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44JJ  UUsseess  EEddZZaapppp  ffoorr  AApppplliiccaattiioonnss      

 
Â EdZapp is an online application accepted 

by many Oregon school districts.  
 
Â пW ƛǎ ŀ άtǊƛǾŀǘŜ [ŀōŜƭέ subscriber to edZapp 

that allows us to customize the application.  
¢Ƙƛǎ ǎƛǘŜ ƛǎ ƘƻǎǘŜŘ ƻƴ ŜŘ½ŀǇǇΩǎ ǎŜǊǾŜǊǎΣ not 
at 4J.  Please apply through our website as 
you may experience different processes if 
you use the main EdZapp site. 

 
Â ¸ƻǳ Ŏŀƴ άǊŜǳǎŜέ ŀƴŘ ǳǇŘŀǘŜ ȅƻǳǊ 

application to apply for other 4J postings. 
 

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

 
Â Applying is FREE 
 

 

 

 

NNeeeedd  HHeellpp  UUssiinngg  aa  CCoommppuutteerr??  

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

 
Â 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. 
 
Â Type http://pbclibrary.org/mousing/ into the address box of the web browser and 
ǇǊŜǎǎ ǘƘŜ ά9ƴǘŜǊέ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘΦ  Cƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŦǊƻƳ ǘƘŜ tŀƭƳ 
Beach County Library System computer tutorial.   

 
Â tǊŜǎǎ ǘƘŜ ά9ƴǘŜǊέ ƪŜȅ ǘƻ ōŜƎƛƴ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ƻƴǎŎǊŜŜƴ ŘƛǊŜŎǘƛƻƴǎ ŎŀǊŜŦǳƭƭȅΦ 
 
Â Note that Eugene SD 4J lists this as only a resource and does not officially endorse or 

provide support for users of this tutorial. 
 

 

 

  

http://pbclibrary.org/mousing/
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OOvveerrvviieeww  ooff  MMaajjoorr  SStteeppss  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

SSoommee  TTiippss  

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

 
Â Avoid using ȅƻǳǊ ǿŜō ōǊƻǿǎŜǊΩǎ άBackέ ōǳǘǘƻƴ ŀǎ ƛǘ Ƴŀȅ ƭŜŀŘ ǘƻ ǳƴǇǊŜŘƛŎǘŀōƭŜ ōŜƘŀǾƛƻǊ 

in EdZapp.  Please only use the navigation provided within the browser window in 
EdZapp. 

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

 
Â LŦ ȅƻǳ ƎŜǘ ǎǘǳŎƪΣ ǘǊȅ ǘƘŜ άHelpέ ƭƛƴƪǎ ƻƴ the EdZapp webpage first.  EdZapp support can be 
ǊŜŀŎƘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά/ƻƴǘŀŎǘ ¦ǎέ ƭƛƴƪ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ ŀŦǘŜǊ ȅƻǳ ƭƻƎƛƴΦ  LŦ ǘƘŀǘ 
ŘƻŜǎƴΩǘ ǿƻǊƪ ŜƳŀƛƭ support@edzapp.com  

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

Get Your Information Ready 

Select a Job & Register 

Fill Out the Application 

Submit Required Documents 

Verify & Submit Application 

mailto:support@edzapp.com
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DDoouubbllee--cclliicckk  oonnee  

SSTTEEPP  11::    

GGeett  YYoouurr  IInnffoorrmmaattiioonn  RReeaaddyy  

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: 
Â Resume 
Â Transcripts  
Â Certifications  
Â Licenses  
Â wŜŦŜǊŜƴŎŜǎΩ ŎƻƴǘŀŎǘ ƛƴŦƻ ƻǊ [ŜǘǘŜǊǎ ƻŦ wŜŎƻƳƳŜƴŘŀǘƛƻƴ 

 

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. 

    

  

SSTTEEPP  22::  

LLaauunncchh  aa  WWeebb  BBrroowwsseerr  

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

 
Ç Please note that other browsers are not 

supported.  If you are using a Mac, Firefox is your 
best choice.   

 
Ç 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.  

Å In Firefox go to TOOLS> OPTIONS> CONTENT TAB ŀƴŘ ǳƴŎƘŜŎƪ ǘƘŜ άBlock pop-up windowsέ 
box.  

