INSTRUCTIONS FOR USING THE LAW CLERK RESUME REPOSITORY

STEP #1: GETTING STARTED

1. Open your internet browser and go to the Florida State
Courts Law Clerk Resume Repository Home Page.

http://lawclerk.flcourts.org

2. If you are a new user, proceed to Step #2.

3. If you are a returning user but have forgotten your
password, proceed to Step #3.

4, If you are already registered and have your password,
proceed to Step #4.

5. If you are already registered and have your password
but would like to change your password, proceed to
Step #5.

Log In or Register

@ alrcady registered? Login heve.

rd? Relrime Password,

@ Forgot your pas
@ are you a new user? Sign up new sccount.

Fiorids Stabe Couns | 1tin Baas | For further help, £all (850)4

Dene @ Iemermet | Protected Made Off

STEP #2: REGISTER

1. Click Sign up new account, which will take you to the
page on the right.
2. Enter your e-mail address in the top section. Flease scer your s address bekow. we wil e-mal you password 3 i
omait Address:
3. Click Get Password. :
Wy ey et ok b e e ot 8 o s b
4. Close your internet browser. P—
Password:
Security Question:
| Ragister Now |
N R e |
5. You will receive an e-mail from Personnel Services =+ e L =g L
containing a temporary password. e i e e el e I

Note: Your password must be entered exactly as it appears in the
e-mail for successful access to your account.

6. Click on the link at the bottom of the e-mail message,
which will take you back to the “Register” page.

o | Lo
L oy T ——
- |
From: Fenaone {maka:Per @fcaurts srg] =
et Thorsdy, At 23, 2007 13:10 A
To torvs Uit

Subject: 1 Pavpoed for Voor Rngutrston
Tharik yous fof fegislenng at Florida Stase Courts Law Clerk Resume Repository

o are registoned with e o-mad sddress. email_addr dckess org
For secunty reasons. ihis passwoed was sent anky 10 this email addiess

Your passwond is. mapwhALimi

IMPORTANT Your password rust be enlered exactly 85 A appears above for successiul Bccess 1o yeur sccount
Please go back 1o our webrsse of click on th ink below b0 regestes yous naw accoun and submil your resume

Flonida State Courts Lw Clork Resume Ropositony

Mole: This @.mail is system-penemlied. Piease oo not send feedback, comments of Questions using the epty 1o’ iunchion

Tharks,
FL State Courts Personnel Semce
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7. In the E-mail Address box, type your e-mail address.

8. In the Password box, type the temporary password
you received in the e-mail message.

Note: Enter the password exactly as it appears in the e-mail for
successful access to your account.

9. In the New Password box, type a new password of
your choosing.

10. In the Confirm Password box, re-type your new
password to confirm.

11. In the Security Question box, type a security question
that will be used to retrieve your password should you
forget it.

12. In the Security Answer box, type the answer to your

security question.

13. Click Register Now and proceed to Step #6.

Register

Flease enter your e-mail address below. We will e-mal your password to you.

ol Password

E-mall Address:

If you've got your password, register your new account below.
You already registered and want 1o change your password, fill n 2l the fields be)
E-mail Address:
Password:
Maw Password:
Confirm Password:
Security Question:

Securily Answer:

Hegister Now
= Florids State Cours | el Pace 3 422265
Dane @ Iemermet | Protected Made Off H100% -

STEP #3: FORGOT YOUR PASSWORD

1. Click Retrieve Password, which will take you to the
page on the right.

2. In the E-mail Address box, type your e-mail address.

3. Click the Tab button or move your cursor to the
Security Answer box, and your chosen security
question will automatically appear in the Security
Question box.

