Quick Reference Guide
Applicants

OSCAR

Online System for Clerkship
Application and Review

This Quick Reference Guide will help get you started in OSCAR, including navigating
and managing your:

*  Home Page

«  Profile

+  Application Documents

+  Recommendations

«  Applications

Visit https://oscar.uscourts.gov/help for more detailed instructions on using OSCAR.

(@)OSCAR

If you do not already have an OSCAR account, you can register on the OSCAR website
(https://oscar.uscourts.gov/register).

https://oscar.uscourts.gov

Your Home Page

From your account home page, you'll find quick and easy access to anything you need in OSCAR.
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OSCAR Tips

Transcript Size Increase

Document Update Requests
No document update requests at this time.

My Drafts
August, Mark D G&D

District Judge
Springfield, MA
United States District Court, District of Massachusetts

View All

New Positions Posted

Wandler, Abernathy CEZED CZIED
Term Law Clerk-Chambers
Elizabeth City, NC

United States District Court, Eastern District of North Carolina

7th Circuit €I CEED

2 Years (Aug 22, 2022 - Aug 22, 2024)

OSCAR increased the maximum file size
for uploaded transcripts to 8 MB. This
change helps accommodate scanned
transcripts and other larger transcripts
Due to the size increase, OSCAR will no
longer email finalized application
packets to applicants. Instead,
applicants can download full packets
directly from their My Applications lists.
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My Statistics

Total finalized applications 0

Total application slots 100
remaining

Total withdrawn applications 0
and applications to filled

Left Navigation: Access your home page, positions, applications, directory, documents, recommendations, profile, training, and help.

Search Box: Search for content across the site. Type in your criteria and press “Enter” to search.

Notifications: System notifications such as document update requests display here.

User Information: A summary of your account and general information. You can also update your profile from here.

Document Update Requests: A quick view of document update requests from judges or staff attorney offices.

OSCAR Tips: Displays updates, new resources, and helpful tips.

My Drafts: A quick view of your most recent draft applications.

OSCAR Statistics: A view of your OSCAR application data, including finalized applications, application slots remaining, and more.

New Positions Posted: A quick view of new clerkship and staff attorney positions posted in OSCAR.



Profile

Update Your Profile

1. Click Profile > My Profile.

Click Edit Profile.

Complete all fields.

Optionally complete Voluntary Self-Identification.
Read the Verification of Data field and select Yes.
Click Update Profile.

ov s wN

Change Your Password

1. Click Profile > My Account.

2. Enter and verify your new password.
3. Click Change Password.

Manage Email Notification Preferences
1. Click Profile > My Profile.

Click Edit Profile.

Under Email Frequency, make your selection.

Click Update Profile.

ron

Manage System Notification Preferences
1. Click Profile > Notification Preferences.
2. Use the check boxes to make your selections.

Note: OSCAR will automatically save your preferences.

Application Documents
Upload Documents as PDF/Word Files

1. Click Documents.

2. Click Add New.

3. Select your Document Type, enter a Document Label,
and upload your document. To make it your default
document, check the Default box.

4. Note: To control the display order of writing samples in
your application packet, enter an ordering number. E.g. “1
appears first and 2" second.

5. Click Upload.

"

Update Documents

1. Click Documents.

2. Click the name of the document.

3. Edit the document fields and/or replace the file.
4. Click Upload when complete.

Create a Cover Letter Using the Online Editor

1. Click Documents.

2. Click Add New.

3. Under Document Type, select Clerkship Cover Letter or
Staff Attorney Cover Letter.

4. Select Online Editor.

5. Create your cover letter using the online editor fields.

6. Click Upload.

Application Document Requirements

@ uisa narcvark

Profile My Account  Notification Preferences My Career Office My History

© Whatis my profile used for? .
Completion Status

Your profile is sent alongside your selected resume, cover letter, writing sample, transcripts,

and letters of recommendation when you apply for a position. Be sure to provide accurate ‘
information in this crucial step. 1009
0

*indicates a required field

Frofile © First Name
@ Last Name

@ Citizenship Status

General Information © Email Address

First Name * © Address
Lisa @ Contact Phone

@ Receive Reminders

Middle Initial © BA/BS From

© Date of BA/BS
Last Name * © JD/LLB From

© relp Aardvark @ Date of JO/LLB
@ Class Rank
Citizenship Status *
You must sel

 of the options below to identify your citizenship. For more information on citizenship @ Law Review/Journal
here.

require @ School Law

© u.s. Citizen Review/Journal

Update your applicant profile.

profile  MyAccount  Notification Preferences My Career Office My History

Notification Preferences On Dashboard  Email Required

Document update request

Scheduled interviews

Manage your system notifications.

e Test Applicanto1 v
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@ Document Upload Limits

m Resume: 33

Ia Cover Letter - Clerkship: 5/100

@ Writing Samples: 3/3
@ Law Transcript: 2/2

@ Cover Letter - Staff Attorney: 2/100 @ Undergraduate Transcript: 1/3

JURTOR | tems1-60f6 v Showw

DEC 03,2010

Other Transcript: 1/3

— Cover Letter

poc

= Clerkship Cover Letter
1 month ago

& Delete

pEC a2, 2010
Jamal Cover

Clerkship Cover Letter
1 month ago

Add new documents.

Create New Document

* indicates a required field

Documents

20
8

Select a document type and label for your new document.

*  Applicants must upload or create the required documents in OSCAR prior to submission of applications.
*  All documents uploaded to OSCAR must be in PDF or Word format. Transcripts must be unencrypted and less than 8 MB in

size. All other documents must be less than 1 MB in size.

