Z

OSCAR

Online System for Clerkship Application and Review

OSCAR Law School Administrator Resources

Tip Sheets

. Manage Your Account

Update Your Law SChool Profile ...t ssse s e e s s s s s e s sme s ne s sme e s smenas 4
Certify YOUr Class RaANK........ccocceirerieessrscessssssssesssssssssssessssssssssssesssssssssssssssssssssssssessnssssssssnessnsas 8
Create @ NeW LSA ACCOUNT.......ccociiirinirsiesss s ssss s s s snsssas s s s snsssas s s sssnsssnssssssssssssasssnsanas 10
Manage Account User RiShES.........cccviccmircemrncrrssssrssseesssessssess s e s smesssnesssss s sssmssssssesssnsssnsnes 13
Change Account Usernames/PasSWOrAS.........cccucrirminsmmsssssssssssssssssssssssssssssssssssssssssssssssssssss 17
Update Account Security QUESEIONS.......cccuccceirciririrrrsserrssr e s s e s ssr e ss e s sme e s s e sssme e sssmeennas 20
ReVIEW YOUF LSA ACCOUNTS.....cciiiriirirrnssessssn s ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssenns 22
. Access Judge and Staff Attorney Office Information
Download the Judge AdAress File ... e 25
Download the Staff Attorney Office DireCtory .......cvcvrrccrrrcrrcrr e 27
Perform an Advanced Search for Judges and CIerkships .........ccecvrverrsemssmsssessssssssesssssanns 29
Perform an Advanced Search for Staff Attorneys........ccccvvccmrcscrscsess e s 32
Search by Clerkship or PoSition Status ........ccccccvvemirminserissssssssssssessses s ssssssssesssssssssssssssnsnas 35
Search by Participating vs. Non-Participating ........ccccvccreccrsccemrccrrs e 36
lll. Assist Applicants
Approve an Alternate Graduation Date ACCOUNt.........cccccceiecerecmrsesssesssee s s s ssenesnens 38
Perform an Advanced Search for Applicants .......cccccvccrrrrvrirnrcisennrnssers e sneeeeee 39
Share a Saved Search with Applicants.........ccoccvecmrriirrcsr e 41
=Y Y L=TR= 1o AN o o] o= 1 f Lo 10 43
o [y = I o o] 171 o Lo o R 45
oY= o Lo I8 X0 F= VLI o 3072 o o1 1 o= T | - 48
Mark an Applicant as Unavailable or Deactivate the Acocunt ..........ccoocceerrrcccrrrccceennnns 52

IV. Assist Recommenders

Fill Individual Recommendation REQUESTS.........cccvrecrrrcmrrrsersser e ssseesssse e s e s s ess e s sssnes 56
Create a Recommender ACCOUNT .......cccciiiminsmnsinsss s s sss s s s s s s sssssssssssassssnsnns 62
Edit a Recommender ACCOUNT .........ccovcrircerrrsrrssse s ssrssssnessss e ss s e s smessssnessssnesssmesssasesssnsesnsnes 64
Delete a Recommender ACCOUNT ..o s s s s s s sssn s snn s 66
Send Email to RECOMMENUENS.........ooiceicercircecrrcrre s s s s sse s n s sne s e s sn e s snessnnnnnnenns 68

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



mailto:oscar-support@ao.uscourts.gov
http://www.oscar.uscourts.gov/

OSCAR

e Online System for Clerkship Application and Review

IV. Assist Recommenders (Continued)

Block Evites Emails to Recommenders..........ccciviminnninninmssnnss s ssssssssssens 72
Change Email Notifications for Faculty Recommenders..........cccccuvmirmrnsnssenisnsssenssessssnnns 74
Resend an Evite to Your RECOMMENMErS ........cocccmiciminsiminsinismrn s sms s smessses 76
Prevent Faculty Recommenders from Being Archived..........cccovvmrricmrccinsccenssenscccensne, 80

V. Additional Features

Log in as Another User ("Wear the Hat").......cccocccmircimrcsemrssemnssee s s ssssesssss s s e ssssmessses 83
T T 2 T= ¢ Yo T S 85
Create and Save Emails for Future USe.......c.cccuccrrcmrrmrcsinssecssessssessseesssssssessssssssssssesssnessssnnns 20
Clean Up Your Saved System Emails.........cccoovvimriiniiinncscinncenrssernrc s ses e s seeennne 93
Use the Recommender IMpPort TOOI.......ccccccvirciminirmnssesrssrs e s s s sssse e s e s sesessss e sssmsesssmesnsas 96
About the Law School Master Recommender Directory .......cccocvccmriicmrcccinncsnssienscseennnne 101

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

Z

OSCAR

Online System for Clerkship Application and Review

I. Manage Your Account

Update Your Law SChool Profile ...t s 4
Certify YOUF Class RANK....c.cui it sese s s s s s s s s s ms e s ms e s s sns s s s ssme e e ssssmn e s s s smnennens 8
Create @ NEeW LSA ACCOUNT.......cocciiirisrirnrssersssnssn s ssss s s s ssss s s s sns ssnsssnsssnssssnsssssssnsssnnsnns 10
Manage Account USEr RINES.....cccccccvrvcmrniirrrserrrrrsrs s e rss s rssss e s seessss e sssssesssmsessssssssnsesssnsessnes 13
Change Account Usernames/PasSWOrAS.........cccceirmrrnemssnisssmsssssssssssssssssssssssssssssssssssssssssssns 17
Update Account Security QUESLIONS........ccovicceiiiicieirrrse e s e sn e e ame s 20
ReVIEW YOUF LSA ACCOUNTS.....ccciiiiriierisrissnsssensssnsssnsssesssanssnsssnssssssssssssssssssssssssssssssssssssssnsssnnanas 22

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

Z

OSCAR

Online System for Clerkship Application and Review

Update Your Law School Profile

About Law School Profiles in OSCAR

Law school administrators (LSAs) maintain a career office profile in OSCAR to provide applicants from
their schools and LSAs from other schools with a point of contact. Applicants from your school can access
this information under their “My Career Office” tab in OSCAR, and LSAs can run a report displaying a list
of law school career offices. Please be sure to update this profile regularly so that your
applicants will have the best information possible.

The Law School Profile also permits you to copy/paste a URL (website address) into OSCAR that will give
judges and staff attorney offices information about your law school (e.g., grading system, class rank, etc.).
Your law school profile link will appear on the applicant’s background information sheet, the first page
generated in the OSCAR application packet. The OSCAR Program Office encourages law schools to use the
NALP Directory of Law Schools (NDLS) website, which provides a summary of relevant information about
the grading system, class rank policies, enrollment, and other academic information for each law school,
and provides consistency in the information that the judges are viewing for each law school.

I. Update Name and Point of Contact Information

1. Under Tools in the main navigation menu, select Law School Profile.

KI'OOLS REZOURCES HELl:N

Recommender Import
Email Messages
Class Rank Certification

Law School Profile

Reportin |
X /

2. Complete all required fields in the profile, beginning with Office Name and Law School
Website (see II. Enter a Link to Your NALP Profile).

Law School Profile

Law School Name: Other
Office Name™: OSCAR Program Office
Law School Website@': http:/fwenee nalplaws choolsanline.

Contact OSCAR
oscar-support@ao.uscourts.gov
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3. Enter the information in the remaining fields: Address, Point of Contact, Phone, and Office Email.
4. Click Save And Exit to complete the profile.

‘ Save And Exit | | Cancel ‘

Il. Enter a Link to Your NALP Profile

If you wish to include a link to your profile page on the NALP website, follow the instructions below. This
link will be included on the first page of the full application packet available to judges/staff attorney
offices. Alternately, you can enter a link to your law school website.

1. Navigate to the NALP website at www.nalplawschoolsonline.org.
2. Search for your law school using the search fields on the landing page, then click Search.

na I p We advance fow careers Search & Compare - For Law Schools

SEARCH)COMPAREIOR SR —

CREATEIREPGRIS ci ' '
State/Province: Select one v

Get started here to search for law schools! The Number of Students Enrolled: M [ Mac[ ]

NALP Directory of Law Schools has long been Fields of Study - LL.M. Degrees: |

the most trusted legal career resource, and with Fields of Study - Joint Degrees: |

this redesign the NALP Directory of Law Schools

Journals [

is even better than ever. Use the search area to

|
|
Clinical Course: [ ]
|
|

Areas of Practice (Jurisdictions) |

the right to begin your search.
ociDats ::O

3. Click on the link for your law school, listed in the search results.
4. Copy and paste the link into the Law School Website field of your Law School Profile (detailed
in Section I).

Law School Profile

Law School Name: Other
Office Name”: OSCAR Program Office
Law School Website@': hitp: /ey nalplawschoolsanline

Contact OSCAR
oscar-support@ao.uscourts.gov
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5. Click Save And Exit to complete the profile.

‘ Save And Exit | | Cancel ‘

lll. Update Law School Dean Tab

1. Under Tools in the main navigation menu, select Law School Profile.

TOOLE « EESOURCES - HELP

Recommender Import

Email Massages

Class Eank Cartification

=

Law School Profila

Eeportin i
RS o

2. Click the Law School Dean tab and click Edit to access the form.

Recommender Import | Email Messages || Class Rank Certification || Law School Profile || Reporting

Law School Profile | Law School Dean )

aw school dean contact information below. The OSCAR program uses this information when it is necessary to ©

3. Complete all required fields.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
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Law School Dean

, . .
Dean's Name™: Laura Simon

Dean's Address™:
Address #1

Street™:
Thurgood Marshall Federal Judician

City™:
Washington

State/Territory™:
District of Columbia -

Zip™:
22504

Dean's Phone Number™: 202 -502 -3211  Exension (optional)

Dean's Email Address™: oscar-support@ao.uscourts.gov

Save | Delete | | Cancel.]

4. Click Submit to complete and exit the profile.

Contact OSCAR
oscar-support@ao.uscourts.gov
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Certify Your Class Rank

About the Class Rank System in OSCAR

Note: The class ranking system in OSCAR is set by the OSCAR Working Group of judges and law school
representatives.

When registering for an OSCAR account, it is required for applicants to select their class rank. To ensure
accuracy of this, OSCAR law school administrators (LSAs) must certify the class rank system for their law
schools. Once this is set, applicants from your law school will only have access to the selected class rank
system in OSCAR.

If your law school does not provide rankings, select Does Not Rank. Applicants from law schools that do
not rank will not be able to select any option other than School Does Not Rank when they create their
profile. To ensure equitable treatment of applicants from schools that do not rank, OSCAR is configured
so that a search on any percentage ranking will return all applicants from those schools. These applicants
will be identified in a search result by the words School Does Not Rank in the class rank column.

If your school does rank, select Ranks. Applicants must select their class rank from a pull-down menu
that includes options in 5% increments from 5% to 50%, 50% and below, and the selection Not Yet
Ranked. If your school has a partial ranking system, select Partial Rank. Applicants will have the option
of selecting their class rank percentage, Not Yet Ranked, or I Am Not Ranked. Ranked applicants from
schools that partially rank will be returned with a search on a percentage ranking; unranked students will
not (although they will show up in other types of searches). Additionally, some students from schools that
rank or partially rank may not yet have an official class rank. These students will not appear in the results
by searches by class rank and will be identified in the results of other searches by the words Not Yet
Ranked.

1. Under Tools in the main navigation menu, select Class Rank Certification.

/T_ DOLE -+ EEROUECES HELF‘\ L

Recommender Import
Email Messages
Class Rank Certification

Law School Profila @ |

"l Reporting

= 4

Contact OSCAR
oscar-support@ao.uscourts.gov
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8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

OSCAR

Online System for Clerkship Application and Review

2. Select your class rank system by selecting one of the options provided: Does Not Rank, Ranks,
or Partial Rank.

Does your school provide class rankings for law students?
“) Does Mot Rank
@ Ranks
! Partial Rank

3. Click Update to set your class rank system.

Update

4. OSCAR will display a pop-up box asking, “Are you sure you wish to update the
certification?” Click OK to complete the process.

Are you sure you wish to update the certification?

(8] l l Cancel

Contact OSCAR
oscar-support@ao.uscourts.gov
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Create a New LSA Account

As a law school administrator (LSA), you can create new LSA accounts for members of your law school’s
staff. This will allow you to more effectively manage OSCAR functions and address applicant and faculty
recommender issues.

1. Under Accounts in the main navigation menu, select School Admin Users List.

[ ACCOUNTE -« TOOLS R.ESDUR& g

My Account

School Admin Users List

ﬂrchiv{eha School Admins

2. Click the Add New button.

School Admins

Wy Acocount || School Admin Users List Archived School Adminz

+ Add New !

T

3. Begin filling out the required fields (marked with a red asterisk).

Notes:

e Click Yes under “Receive Emails on New & Pending Requests” to be notified of new and
pending requests for letters of recommendation sent to your faculty recommenders. The LSA
will continue to receive these notifications even if the recommender sets up their account not
to receive them.

e Ifyou have already designated an administrator to receive CCs for all recommender emails,
leave the “CC on Recommender Emails” field blank. Set the “Receive OSCAR Notification
Emails” and “Receive Emails on Automatically Filled Recommendation Requests” fields to
Daily or Weekly for the LSA to be kept updated on newly posted clerkship positions and
auto-filled recommendation requests.

Contact OSCAR
oscar-support@ao.uscourts.gov
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School Admin Infermation

[) Sawve & Exit ] [) Save ] [ x Cancel Changes ]

School Admin

First Name: Enter First Name

Last Name: Enter Last Name

Email*: Enter Email Address

Phone': - - Extension (optionaly:

CC: on Recommender Emails: ACC ofthe email sentwhen a student (frarm this administrator's) schaal regud

systerm will be sentto thiz address.
ROTE: Ifyau have already designated an administratar to receive co's for all re

Receive Emails on New & Pending  Select"yes" to continue receiving ermail notifications after the recommender h
Reqquests': pending recommendation requests.

O ez © Mo
Receive OSCAR Notification Emails: @ paily © Weekly © Newer

Preferred States:
[fyou would like to limit notifications to specific states, please select bhelow, Ot
Mote: To make maore than one selection, use the CTRL key and click on the ite

Alabama -
Alaska

Arizona

Arkansas

Armed Forces -

Receive Emails on Automatically

; L O Daily © Weekly © Mever
Filled Recommendation Requests:

4. Click Save. OSCAR will display the two tabs for the new LSA’s account: School Admin
Information and Account.

(School Admin Information || Account )
x Cancel

School Admin

First Name: Tip Shezt

FRRC S E s S e et

Contact OSCAR
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5. Click on the Account tab and then click the Edit button.

Schoal Admin Informatio

Account

6. Enter login information (username and password) and assign user rights.

bl Actmers nformesbion Accaunt

Account

Account Information
Enter all information as completely as possible

Username Enter Usemame
Enter usernare

and password, Passworsd: Enter Password

Verify Password: Verify Password

User Rights " Aderinistrator

Edit Law School Admins

. . it Shdent Seeonind

Assign user rights Edit Student Accounts
lewvel {see appendix). Read-Only

Recommenders Only

i_i Cancel Changes |

7. Click Save & Exit to complete.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
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Manage Account User Rights

LSAs can have various levels of user rights assigned to each account depending on the type of tasks they
need to perform in OSCAR.