Retrieve Password

Please enter your e-mail address below, we will e-mail your password 1o this sddress,
©-mail Address:

Security Question:
Security Answer:

Retrieve Password

© Fiorida State Cours | esin Baos | For further help, &

4, In the Security Answer box, type the answer to your
security question.
5. Click Retrieve Password.
@ Iemermet | Protected Made Off H10% -
6. Close your internet browser.
Y T [ |
7. You will receive an e-mail from Personnel Services S °'°" = _'"._".,";,'@: EEER DD ok
containing your password. o i e s o e b wma N
[
i

8. Click on the link at the bottom of the e-mail message,
which will take you back to the “Log In” page.

e e

From: Ferianned [ mas:Pen Sfcsun. arg] L
S Thusdy, Ausgnt 31, 2007 11:18 44

To: b e

Sublect: & Payswsed for vour Ragutrasen

Thark you for registenng 81 Florda State Courts Law Clerk Resume Repository

You are registersd with the o-mad address: email_addressgbaddmss g
For secunty reasons, this password wis Sent anky io thes email address

Your password is. mapwiAUmE

5 appears above for successiul access 1o your account
Please go Da(l o wr webste of chok on the link be-lw B0 FRgrSier yOUF bW SCCOUNT AN SO YOUS IBSUIme

Elonda State Courts Live Clerk Resyme Reposiory

Nole This e-mad is system-geneated Ploase do not send feedback, comments of queshions using the ‘reply 1o’ function

Thanks,
FL State Courts Pesoninel Seracey
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9. In the E-Mail box, type your e-mail address.

10. In the Password box, type your password which was
sent to your e-mail from Personnel Services.

Note: Your password must be entered exactly as it appears in the
e-mail for successful access to your account.

11. Click Log In Now. If you have already successfully
completed and submitted your contact information,
proceed to Step #9; otherwise, proceed to Step #6.

- 2\
RESUME REFPOSITORY,
Leg In

STEP #4: ALREADY REGISTERED

1. Click Login here, which will take you to the page on
the right.

2. In the E-Mail box, type your e-mail address.

3. In the Password box, type your password.

4, Click Log In Now. If you have already successfully

completed and submitted your contact information,
proceed to Step #9; otherwise, proceed to Step #6.

Leg In

STEP #5: CHANGE YOUR PASSWORD

1. Click Sign up new account, which will take you to the
page on the right.

2. In the E-mail Address box, type your e-mail address.
3. In the Password box, type your current password.
4, In the New Password box, type a new password of

your choosing.

5. In the Confirm Password box, re-type your new
password to confirm.

6. In the Security Question box, re-type your previous
security question or create a new security question.
This will be used to retrieve your password should you
forget it.

7. In the Security Answer box, type the answer to your
security question.

8. Click Register Now. If you have already successfully
completed and submitted your contact information,
proceed to Step #9; otherwise, proceed to Step #6.

Dane @ Iemermet | Protected Made Off H10% -
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STEP #6: YOUR CONTACT INFORMATION PAGE

1. Fill out the top portion with your contact information.

Note: Your e-mail address will automatically pre-fill in the
appropriate field. The following fields must be completed to
submit your information:

A. First Name

-

e g YourContact Infermaticn Page

INSTRUCTIONS:
AMd APPLICANT SHOULD SUBMIT HER/HIS PERSOMAL CONTACT INFORMATION BEFORE SUBMITTING A RESUME,

HOW D0 WE CONTACT YOUS

e ren TEST
your_e-mail@address.org
111 Man Strest

B. Last Name e T

C. Your Mailing Address o %-‘w-‘

D. City 12 Fral kK AR feg

E. State e “”“‘%i"

F. Zip Code . S

Submit and go lo pexl page
i Iemermet | Protected Made Off tlon'x. -
2. Although it is not required, it is recommended that you | K R —

choose the court(s) you prefer to work in prior to
clicking Submit and go to next page. Proceed to
Step #7.

Note: Your information will not be saved until you click the
“Submit and go to next page” button. If you close your internet
browser or your session expires prior to you submitting this
information, you will need to re-enter the information the next
time you log into the system.

W @0 8 YourContact Information Page G- B - o [hReges GTacks

INSTRUCTIONS:
AP APPLICANT SHOALD SUBMIT HER/HIS PERSONAL CONTACT INFORMATION REFORE SUBMITTING 4 RESUME.