ÅÅ In Internet Explorer go to the Tools menu and select Pop-Up Blocker and ensure that it is set to 
άƻŦŦ.έ  
 

 

https://online.primopdf.com/Default.aspx
http://www.mozilla.com/firefox/
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SSTTEEPP  33::  

GGoo  ttoo  44JJõõss  JJoobb  LLiissttiinnggss  WWeebbssiittee  

 

Â Type the following URL into the 
address bar exactly as shown 
http://www.4j.lane.edu/hr/jobs 
ŀƴŘ ǇǊŜǎǎ ǘƘŜ άEnterέ ōǳǘǘƻƴ ƻƴ 
your keyboard. 

 
Â When you arrive on the page 

shown, use your pointing device 
(ie ς mouse) to left-click on the 
green ά.wh²{9 hb[Lb9 Wh. 
[L{¢LbD{έ button. 

  

  

  

  

  

  

  

SSTTEEPP  44::  

BBrroowwssee  JJoobb  

OOppeenniinnggss  

Â Using your mouse, left-click + 
drag down the scroll bar (or 
ǳǎŜ ǘƘŜ άŘƻǿƴέ ƻǊ άǳǇέ 
directional keys on your 
keyboard) to scroll down to 
browse all of the 4J Job 
Openings 

 
Â Left-click on any job titles (in 

blue) that interests you to 
see a full description of the 
position. 

 

http://www.4j.lane.edu/hr/jobs
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SSTTEEPP  55::  

RReeaadd  OOvveerr  SSeelleecctteedd  JJoobb  PPoossttiinngg  

Â Carefully read over the job 
posting to see if you are 
interested in the position.  Note 
the application deadline near the 
top of the page.  4J must receive 
all required parts of your 
application by this date in order 
for it to be considered. 

 
Â Ensure that your education and 

experience (and any licensures) 
meet the Minimum 
Qualifications for the position 
that are listed. 

 
Â When you are ready to start the 

application process, use your 
mouse to left-click on the 
άwŜƎƛǎǘŜǊκ[ƻƎƛƴέ button near the 
top of the page. 

  

  

  

SSTTEEPP  66::  

RReeggiisstteerr  oorr  SSiiggnn--IInn  

Â Read all instructions on this page 
carefully. 

 
Â If you have never applied for a job 

using EdZapp, you must first 
register for an account by left-
clicking on the άwŜƎƛǎǘŜǊέ button. 

 
Â If you are a returning edZapp user, 

enter your full Email address and 
Password that you used before and 
left-click ά{ƛƎƴ Lƴ bƻǿέ 
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SSTTEEPP  66aa::  

RReeggiisstteerriinngg  aa  NNeeww  AAccccoouunntt  

Â Read all instructions on this page carefully 
 
Â At minimum, complete all required fields 

marked with an asterisk (*).  Use your 
mouse to click on a field and type in your 
ƛƴŦƻǊƳŀǘƛƻƴΦ  !ǾƻƛŘ ǳǎƛƴƎ ǘƘŜ ά9ƴǘŜǊέ ƪŜȅΦ 

 
Â Use a personal and functioning E-mail 

address to register that you will always have 
access to.  This will become your username 
on edZapp.  

 
Ç Please write down your username and password 

and store them in a safe place. 
 
Ç The District will use this email address to contact 

you. 
 
Ç 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). 

 
Â 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. 

  

SSeelleeccttiinngg  YYoouurr  άάRRoolleeέέ  
Â After you scroll to the bottom of the registration page, you should be able to see the 
άǊƻƭŜǎέ ǎŜƭŜŎǘƛƻƴ ōƻȄŜǎΦ 

 
Â Choose the Role(s) that align with the 

type(s) of jobs you are seeking by clicking on 
the appropriate box. 

 
Â This determines what types of jobs you can 

apply for and what you will be asked on the 
application. 

 
Â TIP: Select only one άǊƻƭŜέ ǊƛƎƘǘ ƴƻǿ ǘƻ ŀǾƻƛŘ 

confusion.  You can always add more roles to 
your profile later.  (EdZapp will now prompt you 
to add a role if you do not have it selected.) 

 
Â Left-click ά{ǳōƳƛǘέ when finished. 
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WWhhyy  WWoonnõõtt  iitt  AAcccceepptt  MMyy  PPhhoonnee  NNuummbbeerr??  

