
Welcome to the
Clackamas County
Online Application
Tutorial



After reviewing this tutorial, you will be able to use the system to:

1) Learn about opportunities at Clackamas County

2) Complete an application for employment

3) Apply for specific position(s)

4) Log in to the site to view your status for each position to which
you have applied

Section 1:
Getting Started



Items To Gather Before Beginning Your Application:

1) Your complete education, reference, and employment information



Helpful Hints:

1) Do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site. This may cause unexpected results, including loss
of data or being logged out of the system. Please use the
navigational buttons within the site.

2) To protect the security of your data, the system will log you out if it
detects no activity for 60 minutes. Please do not leave your computer
for more than 60 minutes while completing your application for
employment.

Now, You’re Ready To Begin The Tutorial!



A) To begin the application process, please select a user name and
password that you will easily remember. You should write down your
user name and password, as you will need it to apply for other
positions or check the status of your application the next time you
visit the site.

Frequently Asked Questions

Q) Where do I begin? 



Q) What information will I be asked to provide?

A) You will be asked to provide a valid email address, personal
information such as name, address, phone number, etc. You will also
be asked to provide information about your education and previous
employment, as well as contact information regarding your
employment history and references. Please gather this information
before beginning the application.



Q) What if I want to submit a resume, cover
letter, or other document?

A) Clackamas County does not accept resumes or cover letters as

part of our application process.  If a resume and cover letter

is required, applicants will be given instructions in the job

posting.



Job Information Page

Our job information page contains
announcements or planned system
outages.  You can also download
forms, instructions, or link to other
resources. You are directed to this
page whenever you click on any of the
Job links.



Click a Job Title link.
For instance the
Recruit Patrol Deputy
title.

Step 1- Let’s Get Started



Samplename

********Scroll down
the page to
read the job
posting
information
and any
instructions.

Creating your Login ID (cont.)Step 2



Click the Apply
Now button at either
the top or bottom of
the page.

Step 3



Click the click
here to Register
or Register Now
links.

Creating Your applicationStep 4



Fill in your chosen
User Name and
Password, then
Confirm Password.

Keep this
information in a safe
place so you can use
it the next time you
log in.

Step 5



Step 6

Click the
Register
button.

Then click
the
Continue
button.



Step 7

Click the drop-down
menus to select menu
options or use the     to add
additional email addresses
and phone numbers.
Complete all sections
marked with a asterisk
(*) and add any
additional information
below.
Click the Save button.



Step 8

Complete the Preferences Page.
Use the links to navigate to the
other sections of the application.
Follow the instructions on the page.

Use the Save for Later button to
save your work. You can log out
and finish the application at a later
time.  Just be sure to submit before
the closing deadline.

When you are ready to submit your
application for consideration, Use
the Apply Now button.

The Close Application button will
take you back to the Careers Home
Page.



Step 9
When you are ready to submit your
application and have clicked the
Apply Button, you will see the Self-
Identification Details page.

Although the information you are
asked to provide on this page is
voluntary, it helps us comply with
mandated federal and state reporting
regulations and applicable County
Code if you provide it. It will also
assist Clackamas County in evaluating
its Affirmative Action Plan and
progress towards achieving a more
diverse workforce.  If you identify
with more than one ethnicity, you can
add more than one ethnicity, but you
must mark one as primary.

If you feel you require a reasonable
accommodation for completing a test,
please describe your needs in the
supplied text box.



If you agree to the terms and
agreements described, please
click the I agree to these
terms radio button.

This will un-grey the submit
button. Click the Submit
button.

Step 10

.



Step 11

Clicking the Submit button
will complete the application
process.  Click on either the
Careers Home, My Career
Tools, or Logout links.



Thank you for viewing this
presentation!