HOW DO WE CONTACT YOU?

vour e e Test

your_e-mail@address.org

ddressr 111 Main Street

lare Phone: 555-855.5555

Choose the Courtls) You

[ Submit and go lo mext page

i Irnermet | Protected Made Off H100% -
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Choose the Court(s) You Prefer to Work in:
STEP #7: CHOOSE THE COURT(S) YOU PREFER TO i T— A Do
\D@Upreme Court anly & Any Circuit Court
WORK IN 1REW Oa Florida Supreme Cou stnca L
Cireuit Court: [ et 0o D Ot BNyt
1. You can choose your court(s) in three different ways: 7 Daews Do
Circuit Court: DAH Dﬁ‘” DLD"‘ Du[h Dmm DQD”‘
. . Region
A. Check a box or boxes in the top section and the 3 D‘gﬂcﬁauwgﬁ’d?hu h
. . . il B4t 0"
check boxes in the bottom section will T Daom D oo /
automatically pre-fill depending on your il ot By B 7% B
. . 2 Region [Fall courts B stpca
selection. For example, if you select All Courts s Gt 1 1t Flgh
Statewide, you will see check marks in all of
- -
the boxes in the second section. e ]
* @ Intemnet | Protected Mode: On 0%

B. You can select specific courts by region, by DCA,
or by individual circuit courts using the second
section. For example, if you prefer to work in
the 2™ Circuit, the 11™ Circuit, or the Florida
Supreme Court, you would make your
selections by clicking each appropriate court in
this section.

C. You can click one or more regions on the map
to choose all courts in that region. To deselect
a region simply click on that region again, and
the check marks will be removed.

2. After selecting your preferred court(s), click Submit
and go to next page. Proceed to Step #8.

STEP #8: SUPPLY YOUR RESUME ° - oy —— =

&0 8 Subbmit Resume Page | Fitm B v @ o= hBsgee (Taske

1. Click Browse to upload your resume. C O U R

Supply Your Resume

Your resume should be in FOF or WORD format (FOF is prefered).

Upload your resume Browse.
ote:

1. The hle should not be larger than 2 megabvtes
2. M the Rack button s chekad, your resume wil not be updated in the serves mde

Back to previcus page Submit
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& Choose file [ S
2. Browse to the location where your resume is saved. < MyFies + Reume « [ | Search 5
3. Click on your resume. . : ,
Favorite Links Name Date modif... Type Size
Note: Your resume should be in PDF or WORD format (PDF is S EA“‘_”“E"“ tijﬁ:::ﬁﬁﬂii@’:
preferred), and the file should not be larger than 2 megabytes. B Fieure
More »
4. Click Open. Folders v
I, GWArchive -
|15
I My Files
|| Employment M
|\ Home Doc =
.. Personal u
|| Pictures & Videos
|| Resume
Travel 2
Cancel
5. Your resume file location will now appear in the

Upload your resume box.

Note: If you click the “Back to previous page” button prior to
submitting your uploaded resume, you will lose your uploaded
resume and will need to repeat Step #8 when you return to this
page. If you need to make any changes to your contact
information or your preferred courts information, finish this step
and proceed to Step #9.

Supply Your Resume

Your resume shauld be in FOF or WORD format (FOF is prefermed)

6 Cl ic k Su b m it Upload your resume  W.\Wy Files\Resurme'Bes [(Biowse...
1. The file should not be karger than 2 megabytes
2. i the Back button is chcked, your resume will not be updated in the server sde
(Suboit

Elorda State Courds | Helo Pags | For hrther heli, call (85004

7. You will receive confirmation that your resume has -
been Stored W @0 @ Apsication Pnished 5= B - oo [hBege s GTack -
Note: Also located on this page is a link to view current job ﬂl j LA @11;1.(__ =
opportunities with the Florida State Courts.
Thank you! Your Resume has been stored.
http://www.flcourts.org/gen public/employment/index.shtml Yot ight b contacted trough e-mad o phone eal,
. . . The Flanda State Courts System is an Equal kmﬂ?ver. wcdg’ b on the basis of race, refigion, color,
8. If you are finished with your resume, close your - s .
internet browser. Plorda State €ouns: btafwen s ool
9. If you need to make any changes to your information, T ’ )

proceed to Step #9.

STEP #9: UPDATE YOUR PROFILE

Note: This step only applies once you have successfully completed and
submitted your contact information (Step #6).

Log In or Register

1. If you are returning to the system after logging out, and
. . . @ Already reglstered? Logln bere,
you need to make changes to your information, you will ©  Foraot your password? Actieve Pasmword

@ Are you a new user? Slgn up new account.

need to log in again (see Step #1 for instructions).