To manage the user rights for each LSA account:

1. Under Accounts in the main navigation menu, select School Admin Users List.

'ES « ACCOUNTS - TOOLS RESOURCES

My Account

School Admin Users List

Archived School Admins

2. Click on the last name to view the account you wish to manage or click Add New.
3. Click the Account tab.

%" | Demo, Demo

ad

School Admin Information| @

@ | Cancel |

School Admin
First Name: Demo
Last Name: Demo

4. Click Edit.

Schoaol Admin Information Account

Account

Contact OSCAR
oscar-support@ao.uscourts.gov
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Account Information

Enter all information as completely as possible.

Username™:
Password:

Verify Password:

User Rightsij*: Administrator
Edit Law Schoal Admins
Edit Student Accounts
Read-Cnly
Recommenders Only

5. You can now select the user rights of your choice. There are five user rights that can be assigned to
the user (descriptions of each level of user right are provided in the section below):

@)
@)

@)
@)

Administrator

Edit Law School Admins
Edit Student Accounts
Recommenders Only
Read Only

6. Click Save & Exit when complete.

User Right Descriptions

Administrator

The Administrator system rights give a user full access to the system to perform the following

functions:

Monitor and manage the applicants and recommenders from the law school

Issue and change applicant and recommender passwords and usernames

Issue logins and passwords to law school staff and assign system rights

View applicants, edit their accounts, upload documents, and submit applications on their behalf
View judge list

View staff attorney office list

Upload recommendation letters

Download judge address list

Download staff attorney office address list

Build reports

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
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Create system emails

Upload/edit the Master Recommender Directory
Certify class rank and create law school profile
Login as applicants and recommenders

Note: Only the Administrator has the system rights to run reports, update law school profile, upload the
Master Recommender Directory, and certify class rank. The Administrator can designate other users in
each of the remaining categories.

Edit Law School Admins
The Edit Law School Admins (LSAs) category allows the user to perform the following functions:

Add/edit/remove/deactivate LSA accounts
View applicants

View recommenders

View judge list

View staff attorney office list

Download judge address list

Download staff attorney office address list
Build and edit applications

Delete applications

Perform advanced searches

View judge information

Edit Students Accounts

The Edit Students Accounts category allows users to perform the following functions:

Create/edit/remove student (applicant) accounts
Upload application documents

Create/choose recommenders

Submit applications on behalf of an applicant
View recommenders; “wear the hat”/log in as recommender
View judge list

View staff attorney office list

Download judge address list

Download staff attorney office address list

View school administrators

Upload recommendation letters

“Wear the hat”/log in as applicant

Read Only

The Read Only category allows users to perform the following functions:

e View recommenders list/export pending recommendations list to Excel to print reports
e View applicants list, profiles, documents, and applications

Contact OSCAR
oscar-support@ao.uscourts.gov
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e View judge list and profile
e View staff attorney office list and profile
e View school administrators

Recommenders Only

The Recommenders Only category allows users to perform the following functions:

e View all recommenders; login as capability
¢ Upload recommendation letters

Note: Does not have the ability to delete faculty or non-faculty accounts.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Change Account Usernames/Passwords

Law school administrators can reset their own passwords as well as the usernames and passwords of other
law school administrators. Both procedures are detailed below.

Reset Your Password

1. Under Accounts in the main navigation menu, select My Account.

/ ACCOUNTS « TOOLE RESDUR& g

My Account

School Admin Usars List

Archived School Admins

2. On the Main tab, enter your current password and new password following the password
requirements provided in the yellow box above.

My Account School Admin Users List Archived Schoal Adming

Main Security Questions

Your password must contain:
© At least 8 characters (20 maximum)
o Afleast 1 number
o Afleast 1 lower case letter
o Atleast 1 upper case |etter
o Afleast 1 special character (i.e., %, &, % # and @)
o Mo spaces

Change Password

Change Password

Current Password™:
New Password™:

Repeat New Password™:

Change Password

Contact OSCAR
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3. Click Change Password to finalize the password change.

My Account School Admin Users List Archived Schoal Admins

Main Security Guestions

() vour passward must contain:

Atleast 8 characters (20 maximum)

At least 1 number

At least 1 lower case letter

Al least 1 upper case letter

Atleast1 special character (e, %, & * # and @y
Mo spaces

Change Passwori |

Change Password

Current Password*:

New Passworid*:

Repeat New Password®:

Reset Username/Password for Law School Administrators

1. Under Accounts in the main navigation menu, select School Admin Users List.

[ ACCOUNTE -« TOOLS R.ESDUR& g

My Account

School Admin Users List

ﬂrchiv{eha School Admins

—

2. Click the last name of the user or the view icon (qu ) for the user whose login information you
wish to reset.

3. Click the Account tab, then click the Edit button.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Schoal Admin Infarmation @.

Account

4. Change the username and/or password.
5. Click the Save & Exit button.

Note: OSCAR will not send an automatic notification of the change.

Contact OSCAR
oscar-support@ao.uscourts.gov
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Update Account Security Questions

1. Under Accounts in the main navigation menu, select My Account.

ACCOUNTS - TOOLS RESOURCES

School Admin Users List

Archived School Admins

2. Click the Security Questions tab.

=] My Account

My Account | School Admin Users List | Archived School Admins

Main { Security Questions |)

3. Select 3 questions from the drop-down menu and provide your answers.

Security Question 17 What is the name of the city/town where you were born? | = |

Answer*: "y

What is the name of the )
What was the name of the street on which vou grew up? @

Security Question 2*: ]
What was your high school mascot?

What is your favorite sports team?

Answer™:
Who is your favorite author?
Security Question 3*; What was the make of your first car?
What iz the narme of vour favorite book?
Answer™: VYihat is vour father's midde name?
What is your mother's midde name?
What was the last name of your best childhood friend?
m Who iz your al-ime favorite movie character?

Contact OSCAR
oscar-support@ao.uscourts.gov
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4. Click Save.

Security Questions

To help remember and protect your password, supply some personal "hints" by selecting three different security quest
OSCAR account using our automated account resetting toal. Mofe: Answers are nof case sensifive.

Security Question 1™ What is the name of the city/town where you were born? ~
Answer™: DC

Security Question 2*: What is your mother's middle name? v
Answer”: Smith

Security Question 3" What is your father's middle name? -
Answer™: Frank

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Review Your LSA Accounts

Managing the LSA accounts for your law school is a crucial part of yearly housekeeping in OSCAR.
Occasionally, accounts will remain active beyond the initial account holder’s term of employment or be
passed down to other users without updating the username and password (a practice the OSCAR Program
Office discourages). In both these situations, the previous account holders can continue to access OSCAR,
which can pose a threat to our information security. To prevent unauthorized access to the system, please
review your LSA accounts on at least a yearly basis and delete any inactive accounts. When a new staff
member requires an account, please create a new one (see Create a New LSA Account).

1. Under Accounts in the main navigation menu, select School Admin Users List.

'ES + ACCOUNTS - TOOLS RESOURCES

My Account

@ Admin Users@

Archived School Admins

2. OSCAR will display all current school admin users. Please review the names and email addresses
associated with the accounts listed and delete any outdated or unused accounts. To begin, click on
the last name.

qu B’ ﬁ Dem? Cerno
QEE

dfcf dfd

an B’ ﬁ LSA Adrinistrator
Icﬁ B 9 LSA Edit Student Accounts

q.j Q ﬁ LSA Recommender Only

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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3. On the School Admin Information tab, click Edit.

‘ School Admin Information [ Account

% ‘ Cancel |

4. After reviewing the account information, click the Delete Record button if you wish to delete
the account.

=] Demo, Demo

‘ School Admin Information [ Account

@ Delete Record | Cancel Changes

5. OSCAR displays a pop-up warning. Click OK to continue and permanently delete the account.

Are you sure you want to delete this Law Schoal Admin? This cannot be undone.

(8] l l Cancel

Repeat this process as necessary for all accounts.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Il. Access Judge and Staff Attorney Office Information

Download the Judge AdAress File ........ccooiciiimiiiieinincieiennssere s ssns e ssme e s ssssms e s ssssmseenens 25
Download the Staff Attorney Office DIireCtory ........ccccircirsmnsninsnis s 27
Perform an Advanced Search for Judges and Clerkships ........cccocvvcrnrivirinnnsseennnsseennnnnes 29
Perform an Advanced Search for Staff Attorneys.........cccccvevmnvminsinsnsssssnsss e 32
Search by Clerkship or PoSition Status ........cccccccimriiiininnisinerr e rsss e ssss s s ssssssessssnns 35
Search by Participating vs. Non-Participating ..........cccccvecinimnimiccnnnsssssssnsse s ssnssenas 36
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Download the Judge Address File

About the Judge Address File

OSCAR provides a feature that allows law school administrators to download a judge address mailing list
into an Excel spreadsheet. This feature will allow you to maintain an electronic file and create mailing
labels for judges accepting paper applications. The file contains the following data fields:

Last Name Application Method Chambers Profile

First Name Address Line 1 Additional Chambers
Middle Name Address Line 2 Information

Generation Address Line 3 Date of Appointment

Circuit Code Address Line 4 Judge Law School

District Code City Judge Undergraduate School
Type of Judge State Date Profile Modified

Court Zip Code

Hiring Practices Mailing Address

Note: Some of the information that is made available via the United States Directory is sensitive.
Therefore, the law school administrators having access to this electronic information are asked to use
reasonable caution to ensure against redistribution of this data.

1. Click Judges in the main navigation menu.

2. Under the Judges List, perform a basic or advanced search if you want to narrow down the list
of judges using the search criteria of your choice. You can also export the entire judges list.

HOME + APPLICANTS -« EECOMMENDEES + JUDGEsS - STAFF A

=j= Judges

Judge List Lovanced Search

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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| BASIC SEARCH

Keywords Participating Judgesin (@) ves ) Mg @ Ignaore
Searches for a match on judge name, city, hiring practices, and chamhbers information. OscAR
Term Start Year -
Clerkship Pesition Ol awvailable [ Expired I Filled [l Mone ] Archived
Sats Post/Last Modified Date -
Clerkship Type. @ Term Law Clerk-Chambers - for Open Positions
Career Law Clerk-Chambers L Post/Last Modified Date -
Temporary Law Clerk-Chambers 3 for Closed Positions
Pro Se Law Clerk
Death Penalty Law Clerk -

MNote: To make moare than one selection, use the CTRL key
and click on the itemns.

Application Method [Tl anline (recommended) [l Pager [Z] E-mail

Judge Types -

= = Judges

[I’ Addvanced Search

| Judge List

3. Under the Batch Options, select Save As Excel.
4. Select from the available options:
o Entire List will create an Excel file with all the judges on the list.

o Selected Items will create a file with only those judges you have selected (by checking
the box next to their names).

o This Page will create a file with only those judges on the currently displayed page.

Batch Options

Save As Excel =

Entire List
Selected Items
This Page

nited States District Court

5. A pop-up window will appear with the option to Save your selection as an Excel file.

6. You can then name your file and save it to your computer.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Download the Staff Attorney Office Directory

About the Staff Attorney Office Directory

OSCAR provides a feature that allows law school administrators to download a staff attorney office
address mailing list into an Excel spreadsheet. This feature will allow you to maintain an electronic file
and create mailing labels for staff attorney offices accepting paper applications. The file contains the
following data fields:

Circuit Name Street Mailing Address

Circuit Code City Office Profile

Court State Additional Office Information
Application Method Zip Code Date Profile Modified

Note: Some of the information that is made available via the United States Directory is sensitive.
Therefore, the law school administrators having access to this electronic information are asked to use
reasonable caution to ensure against redistribution of this data.

1. Click Staff Atty Offices in the main navigation menu.

EZ |+ STAFF ATTY OFFICES ¢f 5CH

2. Under the Staff Attorney Offices Tab, perform a basic or advanced search if you want to
narrow down the list using the search criteria of your choice. You can also export the entire list.

== ] Staff Atty Offices

| Staff Attorney (ffice

I Advanced Search |

3. Under the Batch Options, select Save As Excel.

Batch Options

Zave Az Excel «

Entire List
Selected tems
This Page

T ]

4. Select from the available options:

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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o Entire List will create an Excel file with all the staff attorney offices on the list.

o Selected Items will create a file with only those staff attorney offices you have selected
(by checking the box next to their names).

o This Page will create a file with only those on the currently displayed page.

5. A pop-up window will appear with the option to Save your selection as an Excel file.

6. You can then name your file and save it to your computer.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Perform an Advanced Search for Judges and Clerkships

OSCAR's advanced search function permits you to perform searches for clerkship positions using very
specific criteria. You may, for example, want to see as broad a spectrum as all the clerkships listed by
district judges, or you may want to narrow your search significantly and view only those clerkships posted
by judges in the U.S. Court of Appeals seeking applicants who graduated in the top 10% of their class.

1.

2.

Under Judges in the main menu, click Advanced Search.

At the top of the advanced search form, you have the option to save your search criteria for future
use or to use a previously saved search (if available). To save your search criteria, enter a
descriptive name in the Label field and check the Save as New Search checkbox. To use a saved
search, select it from the drop-down menu. Note: This does not save the results of the search,
just the criteria selected.

OSCAR allows you to save your search criteria to use at a later date.
Label: - Save as New Search

Begin selecting your advanced search criteria. First, determine whether to use And or Or logic
for your search. You can narrow a search by clicking And in this field or broaden a search by
clicking Or. A search for Circuit Judge And 1-Year clerkship term will yield only those judges
who meet all of those criteria. A search for Circuit Judge Or 1-Year clerkship term Or Available
clerkship position status will yield judges who meet any of those criteria. Note: OSCAR defaults
to an And search if no selection is made.

Andior®;

Select your search criteria. You can search by the following parameters:
Note: Some fields (e.g., Application Method, Circuit Code, etc.) allow you to select multiple
selections by holding down the CTRL key.

e And/Or (determines search logic) e  Minimum Number of Years of Law School
Requi
e Recommendation and Reference Grades Required
Requirements e Interview Methods Accepted
¢ Keywords (judge name, city, hiring e Bar Admission(s)
practices, and chambers information) City

Law Review Preferred (Y/N . . . .
* aw Review Preferred (Y/N) e Prior Judicial Clerkship Experience

e Participating in OSCAR (Y/N) (Preferred/Required)

e  Other Journal Preferred (Y/N) e  States/Territories

e Hiring Practices (Y/N) e Specialized Work Experience

e Moot Court Experience Preferred (Y/N) e Specialty Court

e Application Method e Legal Work Experience Post-Law School
(Preferred/Required)

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Court
Class Rank Preferred
Circuit Code

Post/Last Modified Date for Open
Positions

District Code

Post/Last Modified Date for Closed
Positions

Judge Type

Term Start Month/Year

Date of Appointment (Month/Year)
Application Open Date

Law School
Application Close Date
Undergraduate School

Chambers Profile (Do Not Contact
Chambers/Has Only Permanent Clerks)

Clerkship Type

Career Clerks

Clerkship Position Status
Temporary Clerks

Clerkship Term

Additional Chambers Information

Number of Recommendations Required

Note: For applicants from law schools that do not rank, OSCAR has been configured so that a judge
searching for applicants by percentage ranking will return all applicants from these schools. These
applicants will be identified in a search result by the words School does not rank in the class rank column.
A few law schools rank only a portion of their students. Ranked students from those schools will be
returned with a search on a percentage ranking; unranked students will not (although they will show in
other searches, e.g., by law school). Unranked students from those schools will be identified in a search
result by the words Student is not ranked in the class rank column. Additionally, some students from
schools that rank or partially rank may not yet have an official class rank. These students will not appear
in the results by searches by class rank and will be identified in the results of other searches by the words
Not Yet Ranked.