 
Â The phone number must be 

exactly entered in this format: 
Ç xxx-xxx-xxxx 
 

Â (541) 687-5555 Incorrect! 
 

Â 541-687-5555   Correct! 
 

  

  

  

  

  

TTiippss  FFoorr  RReettuurrnniinngg  UUsseerrss  

 
Â 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/  

 
Â Make sure you enter your ENTIRE 

email address as your username.  
 
Â 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. 

 
Â Note to Internal Applicants: 

EdZapp is NOT linked to your 4J 
email account!  You will need to 
register.  Please use a personal 
account, not a work address. 

  

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

http://www.4j.lane.edu/hr/jobs/
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SSTTEEPP  77::  

AArree  YYoouu  aann  òòIInntteerrnnaallóó  oorr  òòEExxtteerrnnaallóó  CCaannddiiddaattee??  

 
Â Carefully read to 

determine if you are an 
άƛƴǘŜǊƴŀƭέ ƻǊ άŜȄǘŜǊƴŀƭέ 
candidate for a the 
posting you are 
currently applying for. 

 
Â LŦ ȅƻǳ ŀǊŜ άƛƴǘŜǊƴŀƭέ ŦƻǊ 

this particular posting, 
check the box and 
provide your six-digit 4J 
Employee ID number 
here. 

 
Â LŦ ȅƻǳ ŀǊŜ ŀƴ άŜȄǘŜǊƴŀƭέ 

candidate, simply left-
click the ά/ƻƴǘƛƴǳŜέ 
button. 

  

  

AAfftteerr  YYoouu  LLooggiinn  MMaakkee  SSuurree  YYoouu  AArree  

OOnn  tthhee  44JJ  EEddZZaapppp  SSiittee  

 
Tip: Make sure the 4J logo is visible in the left hand corner at all times after you login. 
 
Why is this important? 
¢ƘŜǊŜ ƛǎ άDƭƻōŀƭ 9Ř½ŀǇǇέ ŀƴŘ ǘƘŜƴ ǘƘŜǊŜ ƛǎ 9ǳƎŜƴŜ {5 пWΩǎ ŎǳǎǘƻƳƛȊŜŘ άƭƻŎŀƭέ 9Ř½ŀǇǇ ǎƛǘŜΦ  ¸ƻǳ Ŏŀƴ 
ǎǘƛƭƭ ŀǇǇƭȅ ǳǎƛƴƎ άDƭƻōŀƭέ 9Ř½ŀǇǇΣ ōǳǘ ǿŜ Řƻ ƴƻǘ ǊŜŎƻƳƳŜƴŘ ƻǊ ǇǊƻǾƛŘŜ ǎǳǇǇƻǊǘ ƻƴ ǘƘƛǎ ǇǊƻŎŜǎǎΦ  
There are a few different ways to apply to a job using EdZapp.  This tutorial only applies for the 4J 
EdZapp site, not the generaƭ άDƭƻōŀƭέ ƻƴŜΦ  !ŦǘŜǊ ол ƳƛƴǳǘŜǎ ƻŦ ƛƴŀŎǘƛǾƛǘȅΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƭƻƎ ȅƻǳ ƻǳǘ 
ŀƴŘ ȅƻǳ Ƴŀȅ ŜƴŘ ǳǇ ƻƴ ǘƘŜ άDƭƻōŀƭ 9Ř½ŀǇǇέ ǎƛǘŜΦ  tƭŜŀǎŜ ǘǳǊƴ ƻŦŦ ȅƻǳǊ ǇƻǇ-up blockers if this 
happens to you. 
 
LŦ ȅƻǳ ŦƛƴŘ ȅƻǳǊǎŜƭŦ ƛƴ άDƭƻōŀƭ 9Ř½ŀǇǇΣέ мύ ǎƛƎƴ-out, 2) close your web browser, 2) re-launch it, and 
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, you caƴ ŎƻƴǘŀŎǘ ŜŘ½ŀǇǇ ŎǳǎǘƻƳŜǊ ǎǳǇǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άcontact usέ 
ƭƛƴƪ ƭƻŎŀǘŜŘ ƴŜŀǊ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ǿŜōǇŀƎŜΦ IƻǿŜǾŜǊΣ ƛǘ ƛǎ ōŜǎǘ ǘƻ ŎƭƛŎƪ ǘƘǊƻǳƎƘ ǘƘŜ άhelp?έ 
link first as your question may already be answered there.  Please do not contact 4J HR for technical 
support. 
 

http://www.4j.lane.edu/hr/jobs/
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SSTTEEPP  88::  

SSttaarrtt  YYoouurr  JJoobb  AApppplliiccaattiioonn  

Â After you log-in or register, you will be 
brought back to the Job Posting that you 
had originally selected.   

