online Job Listings ’

Work Year Calendars EDZAPP APPLICATION SYSTEM STATUS: Note It EdZapp only supports the latest versions of Internet
Staff List Explorer and Firefox (Chrome and Safari browsers do not work). Human Resources is unable 1o provide
technical support. Need help? Please contact EdZapp Technical Support (support@edzapp.com) They will
respond 10 your request within 24 hours

Student Participation
‘Substitute Dispatch

FEATURED 4J POSTINGS:

- £511-02007P SCHOOL SECRETARY SUBSTITUTE POOL (Closes 2/16/11)
- CP11-02005P Special Education Bus Aide (Regular & Substitute Pool) (Until Filled)

m ] [a)

& internet Shv Bi00% -~

STEP 4: & Morzilla Firefox

File Edit View History Bookmarks ZIools Help

Browse Job QX MAUNY (O rwrmmesmpconm 8 ] [G ooy

Openings \45) Eugene School District 4J

A Using your mouse, left-click + S
drag down the scroll bar (or - -
dza S GKS aR2gy¢e —
directional keys on your e o o s e s
keyboard) to scroll down to B

browse all of the 4J Job Shon [T s pr e
Openings .

Find Jobs

- N District Internal/  |Date (Application
Position Title Name. [School Name [ob Type [salary |eTRe [00f (PP EO0
- - - . Eugene  |E Both
A - [CF09-06022P Interpreter-Deaf and 816.48 - Open until
A Left CIle on any JOb tltles (|n ot of Heorn et Schaol |Support Part Time [6)005 " intemal and (061212008 | 0P
District 4J |Senvices External
1 \Eugane . Both
b|U€) that Interests yOU to CF09-08024 Lead Custadian chool | 2cities Full Time 51342 linternal and [09/1772009 [9PS" 4Nt
(Sheldon High School) ) Management 1516.43 flled
f . . f = istrict 4 External
Ild h Pr—— i
see a‘ u escrlptlon O t e |Assistant - Behavior POOL School Support Other ;1;‘ é;’ Internal and |08/12/2009 %ZT untl
05|t|0n (Various Schools) District 4J |Senices External
p . CL09-08015P ESS | |Eugene [Educational Both
Assistant - Cognitive POOL School  [Support Other ﬂ‘; g; ~ linternal and |08/12/2009 %‘;‘;” untl
(Various Schoals) District 4J |Senvices External
CL09-08016F ESS Learning Eugene | Both
Center Instructional Assistant  |School  [Support Other zl‘; g; ~ linternal and |08/12/2009 %Zed" untl
POOL (Various Schools) District 4J |Senvices External
CL09-08017F ESS Eugene | Both
School  |Support Other ;1‘; 47~ lintemal anc |oBr1272009 | 2PE U
Nictrict 41 Qanicar [N

R4

Q
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4) \Iérd\ziéf)p\Appﬁfation Guide: A Step-b

STEP 5:

Read Over Selected Job Posting
A Carefully read over the job ® et Frcion S

posting to see if you are O C X B DS [ rermesmmeor 8 (G e P)(DL T -

interested in the position. Note '»“S .
. . . Register/Login
the application deadline near the (

. CF09-08024 Lead Custodian (Sheldon High School)
top of the page. 4J must receive i s 1
a" reqUired parts Of your Position Information
application by this date in order P o Deadline Dater el

Reference ID: CF09-08024
Position Description: Pay Rate: §13 49/hr - $16 43/hr Pay Grade 8 with generous benefits

URL: www.4j.lan
for |t to be Considered Work Year: 12 Month Hours/Day: 8/hrs Day Full Time (2:00 pm-10-30 pm)

Position Summary:
Provide technical supenvision over a sizable work crew in custodial work at a
building. Perform general custadial and ather rslated work as raquired

A Ensure that your education and Essential Functons:

http:/fwrw.4j.lane.eduffiles/jobs/4j_hr_job_1313lead_custodian.pdf

experience (and any licensures) Knowlodgo, Skills, and Abiios:

« Knowledge of custodial techniques and practices, including knowledge of L
meet the Minimu m chemical and cleaning solvents used in sanitizing facilities
« Ability to plan work, work schedules, and communicate or otherwise
instruct other employees

Qua"fications for the pOS|t|On « Demonstrated leadership skills including skills and ability to train

and and objectives

H * Ability to work harmoniously with staff. students. administration and
that are listed.

« Adaptability and flexibility to perform work within changing priorities and
interruptions.

« Abilty to perform lifting (26-75 pounds), floor bufing, and other manual
Iabor tasks

I

A When you are ready to start the
application process, use your
mouse to left-click on the ot Cosodalsmtence 3 scholarsqatnt smiomnn 2 )
GwS3IA A G Sudnheardnk v ¢
top of the page. o

Some knowledge special events such as

Minimum Qualification Summary:
Three years of custodial experience which included employse training and

1_Print and cuhmit a comnleted naner Clacsified Annlication 1n tha
4 (]

Dene S8

STEP 6:
n
& edZapp - Online Teaching Jobs and Teaching Positions - Mozilla Firefox

Register or Sign-In Be g Yo oy Gknaie oo
. . . ,Gb-_ C X & Oy N &[] htps//umww.cdzapp.com/spplicant/Loginri. 77D - | [[Gl- Goole
A Read all instructions on this page -

carefully. 4 e Human Resources N

Online Employment Application

>

If you have never applied for a job

Welcome to the Eugene 4J School District's employment application system. Ifyou have

US|ng Edzapp you must f|rst any questions regarding the confent of the application process (ag - *Am | considered an
! internal or extemal candidate?”). please contact us at hr@4j lane edu. If you have
tectmical issues with or questions about how to use the online application system (eg -

register for an account by left- “How do | upload my doctments"). plase contact adZapp suppot dectly. 4) Humen

Resources staff are unable to offer technical suppert at this time.

C“Cklng on the d w S 3 }\bétta)ré N\k’ « [Fthis is your first time applying with our district, click the ‘Register button and Fmal

Password

m

complete your application.

« IFyou have previously registered with edZapp, enter your FULL email address
and edZapp passward, then click the "Sign In New’ button. Your email and
password are case-sensitive. Please make sure you did not add any additional

. spaces before or afer your login name or password

If you are a retu mi ng edZapp user Please also turn off any pap-up blockers in your web browser, as th

y interfere with the functionality of the application s
i Please DO NOT call us ta cont e your application. You will
enter our fu” Emall address and know that "% received once you get a confimation email. Also, edZapp
y 0In to your edZapp account and under the "Application Status™ tabyou ~ PoWered by
can see all the jobs you have applied for.