5. After selecting the desired search criteria, click Submit to begin the search. If you return to the
Advanced Search screen to perform another search, use the Clear button to remove your
previous selections.

Q Subimit

Clear )

6. OSCAR will take you to a new Search Results tab to view your results.

b Judges

Judge List Advanced Sear

Search Resulis

Note: These results will only be available for the time you are logged into OSCAR or until you
conduct another search.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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7. If you wish to save the information from your search beyond the current login session, you can
use the Batch Options menu to save the search results to an Excel file. To save you results as an
Excel spreadsheet:

o Go to the Batch Options menu and click on Save as Excel.
o Select from the available options:
= Entire List will create an Excel file with all the judges on the list.

» Selected Items will create a file with only those judges you have selected (by
checking the boxes next to their names).

= This Page will create a file with only those judges on the currently displayed page.

Judge List Advanced Search Search Results

Batch Options

Save As Excel «

Entire List =

Selected rtem@. LS

This Page

United

LFEY Circuit Judge A

8. A pop-up window giving you the options of Open, Save, or Cancel will appear.

o Ifyou select Open, you can view the list of judges in Excel and save the file to your
computer or print the file.

o Ifyou select Save, the Save As screen appears and you can name your file and save it to
your computer.

o Selecting Cancel will abort the operation.

F b Bamcioad. @]

ey

Do you want to open or save this file?

L‘@ j MName: list_|satest.xls

Type: Microsoft Office Excel 97-2003 Worksheet, 21.0KB
Frarm: oscar,uscourts.goy

DOpen l [ Save ] [ Cancel

Always aszk before opening this type of fils

harm your computer. 1f you do nat trust the zource, do not open ar

" 'il “While files from the Internet can be useful, some files can potentially
L
= zave this flle, Wwhat's the risk?

9. Your search results will now be available/saved in Excel file format.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Perform an Advanced Search for Staff Attorneys

OSCAR's advanced search function permits you to perform searches for staff attorney positions using very
specific criteria. You might want to see as broad a spectrum as all the positions posted after May 30, or
you might want to narrow your search significantly and view only those positions posted by staff attorney
offices west of the Mississippi seeking applicants who graduated in the top 10% of their class.

1. Under Staff Atty Offices in the main menu, click Advanced Search.

STAFFATTY OFFICES SCHOQT

I,

Staff Attorney Offices

Advanced Search

b, F,
— ——

2. At the top of the advanced search form, you have the option to save your search criteria for future
use or to use a previously saved search (if available). To save your search criteria, enter a
descriptive name in the Label field and check the Save as New Search checkbox. To use a saved
search, select it from the drop-down menu. Note: This does not save the results of the search,
just the criteria selected.

OSCAR allows you to save your search criteria to use at a later date.
Label: - Save as New Search

3. Begin selecting your advanced search criteria. First, determine whether to use And or Or logic
for your search. You can narrow a search by clicking And in this field or broaden a search by
clicking Or. A search by circuit code And 1-Year position term will yield only those offices who
meet all of those criteria. A search by circuit code Or 1-Year position term Or Available position
status will yield offices who meet any of those criteria. Note: OSCAR defaults to an And search if
no selection is made.

Andiore:

4. Select your search criteria. You can search by the following parameters.
Note: Some fields (e.g., Application Method, Position Status, etc.) allow you to select multiple
selections by holding down the CTRL key.
e And/Or (determines search logic) e Application Method (searches for on-line,
e Bar Admission(s) paper, and email)
e Keywords (search on a circuit name Specialized Work Experience
or a specific city) Interview Methods Accepted
e  Prior Judicial Experience Preferred Legal Work Experience Post-Law School

City

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Other Journal Preferred

Circuit Code

Class Rank Preferred

Position Status (search for available,
filled, expired, none, and/or
archived positions)

e Post/Last Modified Date for Open

Career, and/or Temporary position term
lengths)

Post/Last Modified Date for Closed
Positions (search for clerkships closed
and/or modified 1 Day Ago, 7 Days Ago, 30
Days Ago, or 60 Days Ago)

Number of Recommendations Required

Positions (search for clerkships e Term Start Month/Year
opened and/or modified 1 Day Ago, e Law Review Preferred
7 Days Ago, 30 Days Ago, or 60 e Application Open Date
Days Ago) e Moot Court Experience Preferred
e Position Term (searches against 1 e Application Close Date
Year, 2 Years, 3 Years, 4 Years, ¢  Minimum Number of Years of Law School
Grades Required

Note: For applicants from law schools that do not rank, OSCAR has been configured so that a staff
attorney office searching for applicants by percentage ranking will return all applicants from these
schools. These applicants will be identified in a search result by the words School does not rank in the
class rank column. A few law schools rank only a portion of their students. Ranked students from those
schools will be returned with a search on a percentage ranking; unranked students will not (although they
will show in other searches, e.g., by law school). Unranked students from those schools will be identified
in a search result by the words Student is not ranked in the class rank column. Additionally, some
students from schools that rank or partially rank may not yet have an official class rank. These students
will not appear in the results by searches by class rank and will be identified in the results of other
searches by the words Not Yet Ranked.

5. After selecting the desired search criteria, click Submit to begin the search. If you return to the
Advanced Search screen to perform another search, use the Clear button to remove your

previous selections.
Q Submit EIem)

6. OSCAR will take you to a new Search Results tab to view your results.

[£= ] Staff Atty Offices

Staff Attorney Offices Advanced Search Search Results

Batch Cptions

Save As Excel v

Entire List
Selected ltem \

This Page
i

United States Court of Appeals,
First Circuit

Boston

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Note: These results will only be available for the time you are logged into OSCAR or until you
conduct another search.

7. If you wish to save the information from your search beyond the current login session, you can
use the Batch Options menu to save the search results to an Excel file. To save you results as an
Excel spreadsheet:

o Go to the Batch Options menu and click on Save as Excel.
o Select from the available options:
= Entire List will create an Excel file with all the judges on the list.

= Selected Items will create a file with only those judges you have selected (by
checking the boxes next to their names).

= This Page will create a file with only those judges on the currently displayed
page.
8. A pop-up window giving you the options of Open, Save, or Cancel will appear.

o Ifyou select Open, you can view the list of judges in Excel and save the file to your
computer or print the file.

o Ifyou select Save, the Save As screen appears and you can name your file and save it to
your computer.

o Selecting Cancel will abort the operation.

Do you want to open or save thiz hile?

L@ Mame: list_|satest.xls

et Type: Microsoft Office Excel 97-2003 Worksheet, 21,0KE

From: oscar.uscourts, gow

Open ] [ Save ] [ Cancel

Always ask before opening this type of file

harm pour computer. If you do not trugt the zource, do not open or

P gl YWhile files from the Intemet can be uzeful, zome filez can potentialy
b
= zave thiz file, What's the rigk?

9. Your search results will now be available/saved in Excel file format.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Search by Clerkship or Position Status

OSCAR provides you with a variety of ways of searching the Judges List tab and Staff Attorney
Offices tab. Two particularly important search parameters are Clerkship Position Status (Judges
List) and Position Status (Staff Attorney Offices). These filters allow you to define whether you are
searching for Available, Filled, Expired, or Archived positions, or for those judges or staff attorney offices
with no positions posted (None). You can easily execute this search using the Basic Search box on the
Judges List or Staff Attorney Offices tab. The procedure is identical when searching either tab, so this tip
sheet will take the Judges List tab, which is far more extensive, as its example.

1. Navigate to Judges (or Staff Atty Offices) in the main menu and click Judges List.

JUDGES STAFF ATTY OF]

Judges List {Ij ‘

2. Onthe Judges List, scroll down to the basic search area. Select the criteria next to Clerkship
Position Status (Available, Filled, Expired, None, and/or Archived).

Clerkship Position Status @Pﬁfailable CIFilled DE}{pired [T Mane Dﬁ.rchiu@

3. Click the Apply Search button.

Apply Search

4. The Judges List tab will now display only those judges who meet the select criteria.

5. If you wish to execute a new search, click the Clear button to reset the search
parameters. Note: The Clear button is only visible after a basic search has been made.

Apply Search
¥

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Search by Participating vs. Non-Participating Judges

OSCAR provides you with a number of ways of searching the Judges List. One search you might want to
run with some frequency is whether a judge is participating in the OSCAR program (i.e., maintaining a
profile, posting positions, and/or accepting applications in OSCAR).

To search for participating vs. non-participating judges:

1. Navigate to Judges in the main menu and click Judges List.

JUDGES STAFF ATTY OF]

Judges List {Ij ‘

2. Under Basic Search, select No, Yes, or Ignore for Participating in OSCAR.

Note: Choosing Ignore will return a list of all judges, both participating and non-participating.

BASIC SEARCH

Participating Judges in
OSCAR

Keywords @ ves O

Searches for a match on judge name, city, state, hiring practices, and chambers informatiorrs
For improved search results, enter the full state name when searching by state

3. Click the Apply Search button.

Apply Search

4. The Judges List tab will now display only those judges who meet the search criteria.

5. If you wish to execute a new search, click the Clear button to reset the search
parameters. Note: The Clear button is only visible after a basic search has been made.

Apply Search
¥

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Approve an Alternate Graduation Date Account

Law school students can register for an OSCAR account with Alternate Graduation Date (AGD)
designation if they are a joint-degree, part-time, or other student with 2 years of law school grades and an
alternate graduation date.

Before OSCAR can create the AGD applicant account, the law school administrator must approve the
graduation date and AGD status.

When a student submits the OSCAR registration form with AGD status, OSCAR sends an email to the
designated law school administrator with the subject “AGD Registration Request Update.”

Follow the steps below to approve or reject the Alternate Graduation Date applicant request.
1. Loginto your OSCAR account.
2. On the home page, click Applicants and then AGD Students.

@ RECOMMENDERS JUDGES STAFF ATTY OFFICES ACCOUNTS

f@] Applicants

L .
Applicants List Unavailable Applicants J AGD Students [ Advanced Search Archived Applicants

3. To approve or reject individual AGD applicant requests, click the Approve or Reject buttons in
the AGD Status column on the right.

4. To approve or reject multiple AGD applicant requests at a time, use the selector to check all or
some applicants in the left column, then click Approve or Reject under Batch Options on the
top of the AGD Students list.

Batch Options owing 20 ¥

Approve | Reject

Recommendations AGD Status

Jan 13, 0 pending, 0 ,
AW AcDTest TY Soia plses Approved

May 03, 0 pending, 0 ]
Q‘j B 8 man ty 2026 complete Soueved

Mar 03 0 pending, 0
Q“] B 8 RIRIR: S 2023 complete

Upon approval or rejection, a notice of status update will be automatically emailed to the applicant from
OSCAR including instructions to access OSCAR or next steps.

Contact OSCAR

oscar-support@ao.uscourts.gov
866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Perform an Advanced Search for Applicants

OSCAR’s advanced search function permits you to search those applicants who are affiliated with your law
school. Use this function if you wish to identify applicants who have a certain class ranking, graduated
from a particular undergraduate school, or simply those who currently have applications in OSCAR.

1. Under Applicants in the main menu, click Advanced Search.

(;.PPLICANTS RECOMMENIBE
[

. Ficl
Applicants List

ll  Unavailable Applicants

Adwanced Search

kArchived Applicants _/

2. At the top of the advanced search form, you have the option to save your search criteria for future
use or to use a previously saved search (if available). To save your search criteria, enter a
descriptive name in the Label field and check the Save as New Search checkbox. To use a saved
search, select it from the drop-down menu. Note: This does not save the results of the search,
just the criteria selected.

OSCAR allows you to save your search criteria to use at a later date.
Label: - Save as New Search

3. Begin completing the advanced search fields with your criteria. First, determine whether to use
And or Or logic for your search. You can narrow a search by clicking And in this field or
broaden a search by clicking Or. A search for Has Applications of Yes And Law School Class
Rank of 10% will yield only those applicants who meet all of those criteria. A search for Has
Applications of Yes Or Law School Class Rank of 10% will yield applicants who meet any of those
criteria. Note: OSCAR defaults to an And search if no selection is made.

Andior®s:

4. Select your search criteria and perform your applicant search. You can search by the following
parameters. Note: Some fields (e.g., Date of JD/LLB, etc.) allow you to select multiple selections
by holding down the CTRL key.

e And/Or (determines search logic) e Law Review/Journal (search for applicants

e Law School Class Rank (search for who have published and/or participated in a
applicants based on class rank) Law Review/Journal)

¢ Citizenship Status e Has Applications (Y/N)

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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e BA/BS From (search for applicants e Unavailable (search for applicants who have
from one or more specific marked his/her OSCAR accounts as
undergraduate schools) unavailable)

e LLM Applicant (Y/N) e Date of JD/LLB (search for applicants from a

¢ Date of BA/BS (search for applicants graduating year or a range of years)
who completed their undergraduate e Created (search for applicants with OSCAR
degree in a specific year or range of accounts created within a user-specified date
years) range)

o Application Finalized Status (search for e Date of LLM (search for applicants from a
applicants with applications in Draft or graduating year or a range of years)
Finalized status) e Keywords (search for applicants by

applicant’s name or undergraduate school)

Note: Many law schools do not provide class rankings for any of their students. To ensure equitable
treatment of students from those schools, OSCAR has been configured so that a search on any percentage
ranking will return all applicants from those schools. They will be identified in a search result by the
words School does not rank in the class rank column. A few law schools rank only a portion of their
students. Ranked students from those schools will be returned with a search on a percentage ranking;
unranked students will not (although they will show in other searches, e.g., by law school). Unranked
students from those schools will be identified in a search result by the words Student is not ranked in the
class rank column. Additionally, some students from schools that rank or partially rank may not yet have
an official class rank. These students will not appear in the results by searches by class rank and will be
identified in the results of other searches by the words Not Yet Ranked. A search on any of the class rank
criteria will return all applicants who are within that percentage number and above. For example, a search
on a class ranking of 20% will return applicants who have checked 20%, 15%, 10%, and 5%, together with
all applicants in the School does not rank category.

5. After selecting the desired search criteria, click Submit to begin the search. If you return to the
Advanced Search screen to perform another search, use the Clear button to remove your

previous selections.
Q Submit EIem)

6. OSCAR will take you to a new Search Results tab to view your results.

fi.j Applicants

Applicants List Unavailable Applicants Advanced Searc Search Results rchived Appicanis

Note: These results will only be available for the time you are logged into OSCAR or until you conduct
another search.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Share a Saved Search with Applicants

Law school administrators can share saved searches for judges or staff attorney offices with applicants.