Â Be sure to review the posting to ensure it 
is the one you would like to apply to. 

Â With your mouse, left-click the ά!ǇǇƭȅ bƻǿΗέ button to begin your application. 

  

SSTTEEPP  99::  

CCoommpplleettee  tthhee  EEddZZaapppp  AApppplliiccaattiioonn  

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

are applying to. The box at right will ñfloatò and move with you as you scroll so you 

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 use the scrolling box ñJump Toò. 

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.  
 

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

To easily enter a date, click on the  arrow in the calendar grid.  This 

will open the calendar entry.  Select the month and year and click OK.   
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SSTTEEPP  1100::  

CCoommpplleettee  YYoouurr  AApppplliiccaattiioonn  

 

 Click on th e up  icon to collapse  or close a section.   

 

 Click on t he down  icon to expand  or open a section.  

 

Depending on the type of job you applying for, different parts of the application may 

be require d to apply.  Here is an example:  

 

 Complete each of the required sections that are highlighted in ORANGE . 

These sections  are required to apply.  

 BLUE  sections are highly recommended  by our district but  are not required 

to su bmit your application.   

 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 ñNAò for Not Applicable.  However, it is in your best interests to provide as 

much information as possible to the hiring administrator who will be reviewing your 

application.   
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OOvveerrvviieeww  ooff  IImmppoorrttaanntt  ôôMMyy  AApppplliiccaattiioonnõõ  SSeeccttiioonnss  

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 mon and important sections and a 

brief description.  

 

 
 

EDUCATIONAL LICENSES & CERTIFICATES  
If this section doesn ôt apply to you, skip this entire section by scrolling down to the 

next section  

 The Educational Licenses &  Certificates section is used fo r administrative and  

licensed staff  positions  

 Most classified applicants do not use this section  

 If you use this section make sure to click t he save icon before scrolling down  
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EDUCATION  
Enter your education information in each field  

 At minimum for classified positions you should enter your high school 

information  (located at the top of this section) . 

 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 . 

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

to the next secti on.  

 

 

 

 
 
EXPERIENCE IN EDUCATION  
Enter any and al l experience you have in volunteering , interning  or working in an  

educational environment.  

 Make sure to enter your supervisor ôs information including phone and email 

information  

 A resume  may  or may  not be attached to this application so it is strongly 

recommended you enter your job duties  in the ñJob Duties/Notes ò field  

 Click the save icon before scrolling dow n to the next section.  
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WORK EXPERIENCE  
For non -school district related work  and volunteer  experience  

 Please complete each field   

 Make sure to enter your supervisor ôs information including phone and email 

information  

 It is important to note your reason for leaving and explain if necessary  

 A resume  may  or may  not be attached to this application so it is strongly 

recommended you enter your job duties  in the ñJob Duties/Notes ò field  

 You may 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.  

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

 

 

 

 
 

PROFESSIONAL REFERENCES  
Enter at least three (3)  professional references  into this section.  This is 

required.  

 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 achi ng.  

 Do not  list family members o r non -supervisory friends.  

 You must complete all fields, including the email address  and p hone 

number  field .  I t is your responsibility to ensure that information is 

up - to - date as it may affect your candidacy.  

 Click the save icon before scrolling down  
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A Tip for Non-Instructional Classified Staff 
 (Clerical, Food Service, Facilities, and Transportation) 
Â You may want to complete information for the appropriate skills related to the type of job you are 

applying for. 
Â For example, if you are applying to a Food Service Assistant II position, you may want to fill out the άCƻƻŘ 
{ŜǊǾƛŎŜέ skills section and ignore the other skill categories.   

Â Although this information is optional, it will help give a more complete picture of your skills. 

 
 

SKILLS  
 This section  is reco mmended , particularly  for foreign  language or classified 

skills that would be helpful to your applicatio n.  

 Enter more detailed information about your skills in the notes field  

 Click the save icon before scrolling down  

 

 

 

EQUAL EMPLOYMENT 

OPPORTUNITY (EEO)  
 This section  is 

reco mmended  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.    