Password that you used before and For el rections, pease el ourcustmiz Paverpar eeseriation:
left-clicka { Ady LY b2g

—
SigninNow [ Register
——

Having Trouble Logaing In? Click here

>

™~

Our application works best with Internet Explorer (version 6.0 or higher), Firefox (version 2.0
or higher) or Netscape Navigator. We cannot assure or support functionality of other
browsers.

a it ] »

Done @A o

Q
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4jamppﬁfaﬁenﬁuide: A Step-by-Step & FAQ

STEP 6a:

Registering a New Account
» Read all instructions on this page carefully

@ edZapp - Register to Start Finding Teaching lobs - Mozilla Firefox [=E]
Fle Edt Yew Higtoy Bookmarks Ieoks Help

6 e X w 9 AN & [ hipsinanstupp.comsppicintRegistai {7 B - | |G- Googi

» At minimum, complete all required fields
marked with an asterisk (*). Use your 4;.,.,.,.._., Huma

Eugene, Oregon

mouse to click on a field and type in your Online Employment Application
AYTF2NXYIIUAZ2YOD PO2AR aon
Thank you for your interest in the Eugene School District 4J1

. i i Remember o complete all required sections in order (o be considered for employment with the district Also, you may
R Use a pel"sonal and funCtIOI’] i ng E‘mall f:;mgzd;&dﬁp:g::::r::r:]?;:rdrr;;fumd in the ‘Supplemental Dacuments' section, then send them to edZapp.

If you have any question regarding the application process, feel free to email us at hr@4) lane edu I you have techical

ad d ress to reg | Ste r that yo u Wl I I always h ave issues with or questions about the aniine application system, please contact edZapp support directly as they are best

equipped to answer those types of questions

access to. This will become your username v o
on edZapp. -
— Joamm
. Please write down your username and password — S
and store them in a safe place. —
. The District will use this email address to contact maw 0
you :«nwrm edzapp.com/apphicant » D B

< TIP: If you do not have an email account there are free ones you can sign up for available from
Microsoft (Hotmail), Yahoo, and Google (Gmail).

» Use your mouse to left-click and drag the scroll bar on the right-hand side down (or
use the down arrow on your keyboard) to see the rest of the registration page.

Selecting Your ¢Role¢
» After you scroll to the bottom of the registration page, you should be able to see the
GNRf Sa¢ asStSOGAzy o02ESao®

» Choose the Role(s) that align with the
type(s) of jobs you are seeking by clicking on et v0u may selers e many roiee A necssemny oo o
the appropriate box.

[ TeacheriLicensed - Licensed classroom teachers

[ instructional Support (Classified) - Paraprofessional support staff wh
A Th|s determines What types Of jobs you can Assistant, Educational Aide, Teacher Support, etc.)

H L) Nondnstructional Support Staff (Classified) - S rt staff, typically h
apply for and What yOU WI” be aSked on the Administr;ﬁfen.fss?;:nt, Technologysta?T,sglustodianlf%pr?:ur?daskeeF:JI:ﬁ garc
application.

d Supervisory/Professional - Support personnel, typically salaried empl
Manager, Maintenance Supervisor, etc.)

M - - - e . . J
. . r A 7 4 — Admin/Executive - Upper-level, salaried positions who participate in di
A TIP: Select only one 0 N2 t S¢ NRA IKU W Principal, Assistant Superintendent for Operations, Director of Special Ed, &

confusion. You can aIWayS add more roles to [ Extra Curricular (Coach/Advisor) - Those who interact with students, t

your profile later. (EdZapp will now prompt you of advisor or coach for extra-curricular activities (e g Baskethall coach, Stud

tO add a rOle If yOU dO nOt have It Selected ) [ substitute Teacher - Licensed classroom teachers on an intermittent
« Submit ; Cancel

s Left-click & { dzo WHenifiiished.

Q
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4J\I§Eap\pkppﬁfation Guide: A Step-by-Step & FAQ

Why Wond it Accept My Phone Number?

A The phone number must be
exactly entered in this format:
G XXX-XXX-XXXX

A (541) 687-5555 Incorrect!

A 541-687-5555 Correct!

+ Password is required

:
* Street address is required

s City is required

» State is required

+ Zip/Postal Code is required

*Email
(this will be your username)

*Confirm Email

|
|
|
|
*LastMName |

T

|[54'1]EB?-5555 IIll:"l'e‘:I
o

*Password

*Confirm Password

*Primary Phone

Tips For Returning Users

» Make sure that you always access
your account through the 4J HR
Homepage in order to see all
required parts of our application.
www.4j.lane.edu/hr/jobs/

» Make sure you enter your ENTIRE
email address as your username.

» Many people inadvertently add
spaces after their email address
or password, especially if they
copied and pasted it in. Be sure
to check that you have not done
this.

» Note to Internal Applicants:
EdZapp is NOT linked to your 4]
email account! You will need to
register. Please use a personal
account, not a work address.

4

& edZapp - Online Teaching Jobs and Teaching Positions - Mozilla Firefox
File Edit View History Bookmarks Tools Help

'65»\- [ O AN % [0 reps//ww.cdzapp com/applicant/LoginPriv 17 B - | [[Gl+| Geogle

[E=1 B (Ex)

AT - -

Online Employment Application

4? School District 4J

Eugene, Oregon

Welcome to the Eugene 4J School District's employment application system_ If you have
any questions ragarding the confent of the application process (eg - "Am | considered an
internal or external candidate?”), please contact us at hr@4].|ane edu. If you have
technical issues with or questions about how to use the online application system (eg -
“"How do | upload my documents?”), please contact edZapp support directly. 4J Human
Resources staff are unable to offer technical support at this time

o Ifthis is your first time applying with our district, click the "Register’ buttan and Fmat L
complete your application. Fassword
& Ifyou have previously registered with edZapp. enter your FULL email address
and edZapp password, then click the *Sign In Now’ button. Your email and
password are case-sensitive. Please make sure you did not add any additional
spaces before or after your login name or password. Sign In New Ranister

« Please also turn off any pop-up blockers in your web browser, as they may
interfere with the functionality of the application system.

e Please DO MOT call us to confirm that we received your application. You will
know that your application was received once you get a confirmation email. Also,

Having Trouble Logging In? Click here

you can login to your edZapp account and under the "Application Status” tab you Powered by
can see all the jobs you have applied for.
o For detailed instructions, please refer to our customized Powerpoint presentation:

How to Apply: Getting Started with EdZapp
Our application works best with Internet Explorer (version 6.0 or higher), Firefox (version 2.0
or higher) or Netscape Navigator. assure o support functi of other
browsers. m

4] . y A | »

Done |

» D B

]
Tip: If you forgot your password or username,
click there!