1. Under the Applicants tab in the main menu, select Applicants List.

APPLICANTS RECOMMEND]

Applicants List

Unavailable Applicants

2. Select applicant(s) from the list using the checkboxes on the left.

Mail + | Share Search =

First
Name

w

3. Under Batch Options, click the Share Search button and select the name of the saved search
to share with applicants.

Batch Options (1 items selected)

Mgl + q share Search = ’

Judges P
Staff Atty Offices

Position for CA
Test
Eric
Alabama

] Bﬁ Aardvark | Aaran v

4. A pop-up message will appear, asking you to confirm you wish to share your saved search with the
applicant(s). Click OK to share the search.

Contact OSCAR

oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Are you sure you wish to share your saved search with these applicant(s) 7

5. The page will refresh with a confirmation at the top that your saved search was shared with the
applicant(s).

@ Applicants

Applicants List | Unavailable Applicants | AGD Students || A

@ was shared with the applicant(s).

Note: The applicant(s) will see the shared search in their account under Search for Positions, then
Advanced Search. The applicant(s) can access the saved search via a dropdown menu in the yellow box
at the top of the advanced search page as shown below.

o OSCAR allows you to save your search criteria to use at a later date.
Label: - | | Save as New Search

OSCAR allows you to use saved searches by School Admininstrators.
Choose one of the searches: [T

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Create an Application

Law school administrators can create an application for a clerkship or staff attorney position on behalf of
an applicant.

Note: The steps below detail the process for creating a Draft Application Packet that will need to be
Finalized before the judge or staff attorney office will be able to view the packet’s documents.

1.  Under Applicants in the main navigation menu, click Applicants List.

%4 0SCAR

HOME - APPLICANTS RECOMMENDERS - JUDGES

Applicants List

2. Inthe Applicants List, click the Wear the Hat icon to the left of the applicant’s name.

Last Name ~ @ First Name ~

0 |EFE Aardvark Ahernathy

3. A pop-up message will appear. Click OK to proceed.

Are you sure you wish to become this user?

Cancel

Contact OSCAR

oscar-support@ao.uscourts.gov
866-666-2120 (toll-free)

8 a.m. - 5 p.m. (ET) Monday - Friday
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4. Under the applicant’s Search for Positions tab, click Judges or Staff Attorneys.

5. Click on the Last Name of the judge or staff attorney office for the position to which the
applicant is applying.

Batch Options

Replace Resume/Cover Letter = | [Copy To New Folder] | Finalize Applications | Save This List to Excel

EE LastName ~ FirstName ~ Type ofJudge ~ Court

) United States District Court,
@ SIS Magistiatelludos Southern District of MNew York y

Clerkship InfoiMnhation

[] Term Law Clerk-Chambers 1 vear Term Start: £5/15/2020 Term End: 12/12/2021

On the judge’s or staff attorney office’s profile page, click the Clerkships List tab (for judge
positions) or the Positions List (for staff attorney office positions).

Scroll down and click the View & Apply button.

Options Clerkship Type

‘ View & Apply . Term Law Clerk-Chambers

8. Follow the steps in the Build an Application box to select application documents, references,
and recommenders.

9. Click the Create Draft Application button.

[CTCENG ar e CTeate UTart APPITCAtion

to trigger recommendation reguests to yg

' Create Draft Application |

10. After the draft application is created, the applicant must review the application before clicking
Finalize, which submits it to the judge or staff attorney office.

Contact OSCAR

oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

OSCAR

Online System for Clerkship Application and Review

Edit an Application

LSAs can edit applications on behalf of an applicant if the application is a draft or a finalized application
to an available position. Application components include documents, references, and recommenders.

To edit an application, follow the steps below.

1. Under Applicants in the main navigation menu, click Applicants List.

@ OSCAR

HOME - APPLICANTS RECOMMENDERS - JUDGES

—

Applicants List

Unavailable Applicants

Advanced Search

2. Locate the applicant in the Applicant List and click the View icon to the left of their name.

Last Name ¥ | First Name ~ Email Add

O @kl ! Abbas Armr amr.abbasg

0 QAR sk Mally maskin@f

3. OSCAR will display the individual applicant record. Select the Clerkship Applications tab to
view clerkship applications or Staff Attorney Applications to view staff attorney applications.

Applicant Information | Account || Documnents € Clerkship Applications || Staff Attorney Applications |D)Pending

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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4. Under the active applications list, locate the application and click the Edit icon to open the
application.

Clerkship
Type

[@=  Options Judge ~ Documents | Recommendations ~ | Position

MR

Term Law 1 fear (Aug
Faoelt . j j Wells, Catharine a1, 2019 -
1 LG L L ] - ]
O John . Mchlorrows, Judith Clerk Aug 01,
DS Chambers 2020)

5. OSCAR will display the documents, references (if applicable), and recommenders associated with
the application. To edit:

e Documents: Use the dropdown selectors under each document name to upload a new
document or replace the current document.

Judge: Kaoeltl, John
Position: 1 Year (Aug 01, 2019 - Aug 01, 2020)
Choose My Documents: Select documents you have uploaded in My Documents Section

Full Application Packet:

Cover Letter [Daniel Patrick Moynihan United States Courthouse Cover Letter] [new]:

sl [leave current] ~

Resume [Bijan Abaé Résumé] [new]:
— [leave current] -

Writing Sample [Appellate Brief Writing Sample] [new]:
ﬁ Appellate Brief Writing Sample (attached)

Law Grade Sheet [Boston College Law School Unofficial Grade Sheet] [new]:
ﬁ Boston College Law School Unofficial Grade Sheet
[attached)

¢ Recommenders: Select recommenders by checking and/or unchecking boxes to the
left of their names. (Note: The recommenders must be listed on the My
Recommenders tab before they can be seen on this screen.)

Recommenders : é) HELP Fecommenders upload letters of recommendation through OSCAR.

Mcharrow, Judith
Wells, Catharine

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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6. After the needed changes have been made, click the Update Application button. (Click the
Return To Application List button to make no changes and return to the previous tab.) If
appropriate, evites will be sent to new recommenders.

Recommenders : é) HELP Fecommenders upload letters of recomm
Abriel, Evangeline
Il Benjarmin, Antonio
Greanias, John LV
Faolden, Donald

If you want to confirm the changes vou ha
this clerkship, click on the Withdraw buttd

‘ Update Application ' Withdraw @ Return To Application List

Note: If the application is still in draft, the applicant should review the selections and Finalize the
application so it will be visible to the judge.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Send Email to Applicants

OSCAR’s email feature allows law school administrators to send batch emails to selected applicants. Using
this feature, you can keep the applicants from your school apprised of OSCAR deadlines and dates,
changes to the OSCAR system, and procedures specific to your school. Using merge fields (discussed
below), you can draft a single email that OSCAR automatically personalizes to each recipient. This option
is available from the Applicants List or Search Results tabs.

1. Under Applicants in the main navigation menu, click Applicants List.

%4 0SCAR

HOME - APPLICANTS RECOMMENDERS - JUDGES

Applicants List %

ﬂ ] Unavailable Applicants

2. Onthe Applicants List, select individual or multiple applicants by checking the boxes next to
their names, or click the Eicon to select all the applicants on the list.

Last Name First Name -

& 8 ! AR A
Q«.j B’ Enl ! Aardwark Abernathy

3. Under Batch Options, click the Mail button.

4. Select one of the following:
o [new message] to create and send a new email

o One of the email templates that you created earlier or a previously saved email

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Batch Options (1 items selected)

(| Mail =+ [J5hare Search =

o —

[MEw message] h
Mew Recammender Email

test attachment

=TT | G . R w8 I " I 1L EL

5. On the Mail Wizard page, complete the fields under STEP 1 to create your email. Fields marked
with a red asterisk are required. Fill out the Message Identifier field if you wish to save this
email for future use.

‘2] Mail Wizard

Applicants List Unawvailable Applicants AGD Students Advanced Search Archived Applicants Mail Wizard

Mail Wizard

STEP 1: Review/Edit Message
Please review'set the parameters of the message you wish to send. Make any changes in the form below, selectwhether and how vou wish to
save these changes, and then select the 'mext' button.

(enet) (23

Message Please enter an identifier for this message

Identifier:

Subject™: Enter the subject of the email message.

From®: Please enter the e-mail address which will be used in the from field.

tyrus_manuel@ao.uscourts.gov

Cc: Address(es) who should be carbon copied

Bec: Address(es) who should be blind copied

Send Copy Address(es) to receive a copy of the first message sent
To:

HTML Format: Do vyou wish to format this message using HTMLY
@ ves © Mo

Message Please enter the message body, including any substitution fields
Body™:

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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6. Select from the Message Options on the right side of the screen:
e Do Not Save: discard the message after this single use
¢ Save Changes: Save changes if editing an existing message

e Save as New: Save the message for later use (Note: The Message Identifier field must be
completed to use this option)

Message Options
@ Do Mot Save
) Save Changes
) Bave as Mew

7. Type your email in the Message Body field, using merge fields from the Available Fields box
on the right side of the screen to automatically personalize the email for its recipients.
Note: Ensure the merge fields contain both brackets on each side (e.g., [fullname]).

Message Please enter the message hody, including any substitution fields Available Fields
Body™: Dear [fullname], f ” A | 1 f ”
AR LINAme {~apa icant's full name

fhamelfpplicant's first name
[miApplicant's middle initial
InamelApplicant's last name
lzwy schooll&pplicant's law

schoal

8. Ifyou would like to attach a document or file to the email, click the Add Item button.

e
Attachment[s]:

9. Click the Next button to continue.

Attachment(s):
‘Cancel m

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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10. Fill out the recipient(s) fields to complete STEP 2. You can delete recipients as needed by clicking
the Remove Selected Recipients button.

Mail Wizard

STEP 2: Review Recipients
Please review the list of recipients helow, and make any

¢ remove selected recipients

WARNING: WWhen you click 'Send Messages', the mailil

) () T

11. Click Send Messages.

WARNING: When you click 'Send Messages', the mailil

m | Send Messages

12. After the message is sent, OSCAR will display a screen that indicates the message is queued for
delivery. Click Done to complete the process.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Mark an Applicant as Unavailable or Deactivate the Account

Applicants with active applications have two options for withdrawing themselves from consideration for
all applications. LSAs can perform either of these functions on the applicant’s behalf.

e Applicants can mark themselves Unavailable. This will withdraw all current applications and
maintain the applicant's account with associated documents for future use. The applicant can
indicate a reason and period of unavailability. Note: With this option, the applicant account may
be archived if it becomes inactive for longer than 1 year.

e Applicants can Deactivate their accounts. This option is used for applicants who do not plan to
resume using their OSCAR accounts. Deactivating an account will withdraw all current
applications and delete the user’s profile and application documents. A "deactivated" user will no
longer receive any OSCAR communications. Deactivated accounts will be archived.

Note: Judges are able to see basic information on unavailable and deactivated applicants who have
previously submitted applications to them.

Mark an Applicant Unavailable

1. Under Applicants in the main navigation menu, click Applicants List.

%4 0SCAR

HOME - APPLICANTS - RECOMMENDERS - JUDGES

Applicants List

ﬁ ] Unavailable Applicants

2. Locate the applicant in the Applicant List and click the View icon to the left of their name.

Last Name ¥ @ First Name ~ | Email Add

O @kl ! Abbas Armr amr.abhas

I TR 2 Molly maskingf

3. On the top of the Applicant Information page, click the Unavailable button.

Applicant Information | Account || Documents | C

m | Cancel | | Deactivate .ﬂw

Contact OSCAR
oscar-support@ao.uscourts.gov
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8 a.m. - 5 p.m. (ET) Monday - Friday
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4. A pop-up box will appear, in which you can indicate a period of unavailability and select a reason
for unavailability (Hired or Other). Note: Judges will have access to this information. Click OK
to mark the applicant unavailable.

rkshin Applications Staff Attorney Applications Pending Redq

Confirm Unavailability x

Flease note that doing this will withdraw all of the
applicant's applications.

Period of Unavailability:

i.e., Untl March 2011

Reason for Unavailibility:

-

P¥a | ok || cancel

Ailirerey

5. OSCAR will refresh and display the Applicant Information tab with the updated General
Information section.

6. The applicant will no longer appear in your Applicants List. To view the applicant, you will
need to go to the Unavailable Applicants tab.

@ Applicants

Applicants List {|| Unavailable Applicants Advan

BASIC SEARCH

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Deactivate an Applicant Account

1. Under Applicants in the main navigation menu, click Applicants List.

%4 0SCAR

HOME - APPLICANTS RECOMMENDERS JUDGES

Applicants List

ﬂ ] Unavailable Applicants

2. Locate the applicant in the Applicant List and click the View icon to the left of their name.

Last Name ~ | FirstName ~ | Email Add

(] @kl ! Ahbas Armr amr.abhasg)

0 I8 2 Mally masking

3. On the top of the Applicant Information page, click the Deactivate button.

Applicant Information AcCcount Documents C

a ‘ Cancel qneactivate Unavailable

4. A pop-up box will appear, in which you can indicate a period of unavailability and select a reason
for unavailability (Hired or Other). Note: Judges will have access to this information. Click OK
to deactivate the applicant.

5. OSCAR will refresh and display the Applicant Information tab with the updated General
Information section.

6. The applicant will no longer appear in your Applicants List. To view the applicant, you will
need to go to the Archived Applicants tab. Deactivated applicants will be completely removed

from the OSCAR system in the yearly database clean-up process.

g]] Applicants

Applicants List || Unavailable Applicants || AGD Students || Advanced Search

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Fill Individual Recommendation ReqUESES........ccccccccimiiciiminccsrinnssere s ssee e sseeeesnsnns 56
Create a Recommender ACCOUNT .......ccuciinminninnmnes s s sssssansnns 62
Edit a Recommender ACCOUNT .........cocccimiriimicsn it s 64
Delete a Recommender ACCOUNL .......ccuccrirmmssemisninsmssses s s s s s sssssasssss s sanns 66
Send Email t0 RECOMMENAEIS........cceiiriiriiisir s s e s s ansnaneas 68
Block Evites Emails to Recommenders..........ccciiinmnninnimnensnnesssssnssssssssssssssens 72
Change Email Notifications for Faculty Recommenders...........ccccuvmrnrinsnssnisnsssesssesssnnns 74
Resend an Evite to Your ReCOMMENErS .........occcmiiiiicnminiirimrs s 76
Prevent Faculty Recommenders from Being Archived .........ccccovvvvinnniieinnnsseennsssseeennnnes 80

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

Z

OSCAR

Online System for Clerkship Application and Review

Fill Individual Recommendation Requests

OSCAR provides law school administrators with two methods to fill requests for letters of
recommendation on behalf of recommenders:

e Login as a recommender from the Recommenders List and fill a request from within the
recommender account (this option allows you to fill multiple requests simultaneously), or

o Fill individual requests directly from the Applicants List tab.

This tip sheet will address filling individual requests from the Applicants List tab. For information on
the login as function, please see Log in as Another User (“Wear the Hat”).

1. Under Applicants in the main menu, select Applicants List.

%4 0SCAR

HOME - APPLICANTS RECOMMENDERS JUDGES

Applicants List %

ﬁ Unavailable Applicants

2. Under the Applicants List, scroll down to the listing of applicants and locate the applicant for
whom you will be uploading a letter of recommendation. Note: You can search for the
applicant’s name or email address using the gray search box.