Flpnda State Coyrs | Meip Paae | For further heip, call (B50)4228.3695
Note: Your session will expire, and you will need to log in again if
the system is left idle for too long.
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After you have logged into the system, you will be
directed to the page on the right.

This page contains the information that you previously
submitted.

Note: You are not able to make any changes to this page until you
complete the next instruction.

If you need to make changes to any of the information
on this page, click Update your profile.
A. Make any changes and click Submit and go to
next page and proceed to Step #9(6).

If you do not need to make changes to your information
on this page, click Go to next page.

€ Bl i fieclesi lcourts org Contaciinio.stpx EEE B 2 -
€ -
SF G0 VourContact Infeemation Page Bipov @ - ® v rBage v () Took =

INSTRUCTIONS:
AMd APPLICANT SHOULD SUBMIT HER/HIS PERSOMAL CONTACT INFORMATION BEFORE SUBMITTING A RESUME,
HOW DO WE CONTACT YOU?

[ s

your_e-mail@address.org

drasa: 111 Man Straet

Sity: Talahagses

onws 555-555-5555

. Eusiness Pho e 555
Choose the Court(s) You Prefer to Work in:

.

o 4

Update your profile || Go o next page |

@ Iemermet | Protected Made Off

If you would like to review your stored resume, proceed
to Step #9(10).

If you would like to remove your stored resume,
proceed to Step #9(17).

If you have not yet uploaded a resume, or you would
like to replace your current resume, proceed to Step #8.

Note: If you already have a resume stored in your account and
you upload another resume, your currently stored resume will be
replaced. You are only able to store one resume on your account.

If you do not need to do anything with your resume,
click Skip upload & Finish.

A. You will receive confirmation that your resume
has been stored.

B. Close your internet browser.

Supply Your Resume

Your resume should be in POF or WORD format (FOF is preferred),
our resume (i name: Resume 82607 pl) exists in your account. | Rewit |

Yol can Al rémove your repuma from the databass | Remove it |

[ Browse. |

1. Tha file ghould nat be karger than ? megabytes
2. M the Back button is chcked, your resume will nat be updated in the server side

[ Back 1o previous paye | | Submit_|

| skip upboad & Finish

o Figneis State Courts | Mseip Bage | For further heip, call (550452-3655

@ Iemermet | Protected Made Off H100% -
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File Download

=

Do you want to open or save this file?

Mame: Resume 8-28-07.pdf
Type: Adobe Acrobat Document
From: 199.242.69.207

[ Open ] [ Save ] [ Cancel |

a

While files from the Intemet can be useful, some files can potentially
harm your computer. f you do not trust the source, do not open or
save this file. What s the risk?

10. Click Review it to review your stored resume.

11. A “File Download” dialog box will open. Click Open.

12. Your stored resume will open in a new window.

13. After you have reviewed your resume, close the
document and return to your internet browser.

14. If you would like to remove your stored resume,
proceed to Step #9(17).

15. If you would like to replace your current resume,
proceed to Step #8.
Note: If you already have a resume stored in your account and
you upload another resume, your currently stored resume will be
replaced. You are only able to store one resume on your account.

16. If you do not need to do anything further with your
resume, click Skip upload & Finish.

A. You will receive confirmation that your resume
has been stored.
B. Close your internet browser.

17. Click Remove it to remove your stored resume.

18. “Are you sure you want to remove it?” will appear
above the Upload your resume box.

19. If you are sure you would like to remove it, click Yes
and your stored resume will be removed.

20. Proceed to Step #8 to upload another resume.

Besumefite szpe

Supply Your Resume

Your resumé should be in POF oF WORD format (POF is preferred)
our resume (i name: Resume 82607 pel) exists in your account. | Rewie |
¥iou £ a5 remove your resuma from the databass [ Remevit |
Are you sure you want o remove itz Yes | No

Upload your resume [ Browse... |
Note:

1. The file should not be larger than 2 megabytes
2. i the Back button is dicked, your resume will not be updated in the server side

[ Back 1o pravieus page | | Skip upload & Finish | | Submit |

© Elodds State Couns | belp Bags | For furthar help, call (R50M432-3655

i Iemermet | Protected Made Off H100% -
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