4] Eugene School District 4JHuman Resources Department 8
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4) EdZapp ication Guide: A Step-by-Step & FAQ

STEP 7:
Are You an ointernal6 or OExternal6 Candidate?

A Carer”yl’ead tO & edZapp - Register to Start Finding Teaching Jobs - Mazilla Firefox |E=1 o) >
determine if you are an T
, PR S sooA, B e X o [ %‘_ o % [ ntpy/wwcedzapp.comyapplicent/Privatelabel 77D - | [[G]- coogle Al e
AAY USNIEHRISNY2 ﬁJsa S

candidate for a the ® o .
posting you are 4 cigen 0rogon uman Resources N

. Online Employment Application
currently applying far Py PP

ARE YOU AN INTERNAL OR EXTERNAL CANDIDATE?

1. EXTERMAL: If you are NOT a 4J District Employes, simply click CONTINUE below.
YN rict Enioyes Klease read lowryg crierip bylow CAREFULLY to see if you qualify as an "internal applicant” under current
Falely 13 7] naa}a

A LT 82dz I NB dAYHES

questions about your

this particu lar posting Whois considered an internal sppiicant?
! For Licensed Postings: The appiicant must currently be in a licensed position with the District of .5 FTE or greater, with either a Probationary (1, 2 or 3), Contract
h k th b d Stalus, or a Temporary status. Guest (substilute) teachers, Classified 4) employees are NOT considered as iniernal applicants,
chec € boxan For Classified Postings: The applicant must currently be in a classified postion with the District and have completed the probationary period of seven (7} work
. . _ months. Qualiied OSEA members on the recalllist will also be considered as internal candidates (OSEA 24.6). NOTE: 4] Classified Substiute, Seasonal and Tempara
p r0V| d e you r Slx-d | g |t 4J status are NOT considered as internal candidates for these types of positions.
E p I Oyee | D nu be r For Administrative/Professional Postings: The applicant must currently be in a position listed in the 4JA MOU agreement in good standing

inicatir status a5 i
ployee status.

may jeopardize your application. Please contact Human Resources if you have

If you have met the criteria listed above for an internal applicant, please indicate your status by checking the box below and enter your 4J Employee
ID Number. When finished, click the CONTINUE button below.

Please check this box if you are an internal applicant of EUGENE SCH DIST 04.. If you are not an internal applicant
please press continue.

A LT &@2dz F NB y=gSEGSNYI ¢
candidate, simply left- ]@
clickthed / 2 Y28 % y
button. B2

After You Login Make Sure You Are C )
- 4] Eugene SD 4J
On the 4J EdZapp Site N rovestvean

Tip:Make sure the 4] logo is visible in the left hand corner at all times after you login.

Why is this important?

¢CKSNBE Aa aDf20lf 9R¥FLILE I YR Gifk2SON fiEK SONSYIALAL) 95dkTISSydS
aGAfE LI @& dzaAy3d aDt26lté 9R®%EFLIIE o6dzi 6S R2 y20 N
There are a few different ways to apply to a job using EdZapp. This tutorial only applies for the 4J

EdZapp site, notthegeneraf & Df 2061 f ¢ 2y S o ' FGSNJ on YAydzi$s
FyR @2dz YI®d SyR dzLJ 2y GKS aDf 2 éupliock@sifthis LILIE &
happens to you.

a 2T Ay
AGSo t

LT @2dz FAYR @2 dzNE& S f-dut, 2 gose goDr ivéb orbwiser, §) RIaundlit)and Mo aA 3y
then 3) go to the 4J Jobs page http://www.4j.lane.edu/hr/jobs/ and repeat the steps in this tutorial.

Need Technical Support?

After you login to edZapp,youcay O2y (i OG SR%%I LILJ Odza (i 2 Yedniddt usédzLILI2 NI 0 @
fAyl] £20F0SR ySIENI GKS (2L NAIKG &AARS help#li KS §S0 LI =
link first as your question may already be answered there. Please do not contact 4] HR for technical

support.

4] Eugene School District 4JHuman Resources Department 9
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4) EdZapp ication Guide: A Step-by-Step & FAQ

STEP 8:

Start Your Job Application
A After you log-in or register, you will be

CP09-10001P Food Service Assistant Il Pool (Various Schools)
Nutrition Services

brought back to the Job Posting that you Eugene School District 4J
. . . Reference URL; Dl dlgne.eduffilesijobs
A Besure to review the postlng to ensure It

is the one you would like to apply to. -
A With your mouse, left-click the & ! LJLJf € buktch to Blegin your application.

STEP 9:
-
Complete the EdZapp Application
d _ EdZapp Demonstration District
-
C app Bus Driver
\-. YOUR APPLI§ATION CAN BE SUBMITTED Yy &
Congratulations, you gy APPLY. Use the modules below to update/provide additional information. Click
CAMNCEL to exit the ap cation process.
Qf ol (A expandall colapseall backto top
High School: lllinois - Other - HS X Jump Ta
o Education Il
Oregon Fortland State Other HR Certificate current 2 XK o References
Winois University of llinois \,\ Education 4112008 7 x X X
- - . of Transportation Skills
Mew York Columbia University E‘) Education 8112005 4 x =
Oklahoma Tulsa BS Business 6112000 > K o EEO
Work Experience
—*Select a State — i — Select a State first - » —*Sect a Degre Field of Study End Date E Q/ e
h m of Other Professional
Cumentlv Enrclledl =
* Required = Curmently Enrell=d Licences
Notes...
:;\:jcnllthestate where you went to 3 otes. ;}/ Language Skils )
| \\

BASIC NAVIGATION: At the top of the page you will see the name of the job you

are applying to. The box at withyphasyowscrollsoyod | oat 6 and mc
can always see your application status and the status of the different sections. If you

want to quickly go to a section of the application us¢
Simply click on the section title and you will immedia tely go to that section. This will

allow you to quickly access areas that are incomplete. When you have completed a

section you will see a green check mark next to the section title and in the scrolling

box to let you know quickly what is completed.

Click on this icon to save an entry. Click on this icon to edit an
existing entry.

x Click on this icon to delete an existing entry. o Click here  for help.