3. Click on the View icon (qu ) to the left of the applicant’s name.

Last Name ~ | First Name ~ | Email Add

(] @\l ! Ahbas Armr amr.abhasg)

O IR 2w Mally maskin@f

4. On the Applicant Information tab, select the Pending Recommendations tab.

Pending Recommendations |

5. Click on the Clerkship tab to see pending recommendations for clerkship applications or the
Staff Attorney tab to view pending recommendations for staff attorney applications.

@ Staff Attorney

R

Recommendy

Staff Attorney Applications

Contact OSCAR
oscar-support@ao.uscourts.gov
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6. Click the Edit icon (D) to the left of the recommender’s name whose letter you will be
uploading.

Recommender

1 @ ] Case, Justin Judge, OSCAR Test

7. OSCAR will display a screen allowing you to enter the letter of recommendation. You can either
upload the recommendation as a PDF file or enter/copy it into OSCAR’s online editor.

To Upload a PDF File
1. Next to Recommendation Type, select .pdf file.

Choose "online editor” to compose, format, and edit your r
containing the recommendatian.

© online editol @ _pdf file

2. Following your selection of .pdf file, the OSCAR screen will refresh and display the Select PDF
File to Upload box. Click the Browse button and locate the file you wish to upload on your
local computer or network drive.

@ Recommendation Type™:

Select PDF File to Maximum File Size: 1MB

Upload:
File:

Please select wour document to upload.

——— ——_
(| Browse...
"—i—

No file selected.

3. Click Next to continue.

Cancel

4. OSCAR displays the Confirm Recommendation screen with confirmation of your uploaded
file. To preview your recommendation letter exactly as a judge or staff attorney office will see it,
click the PDF icon or document name under Uploaded File. You will also see the name of the
judge or staff attorney office you designated to receive the letter.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

Z

OSCAR

Online System for Clerkship Application and Review

5. To make changes, click Edit Recommendation to return to the previous screen, where you can
upload a modified file. Letters uploaded from an existing PDF file cannot be edited in OSCAR. If
there is a problem with the letter in PDF format, fix the letter in its original software program and

upload it again. If you are satisfied with your letter, click Submit Recommendation to finalize
the process.

@ Confirm recommendation

Uploaded File:

LSA Tip Sheets TOC 4 Assist Recommenders . pdf

Attach to Applications:

DSCAR Test T Judge

[ Edit Recommendation ]

To Enter a Letter in the Online Editor

1. Next to Recommendation Type, select online editor.

@ Recommendation Type*: Choose "online editor” to compose, format, and 4
box helow, chaose " pdf file" to upload an existing
recommendation.

-.ﬁ ) pf file

2. If the recommender previously created a letter template, you can choose it from the Select
Template dropdown menu.

@ Select Template: Select a recommendation letter template from the options below to use a pre-existing
recommendation template, or leave hlank to create a new letter from scratch.

i

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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3. Optional: To save your letter for re-use in OSCAR, enter a name in the text box under Save
Current Template, and click Save Template once you have entered the letter in the online
editor.

@ Save Current Template: Ifwou enter a label for this recommendation here, it will be saved to your "My Templates"
tah and wou may choose to use it for future recommendations. If you do not want to save
this recommendation, leave this field hlank. You may alsa save your template without
submitting your recommendation by using the "Save Template" button to the right of the
Label input field. If you change the label of a saved template, the template will be saved
as a new template. Note: When entering a recommendation, it is recommended that
you save often. You must enter a label to save a template.

Template name|

4. Scroll down to Edit Recommendation and enter your letter in the online editor. When using
the online editor, it is helpful to remember these tips:

e To insert a single line break, hold down the Shift key and press Enter.
e You cannot insert graphics, institutional letterhead, or signatures in the online editor.

e Formatting problems may occur when copying the letter from a word processing program like
Microsoft Word. These documents contain hidden commands for printing, and copying the
files also copies these hidden commands. Click the Paste as Plain Text icon in the online
editor to remove most (but not necessarily all) of the original formatting.

@ Edit Recommendation: Mote: To insert a single line break, hold down the Shift key and press Enter. For
descriptions of the available buttons, click here

BIU|IEEEE|A-|i=| E|—2
Font Size ull | o g@ 33 45 | -

R ;
[date] Paste as Plain Text |

e By using merge fields, you can customize one letter for multiple recipients. There is a list of
merge fields on the right side of the screen. Merge fields will automatically be filled with the
data for each judge or staff attorney office receiving the recommendation letter as shown in
the image below. OSCAR automatically includes a salutation block with merge fields for
judges or staff attorney offices. If you do not wish to use the merge fields included in the
online editor box, you may copy and paste any of the fields listed in Applicant or Judge
headings of the Merge Fields box to create your letter.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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MNote: To insert a single line break, hold dowin the Shift key and press Enter. For
descriptions of the availahle buttons, click here

B I U|E=E==E A= = — &
Font Size - | | & _j|j\:é|'.‘"_|:' | & = e
[date]

[honorable_judgename]
[formatted_address]

Dear Judge [judge_Iname]:

| am writing you on behalf of [fname] [Iname], who | believe
would like to work with you as a judicial clerk. | can
recommend him in the highest terms.

[fnrame] took my Business Organizations course at
[law_school] this past autumn, 2011. From quite early on he
stood out. He was always well prepared for each class
session, and a frequent volunteer when | posed questions to
the class. His replies to my questions, as well as many
guestions he posed on his own, always were thoughtful. To
top that off, [fname]'s mode of delivery and overall tone both
as class participant and as curious student after class
always was kindly and disarming. You could not help but
think not only that here was a bright and conscientious

Path: p

Merge Fields -

If wvou chose to type ar paste a letter into the online
editar, you may include amy of the fields listed below.
They will be merged ta fill in the respective values
when you complete wour recommendation. Please
note that the fields must be typed exactly as they
appear; you may copy and paste them from the list to
INSUre accuracy.

For convenience, OSCAR automatically displays the
judge address hlock and salutation line for yaur
letters in the anline editar. f you choose to use
additional merge codes in your letter, make sure that
you copy all characters, including the brackets.
[honorable_judgename]

[formatted_address]

Dear Judge [judge_Iname]

The zhove code would translate to;
The Honarahle John Ooe

123 Main St

Washington, D.C. 20001

Oear Judge Doe

5. When you have completed entering in your letter, click Next to continue.

Cancel

6. OSCAR displays the Confirm Recommendation screen. You can review the typed-in letter,
and you can preview the letter as a PDF file, which is how it will be seen by a judge or staff
attorney office. To do this, click the PDF icon next to the judge or staff attorney office name under

Attach to Applications.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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@ Confirm recommendation

Typed-In Letter:

Please review yaur recommendation. If you input text, please make sure it is correct. If vou are satisfied, click the "Submit
Recommendation" button. If yvou would like to make further changes, click the "Edit Recommendation" button.

Mote: The merge fields you have chosen will be replaced with the aﬁpriate data when the letter i= completed. You may

areview how your merged recommendation will look by clicking the icon next to each judge name below. You must
click on the Confirm Recommendation button to update yaour letter with the edits.

[date]

[honarable_judgename]
[formatted_address)

Dear Judge [judge_Iname]:

['arm writing you on behalf of [fname] [Iname], who | believe would like to work with you as a judicial clerk. | can
recommend him in the highest terms.

Sincerely,

Justin Beiber

Attach to Applications:

OSC!—‘\R Test T Judge

7. To make changes to your letter, click Edit Recommendation to return to the previous screen.
Otherwise, click Submit Recommendation to finalize the process.

Attach to Applications:

DSCAR Test T Judge

Submit Recommendation [ Edit Recommendation ]

R

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Create a Recommender Account

As a law school administrator, you have the ability to manage recommender accounts for members of your
faculty. In addition to creating new recommender accounts and deleting outdated accounts, you can edit
any existing recommender accounts, including designating outside recommenders as faculty, and
changing usernames and passwords.

To create a recommender account, follow the steps below.

1. Under Recommenders in the main menu, click on Faculty Recommenders List or Non-
Faculty Recommenders List.

HOME + APPLICANTS |- EECOMMENDEES of JUDGES -« STAFF ATT]

Faculty Recommenders List

@ Home Non-Faculty Recommenders List @

2. Click the Add New button (at the top or bottom of the screen) to create a new recommender
account.

{ AddNew )

Batch Options

3. Onthe Recommender Details tab, complete the fields. Notes:

e OSCAR displays the First Name, Last Name, Email, and Phone Number fields on
application cover sheets and on footers of submitted letters of recommendation.

e Ifyou select Never for Email Frequency of New Recommendation Requests, it
will be necessary for the applicants to ask the recommender to log in to OSCAR and
upload a letter of recommendation.

4. Click the Save button to continue.

Save & Exit ' Save ' Cancel Changes ‘ ‘ Delete Record .

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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5. OSCAR will refresh the Recommender Details screen with the new information. OSCAR
displays two additional tabs—Account Details and Applicant Recommendation
Requests. Select the Account Details tab.

Recommender Details (| Account Details |[) Applicant Recommendation Requests a

6. OSCAR will automatically assign a username to the new account (typically the recommender's last
name and a string of numbers). However, as an LSA, you can enter a customized username,
which may be easier for a recommender to remember. It is not necessary to assign a password, as
OSCAR will automatically create and send a password the first time an applicant identifies the
recommender on an application. To change the username for the account, click the Edit button.

Recommender Details Account Details Applicant Recommendation Regquests

Account

7. Enter the desired username and/or password. Click Save & Exit to return to the
Recommenders List tab. The new recommender account should now be fully
functional. Note: Clicking the Save button will save your changes and allow you to remain on
the Account Details tab.

Recommender Details || Account Details | Applicant Recommendation Requests

Account

{ Save & Exit E | Cancel Changes

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Edit a Recommender Account

Two tabs are used for editing a recommender account in OSCAR:

¢ Recommender Details: Includes the recommender’s name and contact information (email
address, phone number, and faculty assistant email address), whether the OSCAR system Evite is
blocked, whether and how often the recommender will receive notification of new and/or pending
recommendation requests, and the recommender’s faculty affiliation.

¢ Account Details: Allows you to change a recommender’s username or password.

To edit a recommender account, follow the steps below.

1. Under Recommenders in the main menu, select Faculty Recommenders List or Non-
Faculty Recommenders List.

HOME - APPLICANTS |- EECOMMENDEES of JUDZES « STAFF ATT

Faculty Recommenders List

@ Home MNon-Faculty Recommenders List @

2. Onthe Faculty Recommenders List or Non-Faculty Recommenders List, click on the

Editicon ( |}) to the left of the recommender account you wish to edit.

Last Name ¥ | First Name ~ | Email Address

] QL @. Abbas Amr amr.abbas@matoukbassiouny.com

Edit Recommender Details

3. Onthe Recommender Details tab, make the appropriate edits.

| Recommender Details

4. Once you have made your changes, click Save & Exit button to return to the Recommenders
List. Note: The Save button will save your changes and leave you on the Recommender
Details tab.

| Save & Exit | a | Cancel Changes ‘ | Delete Record

Account

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Edit Account Details (Username or Password)

5. Click on the Account Details tab.

[E] Abbas, Amr

Recommender Details (| Account Details [} Applicant Re

6. Click the Edit button to make changes to the username or password.

Recommender Details | Account Details || Applicant

Account

7. Make the desired changes. Click Save & Exit.

| Save & Exit | a | Cancel Changes ‘ | Delete Record

Note: OSCAR does not send an email when you change a recommender’s password. You must inform
the recommender of the new login information.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Delete a Recommender Account

Warning: Account deletions are permanent. Please be absolutely sure before taking this action.
Do not delete non-faculty recommender accounts. If you are deleting a duplicate recommender account
that has pending recommendation requests, those requests will be deleted. You will need to instruct
applicants to update their applications with requests to the valid account (see the How to Identify
Recommenders tip sheet). This can only be done with applications that are not finalized. Completed
letters of recommendation are not affected by deleting a recommender. If you have questions about this
process, please contact the OSCAR Program Office.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME - APPLICANTS |- EECOMMENDEES of JUDZES © STAFF ATT

Faculty Eecommenders List

@ Home Non-Faculty Recommenders List @

2. Locate the recommender account you wish to delete and click the Edit icon ( |3) to the left of the
recommender name.

Last Name ¥ | First Name ~ | Email Address

[ Q @. Abbas Armnr amrabbas@matoukbassiouny.com

3. OSCAR will display the Recommender Details tab in edit mode. Click the Delete Record
button.

Recommender Details | Account Details || Applicant Recommendation Requests a

Note: If you are deleting a duplicate record, it is advisable to first change the Last Name and Email
fields by substituting 'dummy’ information. Save the account with the 'dummy' information before
deleting. This will ensure that OSCAR does not 'remember' the email address and prevent you from re-
using it.

{ Delete Record ]

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov
https://oscar.uscourts.gov/help?helpid=3673f09b2f7beea2f40bd79daa4dd2f0
https://oscar.uscourts.gov/help?helpid=3673f09b2f7beea2f40bd79daa4dd2f0

OSCAR

Online System for Clerkship Application and Review

4. OSCAR will display a pop-up warning indicating the number of outstanding recommendation
requests the recommender has. (Note: This number may be 0). Any pending requests will be
deleted. Completed letters of recommendation will not be affected.

G o

Message from webpage @

o "“-.I This recommender has 3 pending recommendations for yvour schoaol's
' students. If vou remaove them, these pending recommendations will be
deleted. Are vou sure you wish to do this?

| ok || Ccancel

5. Click OK to continue and delete the recommender account. OSCAR will return you to the
Recommenders List tab once the action is completed.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Send Email to Recommenders

OSCAR'’s email feature allows law school administrators to send batch emails to recommenders, their
assistants, or both. The recommender email function was added to the system to allow the law schools to
control the sending of reminder emails to their faculty recommenders, but it could be used for other
purposes as needed. For instance, you can also use this email feature to send new login information to
your recommenders at the beginning of a new hiring season (e.g., username and password). By using
merge fields (discussed below), you can draft a single email that OSCAR automatically personalizes to
each recipient.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME - APPLICANTS |- RECOMMENDEES o) JUDGES « STAFF ATT

Faculty Eecommenders List

@ Home Mon-Faculty Recommenders List @

2. Onthe Faculty Recommenders List, select individual recommenders or all of your
recommenders using the checkboxes on the left:

o Select individual recommenders: Check the boxes to the left of the recommender
name(s). OSCAR highlights the selected recommenders in blue.

IEET
[eg 1

= &4 v @

o Select all recommenders: Click the plus icon (Z)above the left-hand column. OSCAR
displays the total number of selected entries above the Batch Options menu.

Batch Options (4 items selected)

Mail Recommenders = | bail Assists

Set Email Freguency * | Use Pendir

L Last Na

AR

Contact OSCAR
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8 a.m. - 5 p.m. (ET) Monday - Friday
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3. To send email to the selected recommenders, select Mail, Mail Assistants, or Mail
Recommenders & Assistants.