 Click the save icon before 

scrolling down  
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SSTTEEPP  1111::  

CCoommpplleettee  tthhee  SSuupppplleemmeennttaall  AApppplliiccaattiioonn  QQuueessttiioonnss  

 
 

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

question 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 click ñSaveò. All other answers will save after 

you make your selection. If you answer ñyesò to a question and a text box opens an 

answer is required in the text box also.  
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SSTTEEPP  1122::  

SSuubbmmiittttiinngg  DDooccuummeennttss  ffoorr  AApppplliiccaattiioonn  ((ffoorr  ssoommee  ppoossiitt iioonnss))  
 

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.  
 

 
 

OPTION A: MAIL IT IN.   Click on this icon to mail a document  via U.S. Postal 
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.  

 
OPTION B: CONVERT AND UPLOAD A PDF.   Click on this ico n to u pload a 

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 
an associated form.)  
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OOPPTTIIOONN  1122AA::  SSuupppplleemmeennttaall  DDooccuummeennttss  

MMAAIILL  IITT  IINN  TTOO  EEDDZZAAPPPP    

LŦ ȅƻǳ ǎŜƭŜŎǘŜŘ ht¢Lhb мΥ άL ǿƛƭƭ Ƴŀƛƭ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ǘƻ 9Ř½ŀǇǇ ƳȅǎŜƭŦέ  
 

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

 

Â You will click on and box will open.  Click on the άGenerate 
Bar Code Coversheetέ 
  

Â /ƘƻƻǎŜ άhǇŜƴ ǿƛǘƘέ !ŘƻōŜ !ŎǊƻōŀǘ όƻǊ άtǊŜǾƛŜǿέ ƻƴ ŀ 
aŀŎύ ŀƴŘ /ƭƛŎƪ άOkέΦ  ¢ƘŜ ōŀǊ ŎƻŘŜ ǎƘŜŜǘ όǎƘƻǿƴ ƻƴ 
the next page) should appear in another window. 

 
Â NOTE: if 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/. 

 
 

Â You will need 
to print the Bar Code Scanning Sheet and 
mail it on top of the document that is 
requested for your application.   

 
Â Each document that you send MUST have an 

associated and unique Bar Code Scanning 
Sheet on top of it or else EdZapp will not 
know where to scan and upload your 
document to.  (Each cover sheet is specific to 
a document) 

 
Â You may send all coversheets and associated 

documents together in one envelope.  Please 
do not staple or paperclip your documents 
as this can affect the quality of your scan. 

 
Â 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 

http://get.adobe.com/reader/
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application until all REQUIRED documents have been scanned or uploaded so please 
plan ahead. 

 
Â 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.   

 
Â NOTE: Documents CANNOT be returned to you. Please do not send documents to 

the Eugene 4J Office as they will not be accepted. 
 

 

OOPPTTIIOONN  1122BB::  SSuupppplleemmeennttaall  DDooccuummeennttss  

CCOONNVVEERRTT  AANNDD  UUPPLLOOAADD  AA  PPDDFF     

If you selected OPTION 2: ñI will upload this document myself in Adobe .PDF formatò  

 
Â 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. 

 
Â You will see instructions for obǘŀƛƴƛƴƎ ŎƻƴǾŜǊǎƛƻƴ ǎƻŦǘǿŀǊŜ ŦƻǊ ōƻǘƘ aŀŎǎ ŀƴŘ t/ΩǎΦ  

You will need to have your documents in Portable Document Format (PDF) prior to 
uploading them.   

 
Â ¸ƻǳ ǿƛƭƭ ƴƻǿ ŎƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ 

button.   
 
Â 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 
ƘƛƎƘƭƛƎƘǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άOpenέ ōǳǘǘƻƴΦ  

 
Â The document path will now show in the box 
ƴŜȄǘ ǘƻ ǘƘŜ ά.ǊƻǿǎŜέ ōǳǘǘƻƴΦ  ¸ƻǳ ǿƛƭƭ 
ƴƻǿ ŎƭƛŎƪ άContinueέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ 
document. 

 
Â Remember, EdZapp and Eugene SD 4J cannot 

support the scanning and conversion process.  
If you have problems uploading please go 
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. 
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SSTTEEPP  1133::  

TThhee  CCoovveerr  LLeetttteerr    

Â You may want to personalize your application by including a job specific cover letter 
for the hiring administrator. 