. . 3 . . . Jan Jul 2005 2090
To easily enter a date, click on the arrow in the calendar grid. This Feb Aug 2006 2011
will open the calendar entry. Select the month and year and click OK. Mar Sep 2007 2012

Apr Oct 2008 2013
May Nov 2009 2014
Jun Dec <4

4] Eugene School District 4JHuman Resources Department M
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4J'EduZ'app’A'pp'I1'cation Guide: A Step-by-Step & FAQ

STEP 10:
Complete Your Application

Click onth e up iconto collapse or close a section.
Clickont he down iconto expand or open a section.

Depending on the type of job you applying for, different parts of the application may
be require dto apply. Hereis an example:

YOUR APFLICATION CAN BE SUBMITTED

Ci lati APPLY. Usa the modules bel elprovide additional information. Click \
Shpey o SO T e e masses Bk ts tecm : Y

Educaticn

References

Transpostation Skills

EED

Work Experience

YN

+ WORK EXPERIENCE (RECOMMENDEL})

Ty

Crher Froletsianal

Lecences

|/ OTHER PROFESSIONAL LICENCES (ADDITIONAL) T | Lenguagesia ,

e Complete each of the required sections that are highlighted in ORANGE .
These sections are required to apply.

e BLUE sections are highly recommended by our district  but are not required
to su bmit your application.

e GREY color sections are considered  optional and supplemental information

for your application . However, you should complete them if you have the
information.

If a section is required that you do not have any experience or information for you

can type ANAO f or Hiveeter, iAip pih your bebtlinirests to provide as
much information as possible to the hiring administrator who will be reviewing your
application.

4] Eugene School District 4JHuman Resources Department 11
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Overview of Important AVly ApplicationiSections

==

The sections you may see or are required to fill out will vary depending on the

position you are applying to. Here are some com

brief description.

mon and important sections and a

State Title Expected

Expires

EDUCATIONAL LICENSES & CERTIFICATES

| - *Select State - M” - Choose State ‘{i“

Subject Area

"*Date Options (you must use one)

Expected Date E - OR - |Expiration Dateg -0R- OLifetime / no expiration

Unique Number / IC. [ License Renewable?

Endorsement / Qualification (you MUST click Add to save)

O Early childhood

[ Elementary Schoal
'_| RdidAl [a 3NN 1 hd

*Discipline *Specialty *Level/Grade
— Choose State — [iw]| - Choose Discipline — [v]| O Birtn - Pre-x i
O Early Childhood
O Elementary School
[ eticcn bl .
Highly Qualified Summary
State Subject Areals) Grade(s) Date Issued
| — *Select a State — M“*Date Issued E [ elementary (self E’
Contained)
O Middle (Self Contained)
O The Arts ]
O girth - Pre-K lﬁ’

(7

Action

Action

SAVE

EDUCATIONAL LICENSES & CERTIFICATES
skip this entire section by scrolling down to the

If this section doesn & apply to you,

next section

e The Educational Licenses &
licensed staff positions

e Most classified applicants do not use this section

e If you use this section make sure to click t

4
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\\ ) i

EDUCATION o [
High School: Oregon - South Eugene High School - High School Diploma  2€,
State Institution Degree/Diploma Field/Major End Date Action
California Arapahos Community Collage MA Underwater basket 0612008 > K
weaving =
|— *Select a State — Ml | - Select a State ﬁrst[i“ | —*Select a Degr[L“ |Fie|d of Study |Er|d Date E
D Currently Enrolled?
GPA [Start Date E Notes... SAVE
v BJ
EDUCATION

Enter your education information in each field
e At minimum for classified positions you should enter your high school
information  (located at the top of this section)

e Enter all other education information in the lower section . Please be complete
as possible. If you did not complete a degree, please state this in th e Notes
field .

e Complete all applicable information, click the save icon before scrolling down

to the next secti  on.

EXPERIENCE IN EDUCATION OB
Position State District Start End Reason Action
| - Select Posttion -- | || - *Select State -- v || -- Choose state first - s |[*School name

*Begin Date v ||*End Date |*Years §|||*M0nths ;” -- Select FTE -- w || -- Select Discipling -- b

D Current employer

Level |Supervisor first name |Supervisor last name |Supervisor phone |Supervisor email
Oeres 43 | -- Select Reason for Leaving -- | 4 | Job Dutiestlotes
Ok b
(f
M- b

EXPERIENCE IN EDUCATION

Enter any and al | experience you have in volunteering , interning or workingin an
educational environment.

e Make sure to enter your supervisor & information including phone and email
information

e Aresume may ormay notbe attached to this application so it is strongly
recommended you enter your job duties in the AJob Duties/Notes 0 field

e Click the save icon before scrolling dow n to the next section.

4
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Al

WORK EXPERIENCE v &
Organization Position State Start End Reason Action
Eugene School District 4. Teacher Oregon 011 011 » X
|*Organizati0n *Paosition *City _ *Salect State — M *Begin Date 3

*End Date 3

D Current employer

|Street address |Hrs per day ;'|Days per week ;‘ Salary

|Super\risor first name |Super\ri50r last name |Super\risur phone |Super\u’i50r email

- Select Reason for Leaving — M Job Duties/Notes SAVE

WORK EXPERIENCE
For non -school district related work and volunteer  experience
e Please complete each field
e Make sure to enter your supervisor & information including phone and email
information
e |tis important to note your reason for leaving and explain if necessary
e Aresume may ormay notbe attached to this application so it is strongly
recommended you enter your job duties in the fJob Duties/Notes 0 field
e Youmay enter volunteer work (non school district volunteer work) in the
Work Experience section . Please be sure to note this clearly as volunteer
activities under the Notes field.

e Click the save icon before scrolling dow n to the next section.
REFERENCES v [
Name State Phone Email Relationship Action
Joe Boss Oregon 555-655-5555 bossman(@example.edu Supervisor 2 X
|“Fir5t name “Last name |“Re|ation5hip |“Phone
|Street Address |P05iti0n |# years knowr SAVE
City - Select StateM |Zipcode |Emai| address |Alternate Phone Jm,
PROFESSIONAL REFERENCES
Enter atleast three (3) professional references into this section. This is
required.

e Professional references are typically supervisors, principals , supervising
teachers, university professors  etc., who can provide information about your
work and character. If you are applying for a teaching position, please ensure
that your references are people that have actually seen your te aching.

e Donot listfamily memberso rnon -supervisory friends.