Batch Options

Mail * | Mail Az=iztantz * | Mail Recommenders & Azsistantz «

4. Select [new message] or one of the previously created email templates or saved email.

Batch Options

(< hail Recummen@hﬂail Assistants » | Mail Recommenders & Assistants

[new message]

MNew Recommender Email

5. After you make your selection, OSCAR displays the Mail Wizard with the title STEP 1:
Review/Edit Message.

6. Fill out the message information fields. Fields marked with a red asterisk are required.
Note: Fill out the Message Identifier field if you wish to save this email for future use.

Mail Wizard

STEP 1: Review/Edit Message
Flease reviewrset the parameters of the message you wish to send. Make any changes i
save these changes, and then select the 'next’ button.

(enet) (2D

Message Please enter an identifier for this message
Identifier:
Subject™: Enter the subject of the email message.

7. Select from the Message Options on the right side of the screen:
e Do Not Save: discard the message after this single use
¢ Save Changes: Save changes if editing an existing message

¢ Save as New: Save the message for later use (Note: The Message Identifier field must be
completed to use this option)

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

OSCAR

Online System for Clerkship Application and Review

10.

Message Options
@ Do Mot Save
) Save Changes
) Bave as Mew

Type your email in the Message Body field, using merge fields from the Available Fields box
on the right side of the screen to automatically personalize the email for its recipients.
Note: Ensure the merge fields contain both brackets on each side (e.g., [fullname]).

Available Fields

fullnarne
fname
Iname
LUSErMame
password

Message Flease enter the message hody, including any substitution fields
Body*:

Dear [fullnamel],

If you would like to attach a document or file to the email, click the Add Item button.

B ——
Attachment[s]: Add Item ’
o

Click the Next button to continue.

Attachment(s):
‘Canoel m

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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11. Fill out the recipient(s) fields to complete STEP 2. You can delete recipients as needed by clicking
the Remove Selected Recipients button.

Mail Wizard

STEP 2: Review Recipients
Please review the list of recipients below, and make an

d remove selected recipients j)
e e

WARNING: YWhen you click 'Send Messages', the maili

) () T

12. Click Send Messages.

WARNING: When you click 'Send Messages', the maili

m | Send Messages

13. After the message is sent, OSCAR will display a screen that indicates the message is queued for
delivery. Click Done to complete the process.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Block Evites Emails to Recommenders

OSCAR enables law school administrators to block the initial Evite email that OSCAR sends to
recommenders and faculty assistants when an applicant first identifies the recommender in the OSCAR
system. If you use the Block Evite feature, please note that the system will automatically suspend
email notifications for new recommendation requests and reminders of pending requests for those
recommenders. However, you can configure OSCAR to continue to send you notifications of new and
pending requests for your recommenders.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME - APPLICANTS |- EECOMMENDEES of JUDZES « STAFF ATT

Faculty Recommenders List

@ Home MNon-Faculty Recommenders List @

2. Onthe Faculty Recommenders List, select individual recommenders or all of your
recommenders using the checkboxes on the left:

o Select individual recommenders: Check the boxes to the left of the recommender
name(s). OSCAR highlights the selected recommenders in blue.

AR
EE |
0 Qz8
o 928

o Select all recommenders: Click the plus icon (&) located above the left-hand
column. OSCAR displays the total number of selected entries above the Batch Options
menu.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Batch Options (4 items selected)

Mail Recommenders = | bail Assists

Set Email Freguency * | Use Pendir

ey |
ey |
ey |
ey |

3. To block evite emails for the selected recommenders, click Block Evites in the Batch Options
menu. Note: If you had already blocked the evite emails and want to change the setting, then
perform the steps described above, selecting Unblock Evites instead.

emaove as Faculty | Save As Excel v | Retain Recummender@uck Evit@mbluck Evites

4. OSCAR displays a pop-up asking, “Are you sure you wish to block these recommender(s) from
receiving system generated Evite emails?” Click the OK button.

Are you sure you wish to block these recommender(s) from receiving system generated Evite emails?

Ok } Cancel

Note: To check that this setting is correct:

1. Click on the last name of a recommender.

2. Scroll down and view the line under System Evite Blocked:
= Yes — the Evite is blocked.
=  No - the Evite will be sent.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Change Email Notifications for Faculty Recommenders

OSCAR sends email notifications to recommenders for new recommendation letter requests and
reminders of pending recommendation letter requests. All new recommender accounts are set by default
to receive notification of new and pending recommendation requests on a weekly basis. Law school
administrators can change whether/how frequently faculty recommenders receive these emails using a
batch method. If you choose to prevent faculty recommenders from receiving notification emails from

OSCAR, it will be incumbent upon the requesting applicant to inform the recommender of the request for
recommendation.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME - APPLICANTS |- EECOMMENDEES of JUDZES © STAFF ATT

Faculty Eecommenders List

@ Home Non-Faculty Recommenders List @

2. On the Faculty Recommenders List, select your recommenders individually or all at once:

e Select individual recommenders: Check the boxes to the left of the recommender
name(s). OSCAR highlights the selected recommenders in blue.

e Select all recommenders: Click the plus icon (&) above the left-hand column. OSCAR
displays the total number of selected entries above the Batch Options menu.

Batch Options (4 items selected)

Wail Recarmmenders = | Mail A55i3

Set Email Frequency = | Lse Pend

(+]-] Last N3

AR

[ &y Fr @

Contact OSCAR
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3. For the selected recommenders:

¢ To change the email notification frequency for new recommendation requests:
Under Batch Options, select Set Email Frequency and click Daily, Weekly, or Never.

Batch Options (4 items 3

Mail Recommenders =

Set Email Freguency =

Daily

Weekly
Mever h

¢ To change whether the recommender(s) will receive a weekly reminder for
pending recommendation requests: Under Batch Options, select Use Pending
Reminder Email and click Yes or No.

Batch Options (4 items selected)

Mail Recommenders = | Mail Assistants = | Mail Recommsg

Set Email Frequency »€1 Use Pending Rerminder Email '2

YES %
Mo

i o . Em

Note: To check that the settings are correct:

1. Click on the last name of a recommender.
2. Scroll down and check that the values under Email Frequency of New Recommendation
Requests and Receive Weekly Reminder of Pending Requests match your selections.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday
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Resend an Evite to Your Recommenders

OSCAR’s email feature allows law school administrators to send batch emails to recommenders and/or

their assistants. Using this function, you can resend an OSCAR Evite with login information to
recommenders who may have lost it or not received the initial email.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME APPLICANTS EECOMMENDEES JUDGES STAFF ATT
Faculty Recommenders List
@ Home Mon-Faculty REecommenders List @

2. On the Faculty Recommenders List, select your recommenders individually or all at once:

¢ Select individual recommenders: Check the boxes to the left of the recommender

name(s). OSCAR highlights the selected recommenders in blue.

¢ Select all recommenders: Click the plus icon (&) above the left-hand column. OSCAR

displays the total number of selected entries above the Batch Options menu.

Batch Options (4 items selected)

Mail Recommenders + | Mail Assis

Set Ernail Frequency = | Lse Pend

[+

A2/

=l Gy @

Last N3

Contact OSCAR
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3. Under Batch Options, select Mail (to email recommenders only), Mail Assistants (to email
their assistants only), or Mail Recommenders & Assistants (to email both).

Batch Options

Mail * | Mail Az=iztantz * | Mail Recommenders & Azsistantz «

Note: The steps below are the same for each of the three options.

4. Inyour Mail dropdown list, select New Recommender Email.

Batch Options (4 items selected)

Mail Recommenders = | Mail Assistants = | Mail Recommenders & Assistants =

[nEs rmessage]

[ Mew Recommender Email
Recommender Merge Code Test

5. On the Mail Wizard page, complete STEP 1: Review/Edit Message using the fields pre-
populated with the address information and the body of the Evite. The email body automatically
includes the usernames and passwords for the recipients when sent.

Mail Wizard

STEP 1: Review/Edit Message
Flease reviewiset the parameters of the message you wish to send. Make any changes |
save these changes, and then select the 'next' button.

(ot 2D

Message Please enter an identifier for this message

Identifier: N
New Recommender Email

Subjeet™: Enter the subject of the email message.

[fnrame] [Iname]: OSCAR Recommendation Requested

Contact OSCAR
oscar-support@ao.uscourts.gov
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HTML Body*: Please enter the HThL formatted message body, including any substitution fields

BI Usx|ESTEEA-¥-|=i= e | | #
Arial -~ 2 (10pt) - | X G j_l,|j\3 A% | %% - @ v

Dear [fullname],

You have been listed as a recormmender by [applicant] in OSCAR (Online System for Clerkship Applicat
through the Administrative Office of the United States Courts. Some schools process recommender reg
Please ask the applicant if his/her law school provides this service. f the applicant's school does not ce
requests, please submit your recommendations via OSCAR using the information below.

You may log into [oscar_url] with the following account:

Isername: [username)
Password: [password]

Please note that this email is autornatically generated by OSCAR the first time you are selected as a re
applicant listed in this email is the first applicant to list you as a recommender. It is possible that additi
additional applicants subsequently select you as a recommender, those applicants will appear on your R
tab in OSCAR, but you will not receive new login information.

Law schools have the ability to generate emails for their recommenders; therefore, you may receive per
law schoal administrator at your applicant's school. For additional infarmation, consult the Recommendy
under the Resources tab, Recommender Resources page.

Sincerely,

OSCAR System Administrator

Note: You do not need to make any changes to the pre-populated email body text.

6. Click the Next button on the bottom left of the screen to continue.

‘- Cancel @
7. Under STEP 2: Review Recipients, review the list of recipients provided. You can delete any of

the email addresses on the list by selecting the email address and clicking Remove Selected
Recipients, if needed.

Mail Wizard

STEP 2: Review Recipients
Please reviews the list of recipients below, and make any desired changes.

amr.abbas@matoukbassiouny.com -
Jay_1234Walker@other.edu b

| remove selected recipients |

Contact OSCAR
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8. Click Send Messages.

cancel | B

‘ Send Messages '
.

9. After the message is sent, OSCAR displays a screen that indicates the message has been queued
for delivery. Click Done to complete the process.
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Prevent Faculty Recommenders from Being Archived

The OSCAR Batch Option Retain Recommenders enables law school administrators to prevent
recommender accounts from becoming archived during OSCAR’s yearly archiving process. Normally,
recommender accounts that have not registered any activity since September 30 of the previous year (e.g.,
receiving a request for a letter of recommendation) are archived. By using this feature, law school
administrators can retain recommender accounts for the upcoming hiring season.

1. Under Recommenders in the main menu, select Faculty Recommenders List.

HOME  APPLICANTS |- EECOMMENDEES of JUDZES -« STAFF ATT

Faculty Recommenders List

@ Home Nen-Faculty Recommenders List @

2. On the Faculty Recommenders List, select your recommenders individually or all at once:

Select individual recommenders: Check the boxes to the left of the recommender
name(s). OSCAR highlights the selected recommenders in blue.

EEL
aos

o A28

Select all recommenders: Click the plus icon (&) above the left-hand column. OSCAR
displays the total number of selected entries above the Batch Options menu.

Batch Options (4 items selected)

Mail Recommenders + | Mail Assis

Set Ernail Frequency = | Lse Pend

L Last N3

AR

=l Gy @

Contact OSCAR
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3. Under Batch Options, click Retain Recommenders to prevent archiving.

Batch Options (4 items selected)

Mail Recommenders v | Mail Assistants + | Mail Recommenders & Assistants v | Remove as Faculty | Save As Excel v €] Retain Recummendei)ﬂl

Set Email Frequency « | Use Pending Rerminder Email v

4. OSCAR displays a pop-up asking, “Are you sure you wish to prevent these recommender(s) from
being archived?” Click OK.

Are yau sure you wish to prevent these recarmmender(s) from being archived?

Note: To check that this setting is correct:

1. Click on the last name of a recommender.

2. Go to the Recommender Info box on the right-hand side of the screen and view the date and
time for Modified By. If this date is old (e.g., last year) then the recommender will be archived.
If this date is current (e.g., this year) then the recommender will remain in the OSCAR database
for one more year.

Recommender [
Info

Created 2017-09-11 16:23:10

Mudifiedﬁma—m—m 14352
By LSA Administrator
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Log in as Another User (“Wear the Hat")

As alaw school administrator, you can log in as any of the applicants and recommenders in your law
school without having their usernames or passwords. This enables you to work directly in the account on
behalf of the applicant or recommender. In many cases, this is the most expedient method to accomplish
OSCAR tasks, such as uploading letters of recommendation. The procedure to log in as—or “wear the hat”
of—another user is the same for both recommenders and applicants.

Log in as an Applicant

1. Under Applicants in the main menu, click Applicants List.

%L 0SCAR

HOME - APPLICANTS RECOMMENDERS - JUDGES

—_—

Applicants List

i)

2. On the Applicants List, locate the applicant account and click on the hat icon.

Unavailable Applicants

) Citizenship
Last Name ~ | FirstName Status -

\ v
0 Ca Q’ ;‘_BI ! Mardhvark Abernathy V]

3. OSCAR asks you to confirm. Click OK to continue.

Are you sure you wish to become this user?

[ Othl Cancel

4. You are now logged in as the applicant and can perform any function needed.

Contact OSCAR
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Log in as a Recommender

1. Under Recommenders in the main menu, click Faculty Recommenders List or Non-
Faculty Recommenders List.

KX,

(Fg

*3. OSCAR

HOME APPLICANTS RECOMMENDERS JUDGES STAFF A

- Faculty Recommenders List h
L] Recommender

Non-Faculty Recommenders List

2. Onthe Recommenders List, locate the recommender account and click on the hat icon.

Last Name ~ | First Name ~  Email Add

(N Cla l Abbas Amr armr.abbas
B !, Askin Mally maskin@

3. OSCAR asks you to confirm. Click OK to continue.

Are you sure you wish to become this user?

[ cmtgl Cancel

4. You are now logged in as the recommender and can perform any function needed.

Contact OSCAR
oscar-support@ao.uscourts.gov
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Run Reports

As alaw school administrator, you have the ability to run predefined reports within the OSCAR system.
These reports are available for you to run your statistics on your applicant and recommender data. Reports
can be run manually or scheduled to run at recurring intervals. Once you run the report, you can save the
data to your computer. Each year, the OSCAR system will make available the current hiring season’s reports.
The system will update these reports on a yearly basis, to include deleting reports that are two years old.
Note: If you need to have access to this older data, you must save those reports to your computer.

1. Under Tools in the main menu, click Reporting.

RESOURCES HELP

Recommender Import

Email Messages
Class Rank Certification

Law School Profile

2. On the Reports tab, you will see a list of available predefined reports for LSAs. These reports are
named by the current year’s data and are as follows:

e Applicant Accounts with Alternate Graduation Date (AGD) Approval: Lists all
applicants with an Alternate Graduation Date (AGD) approval by your law school with
applicant name, email address, AGD graduation date, AGD status, AGD request decision date,
and who the AGD request was finalized by.

e Application Count for Clerkship Positions by Applicant: Lists all applications
submitted to clerkship positions by your law school with applicant name, email address,
JD/LLB from, date of JD/LLB, class rank, term length of position, judge, date application
released for viewing, date application was created, date application updated, and total
number of applications submitted per applicant.

