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	JobAps – User account creation for the Online Employment Center
Version 1.1      

	Instructions
	Additional Information



	Purpose:  To create or edit an application for working with JobAps Online Employment Center

	1. Click on the hyperlink shown on the right.  This will take you to the Online Employment Center (OEC).  This website contains the job postings and online application
	www.jobaps.com/placer 
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My Applications Update My Contactinfo
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How do |

Choose a Help Topi
‘WELCOME TO THE JOB OPPORTUNITY BROADCAST SYSTEM

welcome to our new Job Opportuni
conve

Broadcast System. We hope you enjoy its ease of use and

nce. You may apply on line, submit electronic interest notices for future openings,

view the status of recruitments and your application material, check examination results, view

notices, and update your contact information. We invite you to try our new system and fill out
an application today!

To begin, either select a recruitment in which you are interested, or click *Application on File'
below to set up an account and complete an application.
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For More information contact us via e-mail at iobs@nlacer.ca.aov or call (530} 889-4060






	2. From the main page, click on Application on File
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	3. You will now see the page shown on the right.
4. Click on the Apply Online keyboard/mouse icon as shown on the right.
	[image: image3.png]Placer County
California

‘COUATES
VWi

©

=

Residents | Business | Visitors | Online Senices | Board of Supendsors | _Emergency | County Government

Personnel Home | _Employment Opporiunities | _Salary Range | Wil Senvice Job Specs | _County Promo Jobs

Application-on-File
Recruitment #0000-AF000-01

Job Type:  Open
g Deadl

Employment Type
(FT/PTE

HR Analyst:  Sahina Netto

Fi

Continuous

Go Back

iew Benefi

Printer Friendly Version

[inTRODUCTION

Please enter instructions for the application-on-fle.

Click on the link below to apphy:

Apply Online

For More information contact us via e-mail at jobs@placer.ca gov or call (630) 889-4060
Home | Resiterts | Business | Vistors | Onine Services | Bosrd of Supervisors_| Emergency | County Governmert_|

©2008 Couney of Pacer, Calfomis | LagalHotees | itzens Guide | atact Us |





	5. You may receive a Security Warning.  If so, click on Yes
Note:  If you do not receive the security warning continue with step 6 below.
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	6. Upon clicking on Yes, you will be taken to a page that explains how to fill out the application, the responsibilities as the applicant. 
7. After reading the instructions, check the box to agree to the terms of use and then click on I am a NEW USER (If this is the case), or if editing an existing application, select I have REGISTERED PREVIOUSLY. 
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Application Instructions

“This application may be used o apply for one posiion anly. Submit a separate application for each position.

You

1

FILL OUT THE APPLICATION COMPLETELY.

« All questions MUST be answered completely and accurately; you may be disqualified for omitting
information,

« This application is part ofthe examination process. The information you furish wil be used to determine
your qualifications. Please fil out the application completely So that you will eceive ful credit for your
related education and experience. Youmay be required to submit additional proof of qualifications if
sufficient information s not provided.

.+ Applicants must mest al qualifications for the classication by the final fling date unless otherwise
specified on the Job announcement

+ Resumes may be submitted as an attachment o your application butwill NOT be accepted in ieu of any
part ofthe standard or supplemental applications; do NOT write see resume as a response to any
application questions.

+ Itis the applicant's responsibilit to ensure thatthe online application has been completed and sentta the
Placer County Personnel Department by the final fling date indicated on the job announcement, Late
applications will not be accepted,

+ The Placer County Persannel Department and the developers of the Placer County onling employment
application system (JOBS) are not responsible or in any way liable for any computer hardware or software
malfunction which may affect your employment application or the applicant selection process.

+ Pariial or completed applications are accessible to the Placer County Personnel Department hefore and
after subrmission.

r Responsibilities as the Applicant

Before sending your application to Flacer County in the SEND par, it is your responsibiliy to ensure the
cortectness of al information submitted in the applications and any required forms and to print out @ copy
of your application materials in the REVIEW part for your records.

ou are required to provide a valid email address andto check to be sure that you receive an email
conirming that your application was sentto Placer County. This email is sent immediately upon recsipt of
your application by Flacer County. You should receive this confirmation within one day after clicking the
"Send’ bution

Ifyou do not receve the confirmation email, it s your respansitility to contact the Placer County Persannel
Department.ifyou failto do s, your application may not be considered for the opening for which you have
applied.

Caokies must be tumed on in your browser in orderto use this online application system. Click here for

more information about how cookies are used.

Note:

Your application is submitted using Secure Encryption to ensurs the pivacy of allinformation you transmit over
the Internet,

The

Flacer County Personnel Department and the developers of the Placer County onlins employment

application system are not responsible or in any way liable for any computer hardware or software maltunction
which may affect your employment application or the applicant selection process

By a
use

ceepting the Terms of Use Agreement set forth here, you agree to all o the above terms and you agree to
this online employment application syster only for the submission of bona fide employment applications to

the Placer County. Any other use of this online employment application system, including withoutlimitation any
copying, downloading, ranslation, decompiling o reverse engineering of the system, data, of related software,
shall e a violation of this Terms of Use Agreement,

Iagree with the above terms of use.