e You must complete all fields, including the email address and phone

number field . It is your responsibility to ensure that information is
up -to -date as it may affect your candidacy.
e Click the save icon before scrolling down

Q
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SKILLS w [
Type Skill Proficiency Years Exp. Notes/Comments Action
Food Senices Food Handlers Card ~ Highly Skilled 10 2 X
Food Senices Dishwasher Highly Skilled 5 2 X
. . Current Commercial . s
Transportation Bus Driver Driver's License 10 Draove for Springfield X
) . Other (Flease explain "
Clerical / Secretarial Calculator / 10 Key in Notes) 7 & x
World Languages Spanish Fluent 25 2 X
— *Select Skill Type — ]| - Choose Skill Type -|v] | - Choose Skill Type v Level
O girth - Pre-k @
Notes. . O Early Childhood SAVE
O erementary
*Years Exp School ) o

SKILLS
e This section isreco mmended , particularly for foreign language or classified
skills that would be helpful to your applicatio n.
e Enter more detailed information about your skills in the notes field
e Click the save icon before scrolling down

A Tip for Non-Instructional Classified Staff
(Clerical, Food Service, Facilities, and Transportation)
A You may want to complete information for the appropriate skills related to the type of job you are
applying for.
A For example, if you are applying to a Food Service Assistant Il position, you may want to fill out the & C 2 2
{ S NIkill©sBction and ignore the other skill categories.
A Although this information is optional, it will help give a more complete picture of your skills.

EQUAL EMPLOYMENT

OPPORTUNITY (EEO)

e This section is
recommended so the
district can monitor
compliance with EEO
employment laws.

¢ Note that the EEO form is
now a two part question
that asks about your
ethnicity and then about
your race. Please
complete both questions.

e Click the save icon before
scrolling down

EEO

The following information is voluntary and is collected only for Equal Employment Opportunity reporting purposes. This section will not
be included with your other application materials and will not affect the application process in any manner. Should you prefer not to
provide this information, there will be no effect on your application.

Eugene School District 4J is an equal opportunity/affirmative action employer committed to diversity and valuing the cultural,
educational, and life experience of each student and employee, as well as equitable outcomes for all students. Eugene School District
4J is committed to the support and development of a culturally competent workforce. As part of our commitment to diversity, persons of
color and people with disabilities are encouraged to apply. The District is also committed to complying with the Americans with
Disabilities Act. Any applicant with a qualified disability under the ADA may request accommaodation by contacting Human Resources. .

Please indicate whether you are of Hispanic/Latino ethnicity: O ves O No O Decline to Provide

Please describe Your face: | [ rerican Indian or Alaskan Native

O Asian

O Black or African American

[ Native Hawaiian or Other Pacific Islander
O wnite

O Decline to Provide

Please indicate your gender: O Female O Male O Decline to Pravide

SAVE

J
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STEP 11:
Complete the Supplemental Application Questions

APPLICATION QUESTIONS: In the questions secti  on of the application, each

guestion will now display if it is complete or not based on the icon. After you have

made an entry in a text box you will c¢click ASaveo.
you make your selection. | f youwndatksthogopenS8gnes o t o a

answer is required in the text box also.

Enter explanation here

4
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STEP 12:
Submitting Documents for Application (for some positions)

UPLOADING DOCUMENTS TO YOUR APPLICATION: Some job postings will
require or make it optional for you to upload/send-in a Supplemental Document such
as a resume, transcripts, or letters of reference. (These are usually for teacher &
administrator postings) You will have a few options to do this. Select the one that
works best for you.

You can submit requested documents for your application either via postal mail to
EdZapp ( You must print out the associated cover sheet) or uploading your document
in PDF format to E dZapp. Note that each job will have different requirements.

IMPORTANT NOTE: Please do not subm it documents directly to the 4J district or HR
offices as they will not be accepted.

-/ DOCUMENTS L7 B
Instructions go here. Including how to tell whether a document is required, etc.

Document Title Required To Apply Status Add to Application

« | etter of Reference #1 REQUIRED Received 5/20/2010 [ & B
« etter of Reference #3 REQUIRED Received 5/17/2010 4 T @
%/Transcripts REQUIRED Received 5/M1M7/2010 M T B

JHandh‘u‘riﬁng Sample ADDITIOMAL Received 5M17/2010 = e

I~ Use EZ Doc Manager

OPTION A: MAIL IT IN. Click on this icon to mail a document via U.S. Postal
L*=1 Service . You will follow the steps to print the bar code mailing sheet that MUST

accomp any your documents. Once EdZapp recieves your documents they will scan and
upload them for you. Typically, this takes about 3 working days. NOTE: Each document

request has a unique mailing sheet.

7_ OPTION B: CONVERT AND UPLOAD A PDF. Click on thisico ntou pload a
S| document in PDF format yourself. If you do not know how to create or converta a
document to PDF format, you might consider using a commerical service like FedEx
Office to have them scan and convert your documents for you.

OPTION C: EDZAPP DOCUMENT MANAGEMENT SERVICES (PAY) Click on this
:'] icon to access your Document Management (DM) Documents. This will open a list of
' your DM documents. You will use the pull downs to select which documents to use for
the districts requests. This is an OPTI ONAL pay service offered by EdZapp that is NOT
required to apply to Eugene School District 4J . We do not recommend this option.

Click on this icon to download a district form. (Note it will be grayed out if there is not
E an associated form.)

Q
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e

OPTION 12A: Supplemental Documents
MAIL IT IN TO EDZAPP |

AAAAA 7

LT &82dz aSt SOUSR hte¢Lhb MY aL @Attt YIAE GKAA

» You are now at ready to generate the mailing cover sheet (bar code coversheet).
This is necessary so EdZapp can efficiently process your document.

Ccover sneet wnen senaing in tne aocument. It ar
is sending in the document, please instruct ther

. You will click on === and box will open. Click on the éGenerate e I e orera
Bar Code Coversheeté

Finished & Jl[® Cancel

A

» | K22&S ahLISy 6A0GKé | R20
al OO0 | yoRé & f ACORS a6 NJ O2RS

‘fou have chosen to open

the next page) should appear in another window. i
7| DF_271963_660.pdf
which is a: PDF file

From: http:ffedzapp.com

»  NOTEiIf you have pop ups blocked holding down the
Ctrl key while clicking on the button will override the
block. You MUST have Adobe Acrobat Reader installed
on your PC to download this form. This is a free
program available at: http://get.adobe.com/reader/.