 
Â 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. 

 
Â Once you are finished, click on the ά{ŀǾŜέ button. 

  

  

SSTTEEPP  1144::  

CCoommpplleettiinngg  YYoouurr  AApppplliiccaattiioonn  

 

 Once you have completed all required sections the top of the application will 

change to say ñYOUR APPLICATION CAN BE SUBMITTED.ò  

 

 Please double check your work and then click 

the green ñApplyò button on the floating menu 

bar to the right side .   
 

 As a reminder, you may also want to fill out 
ǎƻƳŜ ƻŦ ǘƘŜ άRecommendedέ in Blue and 
άOptionalέ ƛƴŦƻǊƳŀǘƛƻƴ in Grey sections before 
submitting your application. 
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SSTTEEPP  1155::  

YYoouurr  AApppplliiccaattiioonn  iiss  CCoommpplleettee!!  

 
Â You should now be transferred to the άJobs Tabέ 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.  
 

Â Please ensure that your contact informati on is kept up to date on E dZapp so we 

can contact you.  
 
Â 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.   
 

Â If you would like to withdraw your application please login to EdZapp and under the 
άJobs Tabέ->έJobs Applied Toέ and click the withdraw button on the far right side.  
(Note: once posting is closed, you cannot withdraw) 

 
 

  

  

  

Eugene SD 4J 

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


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

Eugene School District 4J  -   Human Resources Department 22 

Do you have additional questions on the application process?  Please visit our Jobs 
Frequently Asked Questions (FAQ) page at: 

http://www.4j.lane.edu/jobs/frequentlyaskedquestionsf 

SSTTEEPP  1166::  

FFiinniisshhiinngg  UUpp  

 
Make sure that when you are finished you left-ŎƭƛŎƪ ǘƘŜ άsign-outέ ƭƛƴƪ ŀƴŘ ŎƭƻǎŜ ȅƻǳǊ 
browser for your protection. 

 

 

 

 

 

FFiinnaall  NNootteess  

Â If you are selected for an interview, we will contact you directly.  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. 

 
Â 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 4J Jobs Website and look 
ǳƴŘŜǊ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎκWƻōǎέ ¢ŀōΦ  You should also have received an automated 
email after you completed your application.   

 
Â In the near future, you will be able to check the 4J 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. 

 
Â If you have questions about the posting or the content of the application please contact 

4J Human Resources. 
 
Â 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 
ŀŎŎƻǳƴǘ ŀƴŘ ŎƭƛŎƪ άŎƻƴǘŀŎǘ ǳǎέ ƻǊ Ǿƛǎƛǘ www.edzapp.com or email support@edzapp.com  

http://www.4j.lane.edu/jobs/frequentlyaskedquestionsf
http://www.edzapp.com/
mailto:support@edzapp.com
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Getting Help  
 

If you have a question the first pl ace you go should be 

the online page help.      

When you click on ñNeed more help?ò or   the help icon in 

a sect ion, a window will open with the help for that page.  

You can then read through the questions and answers for the 

page you are on.   

 

 

 

 

 

If you donôt find the answer to your question click on ñStill need help?ò at the bottom 

of the help window and y 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.  It is 

important that you use this form when communicating with support as it gives us 

important information.  

 

 

IMPORTANT NOTE:   Please use the ñStill need help?ò link when contacting support.  

This gives us vital information we need to assis t you  such as the browser and type of 

computer you are using .  Failure to use this form will delay the response time.  

 

mailto:support@edzapp.com


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

Eugene School District 4J  -   Human Resources Department 24 

Glossary of Icons  
 

 Click on this icon to collapse or close a section.  
 

 Click on this icon to expand or open a section.  
 

 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.  
 

 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.  

 

 Click on this icon to delete an existing entry.  
 

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

 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.  
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FFrreeqquueennttllyy  AAsskkeedd  QQuueessttiioonnss  ((FFAAQQ))  

 

Common Questions We Get In Human Resources Include: 
 

1. How do I know what jobs are open? 

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

 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. How Řƻ L ƪƴƻǿ LΩǾŜ ŀǇǇƭƛŜŘ successfully?  Is my application 

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.   