*  OSCAR restricts the total number of documents you can have uploaded at one time. Restrictions vary by document type and

are listed in your Documents tab.



Recommendations

Add a Recommender Add New Recommender X
1. Click Recommendations > Choose My Recommenders.
2. Click Add Recommender. | Search the Systern for Recommenders
3. Search the system or create a new recommender. eareh Al ecommenders -
4. Click Save.
| Create Recommender
Delete a Recommender I you cennt find your recommender on the dropdown i, use
. . the form below to add them to OSCAR.
1. Click Recommendations > Choose My Recommenders. Last Name *
2. Scroll down to My Current Recommenders.
3. Locate the recommender(s) and click Delete. Fretame

Email *

Change Your Default Recommenders

1. Click Recommendations > Choose My Recommenders. Verfy Erval
2. Scroll down to My Current Recommenders.
3. Select recommender(s) using the check boxes and click Batch I Dsfault Recommender
Options > Set as Default Recommender or p—

Unset as Default Recommender.
Add a recommender from the system

or create a new recommender.

Request Letters of Recommendations
OSCAR automatically sends recommendation requests to the accounts
of the recommenders you select when you create a draft application.

Check the Status of Recommendations

1. Click Recommenders > Status of Recommendations. Bl #vcing Recommendation: Dustin Henderson
; . . Judge OSCARTest CCED CEIDCEEID) 2 0 OO & & B oo e
2. Find the recommender and locate the icons in the status column. A 2 3

checkmark icon next to the application status icon will indicate that = et e
1 Year (Nov 22, 2023 - Nov 22, 2024)

the recommendation has been completed. Date Finalized - Oct 13, 2021
3. You can also go to Applications > My Applications and hover over | washington, 4
a recommendation letter icon to see its status (pictured). © withdraw 7 Edit
Check the status of your recommendation requests.

Ap p I i cati 0 n S Applicant Home » Positions x'AI'\ Positions
Search For Positions

Sea r(:h for Positions All Positions  Saved Positions  Archived Positions
1. Click Positions > All Positions. [
2. Use the search box and filters to select your search criteria Pusintype-  sppiaiontibod- dgeTpes- Tags- Tomstvea [ e | |smgwm|

and click Search Positions.

. . O || ems 1200 —OpenDate ~|  Show2o -
3. Click More Filters to further refine your search. e ‘ Custom Tags
Note: Click the |- . icon at the top of the positions list to sort O Judge oscar Test EHTED CED (D e ==
your positions list. Click Batch Options > Tag As to tag positions. o oz : »
United States District Court
Save a Search Search for positions using key words and filters, sort your positions,
1. Click Positions > All Positions. tag positions, and save your searches for reuse.
2. Enter your search criteria and click + Create Saved Search.
3. OSCAR will save your search criteria for future use. Application: Temporary Law Clerk-Chambers e
4. To access your saved searches, click Saved Search.
Ostep1
Documents

View and Apply to a Position

Click Positions > All Positions. “ Indcates a requred ld Accepting

Click the name of the judge or circuit to view the position. Aoplcations

Revi the detail th iti Please select one from the list below. Nov 16, 2021-May 16, 2022

eview € details on € pOS| on page' Judiciary Website ~ © Draft Saved!

To apply, click the Apply Online button on the right side.

OSCAR will open a draft application. Complete the 4-step process to apply to a position.
Complete the 4-step process.

oM~ wnN =



Applications (Continued)

View and Edit Your Applications

1. Click Applications.

2. To edit an application, click Edit.

3. Make your edits and click Update Application.

4. To update application documents, select the application(s)
using the check boxes, then click Batch Options and select
the document to replace.

5. To withdraw an application, click Withdraw, then click OK
in the pop-up warning. Note: You cannot re-apply to the
position after you withdraw an application.

Track Your Application Totals

OSCAR limits the number of clerkship applications you can submit at one time. While you can have
as many draft applications as you want, you can only have 100 finalized applications to chambers

I & Applications
B Documents
© Directory
[ Recommendations
& Profile
& Training

® Help

My Applications

Search Positions

Clerkship Type ¥ Judge Types ¥ Application Status ©  Tags~  Update

O

c

Batch Options v (1 items selected)

Replace Resume

IRRRRED

Replace Transcript

Replace Cover Letter

Finalize Applications

Make edits to your applications from the Batch Options dropdown.

My Statistics

law clerk positions at one time. Note: This limit does not apply to staff attorney positions or pro se, Total finalized applications 5

death penalty, bankruptcy appellate panel, and court law clerk positions.

Total application slots remaining 98

To help track this, OSCAR provides a count of your total number of applications you submit. You
can reclaim application slots by deleting applications. If you submitted an application to a position Total withdraun applications and 0
that is marked filled, the application slot will return to you. If a position expires, you will receive the

application slot back after 30 days.

To view your application totals, see My Statistics on the right side of your home page.

More Information

Help

applications to filled positions

View your application totals
from your home page.

? The OSCAR help section (https://oscar.uscourts.gov/help) contains help articles with step-by-step

Training

instructions. Use the index and search bar to find instructions for anything you need.

q OSCAR's training web page (https://oscar.uscourts.gov/training) provides centralized access to a variety of resources.

) OSCAR

MAKE THE MOST OF YOUR OSCAR EXPERIENCE
THROUGH OUR TRAINING RESOURCES

Email: oscar-support@ao.uscourts.gov
Phone (toll free): 1-866-666-2120

Contact the OSCAR Program Office
The OSCAR Program Office provides live support Monday - Friday 8:00 AM to 5:00 PM Eastern Time.

The OSCAR website is maintained by the Administrative Office of the United States Courts on behalf of the Federal Judiciary.
https://oscar.uscourts.gov
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