What should Firefox do with this file?

Adobe Acrobat 8.1 (default) v

() Save File

[] pa this automatically For files like this from now on,

[ Ok l [ Cancel
A You Wl” need I ey
T A or._z71060, 880 to print the Bar Code Scanning Sheet and
mail it on top of the document that is
E«:i::r: 3:::922764 District Document Form - Letter of Reference #1 - T req UeSted fo r you r appllcatlon )

< S EEEh » Each document that you send MUST have an
R associated and uniqueBar Code Scanning

o ot s e s ey e s o o Sheet on top of it or else EdZapp will not

EZopp cannot returm your documents Lo you, even if you send return postage. I
YOU GONT WART 1o SUITaAder YOUT original docUMEnts, plaasa send coples.

T——— == know where to scan and upload your
,,,,, - document to. (Each cover sheet is specific to
— a document)

s » You may send all coversheets and associated
" documents together in one envelope. Please
. do not staple or paperclip your documents
e as this can affect the quality of your scan.
P

T » Documents are typically scanned within a

couple days after receipt. However,
documents sent incorrectly can be delayed in processing up to 14 business days or
will need to be resubmitted correctly. You will not be able to submit your online

J
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e

application until all REQUIRED documents have been scanned or uploaded so please
plan ahead.

» You will not be charged for this service, with the exception of postage. The mailing
address is in the gray box. EdZapp does not accept documents via fax, email or in
person.

»  NOTE: Documents CANNOT be returned to you. Please do not send documents to
the Eugene 4J Office as they will not be accepted.

OPTION 12B: Supplemental Documents L
CONVERT AND UPLOAD A PDF ™

I f you sel ect edIluplpaldthiddoc@mentimyselivin Adobe. PDF f or mat o

+ You will now be on the document upload page. NOTE: This option is more for
intermediate users who are familiar with document conversion to PDF and/or using a
scanner.

»Youwill see instructionsforobi Ay Ay 3 O2y@SNEAZ2Y az2FislF NB T2
You will need to have your documents in Portable Document Format (PDF) prior to
uploading them.

. 2dz oAt Vv 2Blowed A=Ql 2 yﬁluaa{juﬂu@tﬁlicl&lerefnrcummnn questions about

5

button. | ~ ‘q\‘p
+  This will open up a window where you will

locate the PDF document you would like to
upload from your computer. Once you find it
you will either double click on the title or
KAIKEAIKG I yopenfi KSgzii D2 K O1°0KS ¢ ~ 7@

"'E Docurnent Tips.pdf

by Recent

»  The document path will now show in the box ~ { ™™
YSEG (2 GKS 4. NRoaSeée|aghzidzye  2dz oAt

y2¢ @onfindeg @ 2 dzLJE Q‘hfl\u KS

document. e

{ .2

My Computer

» Remember, EdZapp and Eugene SD 4J cannot
support the scanning and conversion process. <«
If you have problems uploading please go et Tl
back and choose the option to mail your documents. Alternatively, you can have a
business such as FedEx Kinkos convert your documents to PDF for a fee and then you
can upload them.

File name:

| &l Files

J
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STEP 13:

The Cover Letter
A You may want to personalize your application by including a job specific cover letter
for the hiring administrator.

» Note that you may want to write this letter in another program (like Microsoft Word)
that you can save then paste it in later, since edZapp will timeout after 30 minutes
and you will lose your work.

» Once you are finished, clickonthe & { | @uftan.

STEP 14:
Completing Your Application

YOUR APPLICATION CAN BE SUBMITTED

Congratulations, you may APPLY. Use the modules below to update/provide additional information. Click
CANCEL to exit the application process.

e Once you have completed all required sections the top of the application will
change to say AYOUR APPLI CATI ON CAN BE SUBMI TTED.

e Please double check your work and then click
the green AApplyo button on the f
bar to the right side

[ E
e Asa renlinder, you may aJso want to fill out
a2YS 2ZRéconiméndeddin Blue and
#0803 81 back 1o bog GOptionalé A Yy T 2iiNGrey sectichs/before
submitting your application.
Education =
Heferenie

Tramsportatinn Skills
FEC

Work Experience

LRI

Dker Froletsansd

LECences

F Language Hholly
Juey

4
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STEP 15:
Your Application is Complete!

» You should now be transferred to the &obs Tab€ in your EdZapp account and be able
to see the positions you have applied to. You will also receive an automated email
from the system confirming that your application has been completed.

» Please ensure that your contact informati onis keptuptodate on E  dZapp so we
can contact you.

» Please do not call Human Resources or the Hiring Administrator to confirm your
application. Calls of this nature will not be returned due to volume. Instead, login
to edZapp again at
https://www.edzapp.com/applicant/loginprivate.aspx?origincode=13355 and
check yo ur jobs applied to tab.

~ If you would like to withdraw your application please login to EdZapp and under the
&obs Tabé->¢Jobs Applied To€ and click the withdraw button on the far right side.
(Note: once posting is closed, you cannot withdraw)

Jobs

Current Openings | Jobs Applied To T General Application 1
Ahout The Jobs You've Applied To _

Thank ywou far applying onlinel The job(s) you have applied to through this system are listed e YWhat do the difierent
helow. The District will review your application far campleteness, and may contact you to statuzes mean?
arrange an interdew.

= Why are no jobs showing

Ifyou would like towithdraw your application, do so by clicking the "withdraw® button. This WP 0O (7 1156 RPN T

will rernove your application from consideration far this position. If the title is colored gray, = Wy is there a

then the jobis no longer available, “"Withdraw™ button nesxtto
the job | applied to?

Meed more help &)

Position Title District Name Application Deadline | Job Status | Review Appllcatlm

CL2102 School Bus Dirivers Eugene SD 4J Open until filled Active

4

4] Eugene School District 4JHuman Resources Department 21


https://www.edzapp.com/applicant/loginprivate.aspx?origincode=13355

4) EdZapp Appli

STEP 16:
Finishing Up

Make sure that when you are finished you left-Of A O3ign-6u€S fAAy 1 YR Of 248

browser for your protection.

4? , Eugene SD 4J
Powered by EdZapp

Final Notes

A If you are selected for an interview, we will contact youdirectly. Please do not contact
either the hiring administrator or Human Resources about this issue. Unfortunately if
you did not get a call, it means that you did not receive an interview. Please understand
that we receive many applications for almost all our openings which makes it difficult for
us to respond to each applicant individually.

