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Section 1 - Accessing NeoGov from Outside the Clerk’s Office

1. Open the Clerk’'s Office web site, www.pascoclerk.com, and click on the Career
Opportunities Quick Link.

Jed Pittman

Pasco County, Florida

E?Clerk of the Circuit Cou«t

General Information

Administration
Courts

Public Records
Finance
Customers

Thank you for using
pascoclerk.com

uic nks

Search Official Records

Traffic-Pay Online

Jury Excusals

Jury Postponement
Career Opportunities

Welcome to pascoclerk.com

1 H To Our Cuspfmers and Constituents,

It is pyf hope that you will find this
site o be an effective resource in
ojffaining the information you need.
Please continue to monitor this site
for many new services planned.

Your visit to the Clerk's web site is
greatly appreciated.

Best Wishes,

Jed Pittman

2. On the Career Opportunities web page click the ‘Click here’ link to begin creating

an account and application.
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J File Edit  Wiews Fawvorites Tools Help | .’,’
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» General Information CAREER OPPORTUNITIES
Administration Pasco County Clerk of the Circuit Court Current powered by
Overview Openings for Thursday, Mowember 30, 2006 NEOGOV
Clerk's Duties -
Human Resources Welcome to the Clerk of the Circuit ourt for Pasco
's j i i 1
Internal Audit County's job application process!
Management An e-mail address is necessary to applyfjon-line. If you
R e ey cdon't have one, you can_ sign up for Free e-mail at
L Hotmail, Yahoo!Mail or Excite. It tak@s only a few
Mission Statement minutes to registerl!
Business Principles
= If this is the first time vyou are usingvour online job
Volunteer Program application, yvou will need to create an account and
e select a Username and Password. Click here to create
et L our account
® Public Records ¥ )
= Finance After yvour account has been established, you can build
Bl Customers an application by clicking the "™ Create Application™
Thank you for wsine button. Your application can be saved and used to
e e apply for more than one job opening. -
=] ’T‘ Internet =

Proceed to step 7 to create your NeoGov account.
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Section 2 - Accessing NeoGov from Inside the Clerk’s Office

3. Steps 4, 5, and 6 only apply if you are a current employee of The Clerk of the
Circuit Court, Pasco County, and you are accessing the internal job listing from a
computer located within the Clerk’s Office. If you are not a current Clerk employee,
please proceed to step #7.

4. Open Office Net and click on ‘Info Links’.

— } = <
=7 JED PITTMAN E
"~ Clerk of the Circuit Couj B é‘ b £
Office Net
12/01/2006

Office Net Home Hello - 2 :
Welcome tgfOffice Net, the private website for use by the Clerk's office
staff, proyding a searchable phone list and a shared calendar.
Edit Profile The Clerlfs Newsletter was updated on: 11/30/2006 Check it out!
Vacation The lisff of Organization-Wide Events was updated on: 11/329 /2006 Click
Substitute . :
heredor details! Please check these events before scheduling any
megftings.

Phe Care Team Response Page was updated on: 11/30/2006 Click here
o read it!

You have no events scheduled for today.

5. Click on ‘In-House Job Listings’.

In-House Job MNeolov Mew Llser
Listings Guide Internal

6. To create an application prior to a posting, click the ‘application’ link.
CAREER OPPORTUNITIES

Pasco County Clerk of the Circuit Court Promotiongll Fowersd by

Openings for Friday, December 01, 2006 NEOGOV

THE FOLLOWING 1JOBS ARE OPEN ONLY TO CURRENT

EMPLOYEES OF THE CLERK OF THEJCIRCUIT COURT,
PASCO COUNTY.

If you would like to complete an application prior to a

position wvacancy being posted, please feel free to do
SO.
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Section 3 - Creating a NeoGov Account

7. Click on ‘Create Your Account Here'.

FGovernmentJobs
m Career Seekers

Are you registered?

To apply online for a position, please create an account HERE (reqistration is free), If you
have already created your Governmentlobs.com personal account, please login below,

Username:
Password:

Not Registered Yet?