 ¢ƘŜ Ƨƻōǎ ȅƻǳΩǾŜ ǎǳŎŎŜǎǎŦǳƭƭy applied to will be listed under the 
ά!ǇǇƭƛŎŀǘƛƻƴκWƻōǎέ ŀƴŘ ǳƴŘŜǊ ǘƘŜ ǎǳō-ǘŀō άWƻōǎ !ǇǇƭƛŜŘ ¢ƻέ  (see page 
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. Iƻǿ ŎƻƳŜ L ŘƛŘƴΩǘ ƎŜǘ ŀƴ ƛƴǘŜǊǾƛŜǿΚ 

 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. ²Ƙŀǘ ƛǎ ŀ άǇƻƻƭέ ǇƻǎǘƛƴƎΚ 

 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. 

http://www.4j.lane.edu/hr/jobs
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 ¸ƻǳ ǿƛƭƭ ƴƻǘƛŎŜ ŀ άtέ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ŀ ǇƻǎǘƛƴƎ ƴǳƳōŜǊ ƭƛƪŜ /[лф-09382P.  
This indicates that the posting is a pool. 

 

5. ²Ƙȅ Řƻ ȅƻǳ ƴŜŜŘ ŀƭƭ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ŀǇǇƭȅΚ  LǎƴΩǘ ŀƭƭ Ƴȅ 
information already at HR? 

 Only complete applications are accepted by the EdZapp system and by 
our District.  Even if 4J 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 I know when a job has been filled? 

 Login to your EdZapp account.  The jobs youΩǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ŀǇǇƭƛŜŘ ǘƻ 
ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ǳƴŘŜǊ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴκWƻōǎέ ŀƴŘ ǳƴŘŜǊ ǘƘŜ ǎǳō-ǘŀō άWƻōǎ 
!ǇǇƭƛŜŘ ¢ƻέ  (see page 19)  This will also display the current status of the 
ƧƻōΦ  LŦ ǘƘŜ Ǉƻǎƛǘƛƻƴ Ƙŀǎ ōŜŜƴ ŦƛƭƭŜŘ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ άŦƛƭƭŜŘέ ǳƴŘŜǊ ǘƘŜ άWƻō 
Sǘŀǘǳǎέ ŎƻƭǳƳƴΦ  We typically fill positions within around three to four 
weeks after a position closes. 

 

8. Can I use my work or 4J email account to register with edZapp? 

 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.   

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

 
9. When will I hear something? 

 After a search is completed and a candidate has been hired, we will send 
ŀƴ ŜƳŀƛƭ ƻǳǘ ǘƻ ŀƭƭ ŀǇǇƭƛŎŀƴǘǎ ǿƘƻ ŀǇǇƭƛŜŘΦ  bƻǘŜ ǘƘŀǘ ǿƛǘƘ άǇƻƻƭέ ǘȅǇŜ 
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. 
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10.   LΩƳ ŀǇǇƭȅƛƴƎ ŦƻǊ ŀ /ƭŀǎǎƛŦƛŜŘ LƴǎǘǊǳŎǘƛƻƴŀƭ !ǎǎƛǎǘŀƴǘ ǇƻǎƛǘƛƻƴΦ  ²Ƙŀǘ 
does it meaƴ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ άIƛƎƘƭȅ vǳŀƭƛŦƛŜŘέ ŀǎ ŀ ŎŀƴŘƛŘŀǘŜΚ 

 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 
I 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 I 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 
ŀǎǎŜǎǎƳŜƴǘΣ ǎǳŎƘ ŀǎ ά²ƻǊƪYŜȅǎΦέ 

 
11.   Do I 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: 

 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 
ŀƴȅǿƘŜǊŜ ŦǊƻƳ ŦƛǾŜ Řŀȅǎ ǘƻ άǳƴǘƛƭ ŦƛƭƭŜŘΦέ 

 Candidates are selected to interview based on the strength of their 
application.  Hiring administrator calls candidates to schedule interviews. 

 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. 

 An offer of employment is extended to a candidate. 

http://www.tspc.state.or.us/
http://www.4j.lane.edu/hr/jobs
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 Candidate completes fingerprints for a criminal background check 
(unless they hold a valid Oregon TSPC license) and pays the fees. 

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

 Timelines for hiring vary from search to search. 
 