A To confirm that you have applied successfully or to check on the status of the job you
applied for please login again to your EdZapp account from the 4] Jobs Website and look
dzy RSNJ G4 KS ! LILJX A OVoiishatlgralsq have récdzi@damaitoniated ¢
email after you completed your application.

A In the near future, you will be able to check the 4) Human Resources website for status
updates on the job search. Due to the volume of emails and calls we are unable to
answer questions related to search status so please check our website.

A If you have questions about the posting or the content of the application please contact
4) Human Resources.

A If you have technical questions regarding EdZapp, please contact EdZapp support directly
they are best equipped to handle these inquiries. To contact them, please login to your
I 002 dzy G I yFRO (0 fdxaGivvesiNAmpaiE ok einail support@edzapp.com

\l
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Getting Help

@ If you have a question the first pl ace you go should be
the online  page help. s How do | use this page?

) B @ _ _ . Does the arder entared
When you click on ANe = tmbapeconir | p? 0 moite?
a sect ion, a window will open with the help for that page. ® Whatif| need to enter 3
You can then read through the questions and answers for the highschool?

page you are on.
Need more help @

I f you donét find the answer to your question
of the help window andy  ou can send your question to the EdZapp support staff.
(You may email EdZapp support at support@edzapp.com _ and they will respond

within 24 hours of your inquiry.)

Please be as complete as possible when sending question s to support. Itis
important that you use this form when communicating with support as it gives us
important information.

IMPORTANT NOTE: Pl ease use the AStill need help?0 1
This gives us vital information we need to assis tyou such as the browser and type of
computer you are using . Failure to use this form will delay the response time.

How do 1 use this page?

Flease enter any experience you have in a scholastic environment. This may include, butisnt limited to, administrative, student
teaching, teaching, substitute teaching, counseling, and schoal peychologist positions.

Still need help?

4
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Glossary of Icons

|

P

Click on this icon to collapse or close a section.

44 ]

Click on this icon to expand or open a section.

'&—'j Click o n this icon for help. It will open a pop up window with help for a
section.

=]
Click on this icon to save an entry.

——— Click on this icon to mail a document.

=

== |

——— Click on this icon to upload a document in PDF format.

E Click on this icon to access your Do cument Management Documents.

Click on this icon to download a district form. (Note it will be grayed out
if there is not an associated form)

-*} Click on this icon to edit an existing entry.
x Click on this icon to delete an existing entry.

M This ico n means you have met the minimum requirements for this
section.

o This icon means you have no entry for a requried section, question or
document.

This icon means you have no entry for a recommended section, question
or document. (NOTE: you can still a pply with this icon displaying)

)
Click on this icon to get information about a field.

Eugene School District 4JHuman Resources Department 24
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Frequently Asked Questions (FAQ)

Common Questions We Get In Human Resources Include:

1. How do | know what jobs are open?

e All 4] jobs that you may apply to and are open are listed on our website
at http://www.4j.lane.edu/hr/jobs

e New openings are typically posted every Wednesday and are up for at
least five working days.

® You must apply before the closing date listed on the job posting.

2.HowR2 L (VY26 sucasgdly? lls bydpplicstian
complete? Can you check?

® You will receive an email confirmation that we have received your
application. If your application is incomplete, then the system will
prompt you to enter the information before submitting. EdZapp will not
let you submit your application if it is incomplete. You can check to see
what you have entered by logging back on to your account and clicking
through each of the sections.

e ¢CKS 2204 @& 2 yapplies to &ilib®St&lairer thef f
G! LILIX AOI GA2Yy kW2 o6l@Eéd ViR oday (RESPAJE 1AKSR  4¢d20¢
19)

® Due to the heavy volume of calls and emails, HR is unable to check your
application for completeness. This is the responsibility of the applicant
to check their application before submitting it.

3.12¢g O02YS L RARYyQG 3AShH 'y AYGSNIBASGHE
e \We typically receive numerous and sometimes hundreds of applications
for our open positions. We select candidates to interview based on their
strength of application using job-based criteria. You will receive a call or
an email only if you are chosen for an interview. If you did not receive
some sort of communication, you were unfortunately not selected for an
interview. Please keep your contact information up-to-date in EdZapp.

4.2 K0 A& F aLkR2t¢ LRadAy3aK
® A pool posting is when the District anticipates that it will have multiple
positions to fill in the future and collects applications in preparation for

it. Applicants will be selected for interview if and when positions
become open.

\l
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e

e 2dz 6AfE y2GA08 I até G OBWBP.SYR 2F |

5

This indicates that the posting is a pool.

52 K& R2 @2dz YSSR Fff GKAA AYF2NNI GA:z
information already at HR?

® Only complete applications are accepted by the EdZapp system and by
our District. Even if 4) has something in your file already, if the position
posting requires you to submit a document or information about your
candidacy, it is in your best interests to submit that information.

6. Do I have to fill out an application to apply for this position?

® Yes, without exception. You must apply to specific postings to be
considered for that particular position(s).

7. How do | know when a job has been filled?

e Login to your EdZapp account. The jobsyouQ @S & dzOOS & a Fdzf t & | LJl
gAff 0S fAAGSR dzy RSNJ 6 KS @l BILIEWRB@&A2Y
I LILJ A $sée page2l®) This will also display the current status of the
220 ® LT GKS LIaArAdAizy KFa 0SSy FAfftSR
SO I 0 dza ¢ W@ #ypicelty Tyl mositions within around three to four
weeks after a position closes.

8. Can | use my work or 4) email account to register with edZapp?

e No. The district encourages both internal and external applicants to use
an email address that they personally own and will have access to
regardless of the place of employment.

e |tisinappropriate to use a work account to apply to a position, even if it
is to the same organization. Remember, your 4] email account is
considered public property and therefore anything you receive or send
may be read by others.

9. When will | hear something?

® After asearch is completed and a candidate has been hired, we will send
'y SYFAE 2dzi d2 Fff FLIWXAOFydla gK2 | LI
postings, no notice will be given as additional positions may become
open. Please ensure that all of your contact information is up-to-date in
EdZapp by logging into your account.

J
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10.LQY FLIWIX @Ay3a F2NIIF /flFaaATASR Lyad
doesitmeay (12 06S O2Y&aARSNBR Gl AIKEe& v
e The federal No Child Left Behind Act requires that by the end of the
2005-06 school year, all current paraprofessionals, or instructional
assistants (IAs), be "highly qualified" to work in schools that receive Title
| funds (money from the federal government to schools in high poverty
areas).