¢ Application Count for SAO Positions by Applicant: Lists all applications submitted by
your law school with applicant name, email address, JD/LLB from, date of JD/LLB, class
rank, term length of position, SAO, date application released for viewing, date application was
created, date application updated, and total number of applications submitted per applicant.

¢ Applicant Information with Graduation Year: Lists all applicants associated with your
law school with contact info (name, email address, home phone, and cell phone), profile info
(BA/BS from, date of BA/BS, date of JD/LLB, date of LLM, class rank, law review (Y/N), and
law journal name), date OSCAR account was created, and availability.

Contact OSCAR
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e Applicants Last Logins: Shows all applicants with the last date and time their account
logged into OSCAR.

o Applicants with Applications: Lists all applicants with applications by name; email
address; JD/LLB from; date of JD/LLB; class rank; and the numbers of draft applications,
finalized applications, withdrawn applications, and total applications.

¢ Applicants with Draft Applications by Judge: Lists applicants with draft applications
by name, email address, and date of JD/LLB, and shows each judge for whom the applicant
has a draft application, the clerkship type, and the date the application was created.

e Count of Judges with Positions Opened Since Beginning of Prior Month: Lists
judges by name, court, judge type, clerkship status, clerkship type, clerkship term, date &
time clerkship was created, and number of clerkship positions available.

¢ Judges Removed: Lists removed judges in the past year by name, court, judge type, and
date of removal.

e Law School Profiles: Lists contact information for career offices of OSCAR-participating
law schools, including school name, point of contact, phone number, email address, mailing
address, and career office name.

e Participating Judges Added in (year): Lists these judges by name, court, judge type,
and OSCAR participation.

¢ Pending Recommendations by Applicant Name: Shows number of pending
recommendations per applicant with the applicant’s email address.

¢ Positions Opened Since Beginning of Prior Month: Lists judge name, clerkship
status, clerkship type, clerkship term, term start date, term end date, open date, close date,
and creation date.

¢ Recommendation Auto Attach Report: List recommenders with letters set to
automatically attach to new applications. Shows recommender name, recommender email,
applicant, applicant email, applicant date of JD/LLB, submitted by, date auto-fill was set,
expire date, and recommendation for (SAO or judge).

¢ Recommendation Requests by Applicant with Recommender and
Judge/SAOQO: Lists applicant name and date of JD/LLB, recommender name and email
address, judge or staff attorney office, application status (draft, finalized, or withdrawn),
whether recommendation is pending, and position status.

¢ Recommendations by Recommender with Applicant and Judge: Lists
recommender, applicant, judge, whether recommendation is pending, and the
recommendation upload date.

¢ Recommender List by School: Shows all recommenders associated with your law school
listed by name, email address, phone number, and assistant email address.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

OSCAR

o Online System for Clerkship Application and Review

There are three icons available for the administrator to use in running reports:

e Review Latest Run: Click to view the latest version of the report.

¢ Regenerate Report: Click to run a new version of the report with current data.

QK E 2

e Previous Runs - Click to see a list of previous runs. Previous runs may be viewed, exported

to Excel, or deleted individually.
a

3. Select the appropriate option for the report you wish to use. On the View Report page, OSCAR
will display a new set of tabs.

Recommender Imgort Email Messages Clasz Rank Cerdification Lawy School Profile Reporting

Review Previous Versions Zcheduling

4. OSCAR will display your reporting data in a table below the tabs. Use the buttons above the data
to Regenerate Report, Open in New Window, Save as Excel, or Return to Report List.

Review Prewious versions Scheduling
Regen Report | Open In New Window | Save As Excel | Return To Report List
Applicant:  Applicant: Applicant: Applicant: Applicant: Applicant: Application: Application:
Last Name  First Name Email Address n/LLB Date of Class Draft Finalized
From Jo/LLE Rank
AR A A_AAGHOther.edu Other 110272016 30% 0 1
Aardvark Abernathy Jjuliaharbo+oscar@grail.corm Other 05/12/2016 Mot yet ranked 1 1
Aardvark Apple applepieaardvark@test.com Other 05/30/2016 Mot yet ranked 0 1
Aardvark Lisa For_wWebEx_Seminars@testan uscourts.gov Other 05/19/2013  School does 1 2
nat rank
Abesadze Wano vano.abesadze@lls.edu Other 06/10/2008  School does 0 0
nat rank
Abouchaker Christian cac99vEnyu.edu Other 09/30/2014 5% 0 0

Contact OSCAR
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5. To view previous runs of the report, click the Previous Versions tab next to the Review tab.

Feniem Scheduling

6. On the Previous Versions tab, you can View (Q] ) areport, Save a report to Excel (E ), or
Delete the results for that run (’?-—E'I ).

Schedule a Report

OSCAR allows you to schedule any report to run at defined intervals. To schedule a report:

1. Under the main Reports tab, click the View icon (Q] ) to the left of the report you wish to
schedule.

~ | Description

r 1 Y o 9
o Applicant Alternate Graduation Date Report.

2. Click the Scheduling tab from the report record screen.

Review || Previous “ersions
Regen Report f| Open In New Window | Save As Excel

3. Under Report Scheduler, select the Period to choose how frequently your report will run (day,
week, or month).

Report Scheduler

“fou may schedule your reports to run on a recurring schedule.

Period™: Selectafrequency for this report to run.
ﬁ ; k‘

Time of Run:

manth

Contact OSCAR
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4. Ifyou select Week or Month, you will need to enter which day(s) of the month you want the
report to run on.

Day(s) of the Month™: Flease enter which days of the month you would this report to run, separated by a comma. Example:
15,30 to run on the 15th and 30th.

15,30

5. Enter a value in the Multiple field. This will determine how often the report will run. For
instance, if you set Period to Month and enter a Multiple of 2, the report will run every two

months.
Multiple™: The value entered here will be used to determing how frequently yaur report is run. (Example:
Period=maonth, Multiple=2, report will be run every 2 maonths.)
2

Note: If you don't want to set a specific multiple, leave the default value of 1 in the Multiple
field.

6. Click Submit to finalize.

@ | Cancel Changes

7. OSCAR will return you to the Reports tab. The Next Scheduled Run column for that report
will now include the scheduling data you submitted.

Contact OSCAR
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Create and Save Emails for Future Use

OSCAR allows law school administrators to create and store emails within OSCAR using the Email
Messages section of the Tools menu. This feature allows law schools to:

e Create the emails ahead of time,

e Save them in the system, and

e Access them at any time to send to applicants and/or recommenders.

When you create email templates, you can also take advantage of OSCAR’s Merge Fields. These are
placeholders for personal information, like the recipient’s name or law school. When you send an email
with these merge fields, OSCAR will fill them with the information for each recipient. This allows you to
create a single, generic response template that OSCAR automatically personalizes.

1. Under Tools in the main menu, select Email Messages.

RESOURCES HELP

Recommender Import

Email Messages

Class Rank Certification

Law School Profile

Reporting

2. Onthe Email Messages tab, click the Add New button to create a new email message.

‘ A:idﬂew'
T

3. OSCAR will display the email templates form. Fill out the required fields:

e Message Identifier: Choose a label for your message. This will display on the Batch
Options menu, and you can select it when creating an email.

¢ Subject: Choose a subject line that the recipient will see (this can be the same as the
Message Identifier).

e Reply to: Enter an email address that the recipient can reply to (OSCAR automatically
adds the primary email address associated with your profile).

¢ Message Body: Enter the text of your email body.

Contact OSCAR
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Note: OSCAR provides mail merge fields shown in the Available Fields gold box on the right of
the screen. The merge fields are placeholders for information, such as the recipient’s name or law
school. When you send the email, OSCAR automatically replaces the merge field with the
appropriate information for each recipient. You can click on a merge field in the box to insert it
into the Message Body (ensure the merge code copied into the Message Body contains both
brackets).

Available Fields

For emails to Applicants or
Recommenders

date

ab

Username
assword

=

[

For emails to Applicants

fullname

SEE
= =
[4=] D

law school
stree

EEEE

g:'
=]
[ =1
= o

For emails to Recommenders
fullname

name

Iname

|

Hote: For the recommender Evite
message template, use the merge
code [applicant].

4. You can attach a document to the email by clicking on the Add Item button below the Message
Body. Clicking the button will open a section where you can browse for and select a file stored on
your computer or local network to attach to your email.

Attachment(s):
£ 6D -

Contact OSCAR
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5. Click Save to save your work and remain on the same screen. If you are creating a lengthy email
message, it is advisable to hit the Save button regularly. Click Submit to save the email and
return to your list of email templates where OSCAR will display your new template.

Attachment(s):

Cancel ‘

Your message will now be available under Batch Options to send emails to applicants or

recommenders.

Note: To delete an email message, check the box next to the message label and select Delete Messages

under Batch Options.

Batch Options (1 items selected)

| Delete Messages

E=

&

Label

Test email

For more information on sending emails, see Send Email to Applicants or Send Email to

Recommenders.

Contact OSCAR
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Clean Up Your Saved System Emails

OSCAR allows law school administrators to create and store emails within OSCAR using the Email
Messages section of the Tools menu. If you make use of this feature, we ask that you review this list
from time to time and delete any outdated or unused emails. By reducing the number of items stored on
OSCAR, we can help ensure that the site will function smoothly and quickly.

1. Under Tools in the main menu, select Email Messages.

RESOURCES HELP

Recommender Import

Email Messages

Class Rank Certification
Law School Profile

Reporting

2. Onthe Email Messages tab, review your list of messages for any that are out-of-date or that you
no longer need. In the example below, there are messages that have not been modified in many

years and should be deleted.

Jul 30, 2008 9:58 pm

Sep 01, 2010 3:06 pm

Sep 06, 2011 12:32
pm

May 17, 2010 3:13 pm

3. You have the option to review and delete messages individually or to delete multiple messages in
a batch method. Follow the steps below for each option.

Contact OSCAR
oscar-support@ao.uscourts.gov

866-666-2120 (toll-free)
8 a.m. - 5 p.m. (ET) Monday - Friday



http://www.oscar.uscourts.gov/
mailto:oscar-support@ao.uscourts.gov

OSCAR

o Online System for Clerkship Application and Review

To Review and Delete Messages Individually

1. Click on a message Label to view the contents of an individual message.

*  Subject

Q.j D’ 2013 graduates Congratulations

@ awmni- Pending Recommendation aiests Fending fRacominendation Requests 1e

Alumni
’tﬁ Mew Recommender Email ¢ University of Texas [frarme] [iname)]: Letter of Recommendation
School of Law Requested

Outdated Message 2011 2011 Applicants

2. To delete the message, first click Edit.

Recommender Import || Email Messages

@| Cancel ‘

3. Click Delete.

Recommender Import | Email Messages

m w Delete D‘ Cancel |

4. OSCAR will display a pop-up warning asking, "Are you sure you want to delete this entry? This
cannot be undone." Click OK to delete the message and return to the Email Messages tab.

Are you sure yvou want to delete this entry? This cannot be undane.

Contact OSCAR
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To Delete Messages in a Batch Method

1. Check the boxes next to the messages you would like to delete. OSCAR highlights your selections
in blue. Under Batch Options, click Delete Messages.

Batch Options (3 tems selected)

Delete Meszages

q.j D’ 2012 aradyates Congratulations
@ m Q’ Alumni - Pending Recommendation Beayests Pending Recommendation Requests re
Alumni
qu B’ Mew Recommendear Email {The University of Texas [fnarne] [Inarme]: Letter of Recommendation
School of Law) Requested
R [  outdated Message 2011 2011 Applicants
qu D’ Second Testing Wiy Second Testing Wi

2. OSCAR will display a pop-up warning asking, "Are you sure you want to delete these
templates? This operation cannot be undone.” Click OK to delete the message(s) and return to
the Email Messages tab.

Contact OSCAR
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Use the Recommender Import Tool

If you have never used the Import Recommender tool to upload a Master Recommender Directory, please
see About the Law School Master Recommender Directory.

When uploading your faculty recommenders into OSCAR, please remember to: only log into OSCAR
once, do not use tabbed windows, and test with one entry before uploading all entries.

1. Under Tools in the main menu, select Recommender Import.

TOOLS RESOURCES HELP

Recommender Import

Email Messages

Class Rank Certification
Law School Profile

Reporting

2. OSCAR displays the Step 1 tab. Under Importer, click the Browse button next to Import
Data. (Note: Depending on your Internet Browser, the button may also render as Choose File.)

Importer

e the button to browse and =4

| Browse... | \g

Import Data*:
file selected.

3. Select your file of faculty recommenders and click the Open button. (For information on creating a
list of faculty recommenders to upload, see Acceptable File Types for Recommender Import.)

4. OSCAR will display the file path/file name in the Import Data box.
5. Choose whether your File starts with Headers row? If so select:
¢ Yes: The file has column headers (e.g., First Name, Last Name, etc.)
e No: The file immediately begins with the faculty’s data (e.g., John, Smith, etc.)

Contact OSCAR
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File starts with Headers row?*: Noﬁ' ; ‘ files must cantain column headers in

6. Next, use the File Type field to tell OSCAR if the file uses delimiters. If you are uploading an
Excel file, skip this and proceed to step 9.

File Type: etting iz not needed for Excel (x15) files.

Y] Delimited

7. If the file does use delimiters, choose the delimiter type: Comma, Tab, or Pipe (]).

Delimiter: Select the atis usedto separate the columns in the file.

@ comma O Tabh D Pipe

Note: For an outline of the file types and delimiters that can be used, please refer to Acceptable
File Types for Recommender Import.

8. Ifyour delimited file contains blank columns that OSCAR should ignore and not treat as separate
entries, click Yes for Treat consecutive delimiters as one? Most files will not contain any
empty columns and this field can be left at its default setting: No.

Treat consecutive delimiters as one?:

9. Click the Upload button.

If you chose the wrong options on tab Step 1, you can undo your selections by clicking the Start
Over button. OSCAR will return you to the Step 1 tab to reselect your file.

Contact OSCAR
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10. OSCAR displays the Step 2 tab. The first row from the file of recommenders you uploaded will
display in the Import Data column. Next, you need to tell OSCAR how to deal with the data that
you are importing by "mapping" the entries to an identifier that OSCAR understands. In other
words, you need to tell OSCAR where in your file it can find the recommenders' first and last
names, email addresses, etc. You do this using the drop-down menus in the Mapping Field
column next to the Import Data column. So, if the first row under Import Data contains the first
name of the recommender, choose First Name from the Mapping Field drop-down menu. This
lets OSCAR know that additional entries in this place in the imported file also contain
recommender first names. If your file contains headers, you can use the Headers column on the
far left as a reference when identifying Mapping Fields. If you leave a Mapping Field blank,
OSCAR will not import the data in the corresponding row. This is useful if your file has extra data
that you do not wish to import.

Note: If you hover over a Mapping Field drop-down menu, OSCAR displays a tool tip text with
the data row you are selecting. This can be helpful when working with a long list.