1 am a NEW USER. | have REGISTERED PREVIOUSLY Bt






	8. If you selected I am a NEW USER, your will be taken to the page as shown on the right.
9. Fill in all the blanks and note your USER ID and Password
10. Then click on Submit Registration
11. If you selected I have REGISTERED PREVIOUSLY, you will be taken to the Existing Registration page. 
12. Enter UserID and Password
13. Then click on Retrieve Application. 
(If you forgot your UserID or Password, select the applicable link to obtain this information)
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You are required to provide the following information for tracking purposes.

First Name
Last Name

First 3 letters of Last Name at Birth
Last 4 digits of Social Security Number

Month of Birth [Select One =
Dayof Birth [Select One )

We will correspond with you i e-mail. Please make sure that your e-mail address is correct. Ifyou do not
have e-mail you can sign up for free e-mail at Yahoo!Ma

e-mail address
confirm e-mail address

Please give yourself a UseriD which is at least 8 characters.

Userip (up o 10 characters)

Please selecta Password which is at least 8 characters and a combination of letters and digits.

Password (8 character mirimum, must include both leters and
digts)

Re-enter Password

Record your UserlD and Password for completing or copying another application in the future.

FrerTerr e o [ ere——

For fors information contact us via a-mail 3t obs@placenca.gov or call (530) 883-4060
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Forgot Your Password?

Powered by Jobaps





	14. Once you click on Submit Registration or Retrieve Application, you will be taken to an instruction page.
15. After reading the instructions, you can click on the Close button.
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(To restore this screen, click on the help button
@I ¢t the top of the application)

+ You may fill out the apy any order by clicking o the finks that look like this t the top of the applcation
Eco/aa ] profiie | school [ work [l Resumel] Review [ Send

OR you may fil out the application in the order presented and let the online application guide you through the process.

+ You may exit the application and come back to finish it later by clicking on 2. top of the application. You will be
shown a screen ghing instructions on how to finish the application later and be given the option of really "exiting” or continuing

+ Al data is saved as you move from part to part, even if you use the links at the top of the application to move to a new part before

subritting the current part. However, all required parts must eventually be "Subrmitted” by clicking on the *Subrmit” button at the
bottorn of each part

. Yousil e gven the aptionto JRRRA. your sppication s t il agpear when eceived by Placer Courty. You may make changes
to any part and submit that part again before you click on the SEND button in the m part

+ You may print your application in the om part for your records.

+ You may review or print an appli
Ermployment Opportunities.

don or finish an incomplete application by clicking on the "My Applications” button on the

+ You may use this application for another job by returning to the Employment Opportunities, clicking on  job and chosing the
option to apply on line. Your password and UserlD will be recognized and you will be given the option to copy an existing application
into the new application

« If you have any questions conceming this application or the selection process, contact the Placer County Placer Caunty Personnel
Department via e-mail or phone: 530-886-4607.

Close






	16. Once you click on the Close button, you will now see the Tabs that you will need to go through and fill out.  You will want to fill the application out, or edit it as thoroughly as possible.  This is the application on file that is used to copy from in creating job specific applications.
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Placer County is asking all applicants to corplete this form in order to comply with federal Equal Employment Opporturity
law requirenents. This information will be excluded from your application and wil anly be available for research and statistical
purposes, and only to authorized personnel. Your cooperation in providing this information is essential to the success of the
teseach and evaluation program and will NOT be used in any phase of the examination and selection process. Please
understand that you have the option of providing or not providing the information requested below.

ETHNICITY: ¢ American Indian/Alaska Native (ersons descendzd from the orginal people of Nerth Ameica
including Amarican Indians, Alsut, and Esimo, wha identty themsehas o e known 2 5uch by i of s al
The following ethnic. ssosistan r sommunity cognition

categories have been
entified by the Equal

Employment Opportunity " Black/Afiican American (esons of Afican descen, including bisck persans with  Spanish sumame, 25
Commission (EEQC). el s hose pesons ideniifed ss Jamaican, Tinidadian. and West Indian)

Please check one space  C White/Caucasian (esons of Indo-Eurapean descent except those inluded in other roups)
only for the ethnic category

€ ASian (Peisons of Chiness, Indo-Chiness, Japaness, or Koraan desoant)

€ Filiping esans of iipino dasosnt

€ Hispanic/Lating (parsans of Maxican, Latin Amarcan, Spanish of ortugusss dasoant

€ Native Hawaiian/Other Pacifc Islander (persons of Polynesian descentho are not included in any
other group.)

© Other

GENDER: ' Male € Female

AGE: € 40 and aver
€39 and under

© Yes CNo

Save & Cortinue Clear

[





	17. Go to the Review tab to review your application.  You may continue to edit your application by selecting the EDIT button in each section or by returning to the applicable tab.

18. You may also print your application from the Review tab by selecting the Print My Application button.
19. If you choose not to submit your application at this time, go to the Exit tab and click on the Exit button to save your application.

20. After you have completed the application and are ready to submit it, the last step is to go to the Send tab.  
21. Once you go to the send tab and submit your application, you will receive an email confirmation.

22. You can now close out of the Online Employment Application center by clicking on the X in the upper right hand corner.
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Do you have a valid Driver's license?
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	23. If you have any questions about completing this form, please contact Personnel at 530 889-4060
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Prepared by:  <<Name>>
Approved by: <<Name>>                     Date:  mm/dd/yyyy           
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