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Instructions for Uploading Attachments
Clackamas County normally does not accept resumes or other attachments for
our applicants.  However, some job postings may request resumes or
supplemental questions.  Applicants will be instructed via the job posting and
through the screening questions when cover letters, resumes, or supplemental
questions are part of the application process.

Login to the system using your User Name and Password. If this is the first time
you are using our system, click on a job posting check box and click the Apply
Now button, use the click here to Register or Register Now links that will appear.
You will be prompted to create a user id and password.

Each attachment needs to be an individual document and will be uploaded
separately.  At this time, we can only accept documents created with Microsoft
Word .doc or Adobe .pdf, or rich text format .rtf.  We currently have a file size
limit of 5 MB per document.  Any files larger than the limit will not upload and will
cause a file type error.

Applicants will need to upload their attachments as part of the online application
by the job opening close date to be considered for the screening process.  Once
an application has been submitted, you cannot view, edit, or delete the
attachments.

To upload a document, navigate to the Attachments and Referrals link on the
application.  Use the drop down arrow to select an attachment type. In the
Attachment Purpose field include the Job Opening number. You need to type the
Job Opening number in this field or you will get an error.  Click on the Add
Attachment link.  From there, you can click the Browse button and select your file
from your computer to upload.  When the file name is displayed, you can click the
Upload button.  When the file has been uploaded, you will see it listed in the
Applicant Attachments section.
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Note:  If you have applied for the job title already and have a draft application,
click on the My Draft Applications link to be directed to your applications.  You
will skip the following two screen shots and pick up the instructions at the
Complete Application screen shot.
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Use the drop down arrow to select an attachment type
• Cover Letter
• Executive Resume
• Resume
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• Professional References
• Supplemental Questions

In the Attachment Purpose field include the Job Opening number. You need to
type the Job Opening number in this field or you will get an error.

Click on the Add Attachment link.
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From there, you can click the Browse button and select your file from your
computer to upload.

When the file name is displayed, you can click the Upload button.
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Click the Save & Return button.
OR
You can repeat the process by clicking on the Save & Add More to upload your
cover letter

You can view the list of uploaded documents in the Applicant Attachments
section.  You can edit or delete attachments until you have submitted the
application.  Once the application has been submitted, you cannot view, edit, or
delete the attachments.