8. Complete all fields. Current Clerk employees may use their Clerk’s email address in

the ‘Email Address’ field. Once all fields have been completed, click the ‘Save’
button.

FGovernmentJobs
[ Home [ 30b search | Career Seekers | _about Us | Post 2 Job | Employer Login.

Request New Job Seeker Account

Enter your account information:
Usaername I

use

Tip: Choose =2 Usermame that you can easily remember. You may

Email Address

Password I
Confirmm Password I
Password Hint I
Tip: If you forget your password, you can clickk on Lost Password and it

will be emailed to you.

I Save I I

9. Print this screen for your records. It contains the log on information you will need to
access your account. Click the ‘Login’ button.

[|

”GovernmentJobs

Thank you for registering with Governmentlobs.com. Your account is now active.

Username lynnhohhs
Email Johngpublic

Password jpublic@email.com
Password Hint 123abc

Street
Login |
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10.Log in using the username and password you just created. Click the ‘Login’
button.

~GovernmentJobs

Are you registered?

To apply online for a position, please create an account HERE (registration is fre<). If you
hawe already created your Governmentlobs.com personal account, please login below.

—

—

Login

Mot Registered Yet? Create Your Account Here!

1 Forgot My Password

11.Click the ‘Create Application’ button.

7GovernmentJobs

[ome [ yob search | about s | ilp | Logous
Welcome,

Help I Logoutl
Main Menu | Search Jobs |

Application Status |

Account

Create Application

Applications You've Created:
Name Date Created Modify
position.

Tip: You do NOT need to recreate a new application every time you're applying for a

Main Menu

| Search Jobs | Application Status

| MY Account | Logout

12.Create a name for your application and click on the ‘Create Application’ button.
~GovernmentJobs

[omo | 5ob sonrcr ETESRITH
bvelcome,

[ hielp | Logou |
Help |
Main Menu | Search Jobs | Application Status

Logout
My Account

Build New Application
To create an application, enter the name of the application in the box below and click the
"Create Application” button. Ke=sp in mind that yvou can create multiple applications, so

choose a descriptive mname for vour application like Educational Application or Accounting

Application Name (for
Lynn's -;|:-|:-I|-:at|-:-n|

YOour o

Create Application

| Search Jobs |

naad to recreate a new application every time you're applying for a position.
Main Menu

Application Status

MY Account

Logout
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13.All fields marked with *’ require that you enter information. Enter your information
and click on ‘Save & View Application’” when you reach the bottom of the page. It
is VERY important to move between pages using the buttons at the bottom of the
page. As you move forward using these buttons the information you have entered is
saved into your account.

If you have not entered required information or if you have not entered information in
the correct format, you will receive an error message. Simply correct the error and
click on the ‘Save & View Application’ button.

GovernmentJobs

[ Home [ sob search [ about us | Help [ Logout ]

Welcome, Help | Logontl
Main | Search Jobs | tion Status | My Account

Job Application » Profile

Cancel Sawve & View Application

Contact Information

Cancel | Sawve & View Application |

Tip: You may copy and paste information from WORD into the application. Remove any
special formatting prior to pasting, as the formatting does not transfer well.

14. Additional items can be added to each section by clicking the ‘Add..."” button. You
must include work experience for the last ten (10) years.

Job Application » Rewviews

- Reguired Field

Cormplete wour by scrollilma dow 9 mdding wour informat Yhen wou ane fnishod
e ting all oF vour InFormation (eoe e At s L gL A
Button below to continue.

eeseassee———a : 1

Personal Profile Edit Personal Brofile
rMarne John Public 123 Annys Street
Dade City, Florida 33525
Fpublicaenmail com
Email

(23sS) sSSsS-soss
o1/s01

wes, Florida P123-24S5-S55-789-0 Class =
ves=

Doctorate

$30.00 per hour; $50,000.00 per wear
rao

15.Click the Logout button at the top of the screen when you are finished working on
your application.

Welcome, John Puslic Logaut
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