 

Common Technical Support Questions EdZapp Gets Include: 
 

13.   ²ƘŀǘΩǎ ŀ ǿŜō ōǊƻǿǎŜǊΚ  Iƻǿ ƳǳŎƘ ŘƻŜǎ ƛǘ ŎƻǎǘΚ  

 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?  Which 
Browsers?  

 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 
ōǊƻǿǎŜǊǎΦ  LŦ ŜŘ½ŀǇǇ ƛǎ ƭƻƻƪƛƴƎ άǿŜƛǊŘέ ƛƴ ȅƻǳǊ ōǊƻǿǎŜǊ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ 
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.   ²Ƙŀǘ ƛŦ L ŘƻƴΩǘ ƘŀǾŜ ŀƴ Ŝ-mail account?  

 You can obtain an email account free online at various sites such as 
Yahoo (Yahoo Mail), Microsoft (Hotmail), Google (Gmail), etc. 

 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. 

 We will use this email address to communicate to applicants. 
 

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

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

http://www.mozilla.com/en-US/
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Every edZapp user must have their own unique and personal email 
address. 

 

17.   L ŎŀƴΩǘ ƭƻƎƛƴ ǘƻ 9Ř½ŀǇǇΗ  ²ƘŀǘΩǎ ƎƻƛƴƎ ƻƴΚ 

 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. 

 

18.   ²Ƙŀǘ ƛŦ L ŘƻƴΩǘ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ŀ ŎƻƳǇǳǘŜǊ ƻǊ ƛƴǘŜǊƴŜǘΚ 

 ¢Ǌȅ ŀ ŦǊƛŜƴŘΩǎ ƻǊ ŦŀƳƛƭȅ ƳŜƳōŜǊΩǎ ŎƻƳǇǳǘŜǊΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǳǎŜ ƻƴŜ ƻŦ ǘƘŜ 
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 a fee.)  Also, EFN.org offers low income accounts. 

 

19.   L ŎŀƴΩǘ ƎŜǘ Ƴȅ ǎǳǇǇƭŜƳŜƴǘŀƭ ŘƻŎǳƳŜƴǘǎ ǘƻ ǳǇƭƻŀŘΦ  ²Ƙŀǘ ǎƘƻǳƭŘ L 
do? 

 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 available on the ƛƴǘŜǊƴŜǘΦ  όDƻƻƎƭŜ άt5C /ǊŜŀǘƻǊέ ŦƻǊ ƳƻǊŜ 
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.   LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǳǎŜ 9Ř½ŀǇǇΩǎ ǇǊŜƳƛǳƳ ŘƻŎǳƳŜƴǘ 
ƳŀƴŀƎŜƳŜƴǘ ǎŜǊǾƛŎŜǎΣ ǘƘŜ Ŏƻǎǘǎ ŀǊŜ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ 

 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 I turn in a paper application instead? 

mailto:support@edzapp.com
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 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. 

 Note however that there are certain types of classified non-instructional 
positions that require a paper application instead of an edZapp 
ŀǇǇƭƛŎŀǘƛƻƴΦ  ¢ƘƻǎŜ ŀǊŜ ƭƛǎǘŜŘ ƻƴ ƻǳǊ ǿŜōǎƛǘŜ ǳƴŘŜǊ άtŀǇŜǊ tǊƻŎŜǎǎέ Ƨƻō 
postings. 
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NNeeeedd  MMoorree  IInnffoorrmmaattiioonn??  

Technical Questions: 
Â Visit edZapp at www.EdZapp.com 

Ç Visit the Applicant FAQ from the same page 
 
Â Contact edZapp Technical Support: 

Ç Click on the support link on any edZapp page after you login. 
Ç Email: support@edzapp.com 

 

4J Employment & Process Questions: 
Â Visit the 4J Human Resources Website at http://www.4j.lane.edu/hr/jobs/  
 
Â Contact 4J HR at 790-7600 or hr@4j.lane.edu  
 

 

 
 

HHuummaann  RReessoouurrccee  RReeccrruuiittmmeenntt  SSttaaffff  

Â Jason Mak 
Ç Recruitment, Classification, & Compensation Manager 
Ç (541) 790-7668 
Ç mak_j@4j.lane.edu 
 

Â Diana McElhinney 
Ç HR Assistant II (Leaves & Recruitment) 
Ç (541) 790-7676 
Ç mcelhinney_d@4j.lane.edu  
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