® In 2006-07 the district started requiring all of its IAs, whether they work
in Title | schools or not, to meet the "highly qualified” standard. This
means having at least two years of higher education (72 credit hours) or
an associate's degree or higher, or by passing a rigorous academic
aaSaayYSyiags adzOK Fa da22N]vYSeaods

11. Do | need an Oregon teaching license to apply to teaching
positions?
® Yes. For any of our teaching positions, applicants must possess a current
and valid Oregon TSPC licensure and endorsement listed on the job
posting by the time of hire. Please see the Oregon Teacher Standards
and Practices Commission (TSPC) website for more information at
http://www.tspc.state.or.us/

12. Can you give me an overview of the hiring process for 4J?
The following are generalized and brief steps of the hiring process. However
each search may differ from these steps depending on circumstances and
need:

e Typically, we post new vacancies on our website

(http://www.4j.lane.edu/hr/jobs) and in front of the Human Resources

office at 200 North Monroe on Wednesdays. We accept applications

I y@sKSNBE FTNRBY FTAQOS RIFea (2 adzyGAf FAL
e (Candidates are selected to interview based on the strength of their

application. Hiring administrator calls candidates to schedule interviews.

e Typically, the next step is a committee of stakeholders conducts an
interview (and maybe a test or demonstration) with the selected
candidates. The committee then makes a recommendation to the hiring
administrator.

® The hiring administrator then takes that recommendation and decides
on who will be reference checked (which may also include a medical
exam if the job requires it).

® The hiring recommendation is forwarded to Human Resources for
approval.

e An offer of employment is extended to a candidate.

\l
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e (Candidate completes fingerprints for a criminal background check
(unless they hold a valid Oregon TSPC license) and pays the fees.

e (Candidate completes New Hire Paperwork in Human Resources and
shows ID for work eligibility in the United States.

e Timelines for hiring vary from search to search.

Common Technical Support Questions EdZapp Gets Include:

13.2 Kl 1Qa | 6S0 oNRgaSNK | 2 6
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® A web browser is a software application which enables a user to display

and interact with text, images, videos, music, games and other
information typically located on a Web page at a website on the World
Wide Web or a local area network.

® To access edZapp you will need internet access and a compatible web
browser such as Microsoft Internet Explorer (8.0 or above) or Firefox

(3.0 or above). They can be downloaded free from the internet and may

already be installed on your computer.

14. Does edZapp work on either Windows or Mac computers? Whic
Browsers?

h

® Yes, edZapp accepts applications from either Windows or Apple systems.

EdZapp works best with Internet Explorer (version 8.0 or higher) or

Firefox (version 3.0). We cannot assure or support functionality of other

ONB ga&aSNAEO LF¥ SR%I LI Aa t221Ay3

you are using a compatible browser. However, there are some known
issues with Internet Explorer so if you are experiencing problems try
Firefox. EdZapp works best with Firefox (3.0 or above). You can
download it free from http://www.mozilla.com/en-US/

15.2 K0 AF L RwmiVaeuntX|l S |y S
® You can obtain an email account free online at various sites such as
Yahoo (Yahoo Mail), Microsoft (Hotmail), Google (Gmail), etc.

e Sorry, we cannot help you remember lost usernames or passwords for
your email account so be sure to write them down in a safe place.

e We will use this email address to communicate to applicants.

16. Can | share my e-mail address with someone else to use edZapp?

e No. Every email address can only have one unique edZapp account. It
not recommended you share your email or password with anyone.

\l
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18. 2 K

19. L
do?

Every edZapp user must have their own unique and personal email
address.

OFyQi t23Ay G2 9R¥%F LILH 2 Kl 6 Qa 3
Remember, you must REGISTER with EdZapp before using the system.

Your username is the FULL email address you used when you registered

in edZapp. Many times people only enter the first part of their email

address. Be sure to type it out completely. If you do not remember

either your username or password, click on the link underneath the sign-

in box and follow the directions provided. As a reminder, to internal

candidates, you should not use a 4J email address to register with

edZapp.
Fd AF L R2y Qi KI @S | 0O0Saa G2 | O
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public computers at the Eugene Public Library, the Oregon Employment
Center, and take advantage of some of the open lab time setup from
time to time by Human Resources at the 4J Ed Center. The City of
Eugene also offers free WiFi spots in various public spaces around town.
Try a coffee shop with free Wifi. FedEx Kinkos also offers computer use
(for afee.) Also, EFN.org offers low income accounts.
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First, make sure that the job you are applying requires supplemental
documents.

Supplemental documents must be uploaded as an Adobe Acrobat PDF

formatted file. (Sorry, Microsoft Word and other file types are not

accepted.) There are a number of free PDF creation software

applications availableonthe A y 4 S NI/ S (i @ 6D223ftS ats5C /|
info.) You may need to use a scanner to scan letters of reference or

unofficial transcripts. Note that uploaded files my not exceed 3.5MB in

size.

You may also send in your documents to edZapp for them to scan in.

This is free to you as an applicant as 4J contracts with them for this

service. LT &82dz OK22a$S (2 dz&aS 9R%I LILJIQ& LINB)
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If you have any additional questions please contact edZapp support

directly as Human Resources is unable to answer technical questions

about the supplemental documents system. support@edzapp.com

20. Can | turn in a paper application instead?
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4) EdZapp Application Guide: A Stgp-by-Step & FAQ

e Not for any job posting on edZapp. All applications listed using this
system requires an online application. Paper applications for these jobs
will not be accepted.

e Note however that there are certain types of classified non-instructional
positions that require a paper application instead of an edZapp
I LILX AOF A2y @ ¢tK2asS NS ftAaidSR
postings.

4
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Need More Information?

Technical Questions:
A Visit edZapp at www.EdZapp.com
¢ Visit the Applicant FAQ from the same page

A Contact edZapp Technical Support:
¢ Click on the support link on any edZapp page after you login.
¢ Email: support@edzapp.com

4) Employment & Process Questions:
A Visit the 4] Human Resources Website at http://www.4j.lane.edu/hr/jobs/

A Contact 4J HR at 790-7600 or hr@4j.lane.edu

Human Resource Recruitment Staff

A Jason Mak
¢ Recruitment, Classification, & Compensation Manager
¢ (541) 790-7668
¢ mak j@4j.lane.edu

A Diana McElhinney
¢ HR Assistant Il (Leaves & Recruitment)
¢ (541) 790-7676
¢ mcelhinney d@4j.lane.edu

4
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