Headers Import Data (I'l.;apping Field \]
First Name Ellig First Name |L]
Last Name Sattler Last Mame
First Mame '
Phone ¢34 e Email Address I}
i Fhone MNumber
Email Add g T ] Pk Net _
al ress Ewite Blocked
Faculty Assistant GHTY D SO & nadk net Emaﬂ_Frequer}cy DfNew_Fiequests
Receive Reminder Emails
Pending " Qzacult},ﬁAssistantEmail
e Last Name (required): The last name of the recommender.
e First Name (required): The first name of the recommender.
e Email Address (required): The recommender’s email address.
e Phone Number: The recommender’s phone number.
e Evite Blocked: This setting allows or prevents OSCAR from sending the initial system Evite with login

information to the recommender. (Yes/No) If no value is imported:
e New recommender entries are set to the default value of No (i.e., the Evite is not blocked), or
e  The value remains unchanged for current recommenders.

¢ Email Frequency of New Requests: Controls sending the email notification for new requests.
(Daily/Weekly/Never) If no value is imported:

e New recommender entries are set to the default value of Weekly, or
e The value remains unchanged for current recommenders.
¢ Receive Reminder Emails: Controls sending the email reminders for outstanding pending
requests. (Yes/No) If no value is imported:
e New recommender entries are set to the default value of Yes, or
e  The value remains unchanged for current recommenders.
e Faculty Assistant Email: The recommender’s faculty assistant’s email address.
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11. After making the Mapping Field selections, click the Preview button to view how OSCAR will
import the record. OSCAR displays the results in the Recommender Import Preview pop-up
window. Check for any erroneous mappings or error messages.

Recommender Import Preview B

.

Last Name:
Sattler

First Name:
Ellie

Email Address:
ellie.sattler@diurassic park.net

Phone Number:
234-555-9820

m

Email Frequency of New Requests:
Daily

Receive Reminder Emails:
Yas

Faculty Assistant Email:
gerryharding@jurassic_park.net

12. Close the Recommender Import Preview pop-up by clicking the "X" in the upper right-hand
corner. If necessary, make any changes to your Mapping Fields on the Step 2 tab and repeat.

Note: The next few steps are optional methods of checking whether your data will be correctly
mapped into OSCAR. If you do not wish to make these checks, you can skip directly to step 15.

13. To ensure that your mapping is correct, you can check it against another recommender in you
file. Click the Import Row drop-down menu to move to another recommender (identified by row
number). The chosen recommender’s data will display in the Import Data column so you can
compare it against your Mapping Field selections.
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Irmport Row: | 1 ﬂ Y= Impont R

I| Ao Mappin st Settings

14. You can also use the Import Range feature to import a small sample of your list, either for test
purposes or perhaps only a small cluster of recommenders from your file needs to be updated.
Enter the first row and last row to be imported, and click the Import All! button.

Eannrt Range: 3 to B )

15. When satisfied with your test results, click the Import All! button. The Recommender Import
All confirmation screen will display showing;:

e Import Rows - The number of rows imported from the file.

¢ Updated - The number of recommenders already uploaded in OSCAR. This may occur if a
faculty list was previously uploaded.

e Newly Created - The number of newly uploaded faculty recommenders.

e Row 1:, Row 2, etc. - The pop-up window will list of all the recommenders’ names that
were updated below, including the row number from the original import file.

Start Time: Monday, Feliruary 25, 2013 10:37:18 am

End Time: Monday, Febroary 25, 2013 10:37:19 am
Duration: 1 seconds

Import Rows: T

Updated: 7

Fow 1: Recommender Match Found: Grant, Alan

Fow 2 Recommender Match Found: Sattler, Ellie Sattler
Fow 3 Recommender Match Found: Malcolm, lan Malcolm
Fow 4: Recommender Match Found: Hammond, John Hammaond
Fow 5 Recommender Match Found: Murphy Lex Murphy
Fow 6 Recommender Match Found: Murpbey Tim urgahey
Fow 7 Recommender Match Found: Armold, Ray Armold
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About the Law School Master Recommender Directory

At the beginning of the hiring season, law school administrators (LSAs) may wish to upload a new master
recommender directory to add new recommenders and to update information for existing faculty
recommenders. Using the Recommender Import tool, LSAs can accomplish this task in a single process,
rather than creating new accounts and updating existing accounts individually.

In the following sections, this document defines the Law School Master Recommender Directory and the
OSCAR System Master Directory of Recommenders; describes how applicants select their recommenders;
and provides instructions on preparing a list of recommenders to upload to OSCAR. Refer to the Use the
Recommender Import Tool for step-by-step instructions on the actual upload process.

What Is a Law School Master Recommender Directory?

The Law School Master Recommender Directory is a file that the LSA uploads containing the names of
that law school's faculty recommenders, their email addresses, phone numbers (optional), faculty
assistant email addresses (optional), and email frequency (optional). Once the directory is uploaded,
applicants can easily select their recommenders from their My Recommendations tab. This decreases the
creation of duplicate faculty accounts.

What Is the OSCAR System Master Directory of Recommenders?

OSCAR's master directory is comprised of all recommenders who have been uploaded by LSAs or entered
individually by applicants. This System Master Directory minimizes duplication and inconsistency by
permitting applicants to search for additional recommenders not affiliated with their law school instead of
immediately creating a new recommender account.

How Does the Applicant Identify Recommenders in the System?
OSCAR walks applicants through three steps:

1. Faculty Recommenders from their law school: Using the drop-down menu labeled
Choose Faculty Recommender, applicants can find the faculty recommenders uploaded by
their law schools. To select faculty recommenders, applicants simply click Choose Faculty
Recommender, select the recommender on the drop-down list, and click the Add to My
Recommenders button.

2. Recommenders from outside their law school: After choosing the faculty recommenders
from their school, applicants can search the entire database of OSCAR recommenders. Applicants
click Search All Recommenders, then type in a name or partial name in the Search the
System for All Recommenders Here field. The system automatically begins searching for and
displaying matches from the entire OSCAR database of all recommenders by first name, last name
and email address. To select a recommender, the applicant selects a name and then clicks the
Add to My Recommenders button.

3. Recommenders not found in OSCAR: If the recommender is not listed in either of the two
pick lists, applicants would use the Create Recommender function. Applicants click the Create
Recommender button and enter the recommender's information in the pop-up window, including
the recommender’s name, email address, phone number (optional), and assistant email address
(optional).

Contact OSCAR
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Each law school recommender data file must contain the following information: recommender’s first name,
recommender’s last name, and email address. The law school can also include the recommender’s phone
number, faculty assistant’s email address, and email notification settings, but these are not required.

Keep in mind the following:

e The Recommender Import process does not delete recommenders; it only adds new
recommenders or updates changed information in existing recommender accounts (e.g., new
faculty assistant email for an existing recommender).

¢ The Recommender Import process matches recommenders already in the OSCAR database by
their unique email address. To OSCAR, two recommenders may have the same name, but they
will not have the same email address.

e Ifarecommender is imported with a different email address, OSCAR creates a duplicate entry.

The following is a quick reference of the informational fields with their descriptions that are needed in
your import file:

Required Fields:

¢ First Name: recommender's first name

e Last Name: recommender's last name

¢ Email Address: recommender's email address. The email address must be unique; two people
may have the same name but they will not have the same email address.

Optional Fields:

e Phone Number: a contact number to reach the recommender or the assistant.

o Evite Blocked: sets the preference for blocking the initial Evite from OSCAR. The accepted
values for this field in OSCAR are Yes or No. If no value is imported, OSCAR automatically
defaults to No.

¢ Email Frequency of New Requests: sets the frequency of New Recommender Requests email
notices. The accepted values for this field in OSCAR is Daily, Weekly, or Never. If no value is
imported on the directory data file, OSCAR automatically defaults to Weekly.

e Receive Reminder Emails: sets the preference for the Receive Weekly Reminder of Pending
Requests email notification. The accepted values for this field are: Yes or No. If no value is
imported, OSCAR automatically defaults to Yes.

¢ Faculty Assistant Email: recommender's assistant's email address.

OSCAR has a feature to block the initial Evite sent to recommenders. This feature gives LSAs the ability to
choose when to send login information to their new recommenders by creating their own email, instead of
forcing recommenders to wait until the first request by an applicant. If you choose to use this feature,
ensure that all email notifications are set to Never and No using the Recommender Import tool (at least
until you send your login information emails). You do not want OSCAR to email reminders to your
recommenders when they have never received their OSCAR login information.

You can upload your file as an Excel Spreadsheet, Comma Separated Value (CSV) file, or a formatted text file.
When uploading a formatted text file, you need to designate the type of delimiter used in the file. OSCAR will
accept comma, tab, or pipe (|) as the delimiter. OSCAR will accept the data columns in any order.
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If you choose to upload an Excel Spreadsheet, your first row of the document must contain headers in
order for OSCAR to accept the uploaded document correctly.

Your IT Department may have this data already available in one of these formats.

Acceptable File Types for Recommender Import

You can upload your list of faculty recommenders using one of the following formats: an Excel
Spreadsheet, a Comma Separated Value (CSV) file, or a formatted text file. The recommenders’
information (e.g., first name, last name, email address, faculty assistant email address, email notification
preferences, etc.) is entered into columns, which can appear in any order within the file. Your IT
Department may have this data already available in one of these formats.

Excel Spreadsheet

When creating an Excel spreadsheet of your faculty recommenders, please note the following two
requirements:

e The first row of the Excel file must contain column headers for the data. OSCAR's Recommender
Import tool is designed to ignore the first row of data when importing an Excel file. If the Excel
file did not have column headers in the first row of the file, then first row of data will not be
imported.

e The file must be an .xls file extension (Office 97-2003) and not an .xlsx (Office 2007-2010) file
extension.

Below is an example of a recommender import file in Excel:

l'ﬂ File Edit WView [nsert Format Tools Data Window Help Adobe PDF
b o)

F10 - ]

A B C o E

1 |Last Name First Name Email Address Faculty Assistant Email Phone
2 |Law Kewin | Keving@lawschoali edu | anng@lawschooli edu | 703-555-0001
3 |Blanchard Diana Dianaiflawschooll adu pettviitawschooll edu T3-555-0002
4 |Haxlon Karan DianafTilawschooll adu donnailawschooll edu TO3-555-0003
5 |Hicks Melisza Melissaiilewschooll edu | edithi@dawschool1 edu T03-555-0004
G |Mason Joihin Jonngilawsc ool g F rgmgiiawschool i gy FCE-5995-0005
T |Burka Dannis Dennisilawschooll edu | Georgiai@awschaool1 adu T03-555-0008
8 |Smith Saly Sallyidlawschool1 edu Hetendfilswschooll edu TO3-555-0007
o |Jones Briain Brianiiiawschool 1 adu IrgmeTlawsc hool 1 edu Fi03-555-0008
10 Allen Tim Timi@lawschooll adu Janeliflawschool1.edu 7032-555-0000 I:
11 | Mathews Kale Kateglawschooll edy Kimibiawschool! edy T03-555-0010
12

Comma Separated Value (CSV) File

A Comma Separated Value (CSV) file stores the information about your recommenders using plain text
separated by commas. This type of file can be created and maintained using Notepad or Excel. When
creating the CSV file of your faculty recommenders, please note the following:

e Information regarding a recommender (e.g., that person's name, their email address, etc.) will be
contained on one line and separated by commas.
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e Each line in the file will display the recommenders' information in the same sequence.

It is optional, but CSV files can also include:

e Aheader row of labels indicating how the recommenders' information is ordered within the file,
for example: First Name, Last Name, Email, etc. A header row is not necessary and the file can
begin immediately with the recommenders' data. (E.g., John, Smith, 111-222-3333, etc.)

e Ifnecessary, two faculty assistants can be inserted into the faculty assistant email field by placing
their email addresses in quotes.

For example: "Kim@lawschool1.edu,Janet@lawshool1.edu"

Below is an example of how a CSV faculty recommender import file would look when opened in Notepad:

| Rec Impart File for Tip Sheet - Motepad =N =
File  Edit Format  ‘iew  Help

Last Mame,First Hame,Emadil Arh'lr:g"..l:a-r A1ty Assistant Email,Phons

Law, Kevin, kevd me ] aws chaal1. edu, 47 ex®]aws chao 1. edu, 703-555-0001
Blanchard,ofana,ofana@lawschooll. edu,eertydlawschooll. edu, 703-555-0002
-|.:'-'Tr.r.rar_nr.tarnrﬂ'awrl"\nh.n:li'..J.I‘.lnn:u'm*.awt.:hnn'l']:pdll..-'::l-:-'.'-"u-:muc
Hicks,melissa,Melissa@lawschooll. edu, Edgar®laws chooll, edu, 703-555-0004
Masan, John, John@] aws choo1l. edu, Frankd] aws chooll. edu, FO3-555-0004
?u[k.:l Joennis,Dennis@l awr-.;m'l] . :.'.Iu,-.'..:lr-gm'l awschooll. edu, PO3=555-0005
imith,%ally,5a11y8lawschooll, edu, HelenGlawschooll. edu, 7053-555-0006
Jones ,&rian,sr jardlawschooll. edu, Irenel] asschoo]l. edu, 7O3-555-0007

417 an, Tim, Tim@lawschoo1l, edu, Janet@lawschooll. edu, O34 550008
Mathews  Kate,Kated]lawschooll, adu, "k ing] aws chooll, edu, Janet@l awschooll, edu”™, 703-5355-0010

Text File

When creating the text file, you need to designate what type of delimiter used to format the file. A
delimiter is a character or symbol that separates different pieces of information (e.g., name, email
address, phone number, etc.) within the lines of the import file. OSCAR’s Recommender Import tool uses
delimiters to understand where data begins and ends so the information will be correctly parsed into the
database. OSCAR will accept comma, tab, or pipe as the delimiter.

Examples of the Excel file, Comma Separated Value, and three delimiters follow:

Comma Delimiter Sample
The recommenders’ information is separated by commas. Note that there are NO spaces after the commas.

o PR g

L8 g
Fie G View Insent format Hep

Dlesld| SiR| 4] L [6]n]-] &

Favin, Law, Kevindlawschooll.edu, T03-555-0001, arndlavschooll, adn, tasterBlave
Dara, Blanckard, Manallawschooll . edu, 703=555=0002, Bettyl lawachooll . edn, tes
Faren, Baxton, Earenflawschonll  adu, 703-555-0003, dennaflawschonll edu, tester
Melissa,Bicks, Melissallawschooll . edu, 703-555- 0004, sdich@lavschooll, edu, tas
Jobp,Mason, Johndlavechoall . ed, T0I=-555=0005; FracBlavechooll .edu; testecilas
Dennis, Burke, Dennis@lawschooll.edu, T03-555-0006, Georglallavachool l, edn, tay
Sally, Smith,Sallyilewschooll.cdu, 703-535-0007, Helenflowschooll . edu, testezl
Brian, Jones,Brianilawvschooll.edu, 103=-555-0008, Irenaflavschooll . adu, taxtazl
Tim,RAllan, TimB lavechosll.edu, 703=-355=01009, JanacRlasschooll. adn, casterBlave
Fate,Mathews, Eated Lavschooll. edu, 103-555-0010, Elnblavschooll . edu, Testerdlay

=10l x|

]

i | H
o

For Help, press FL [T
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Tab Delimiter Sample
Recommenders’ information is separated by single tabs. Despite the appearance in the screenshot, tab
delimited files DO NOT line up in columns.

! Testl Master Directory tab.xt  Notcpad 2T 4= | o =] [
Fle Edr Format Vew Hep
evin  Law Kevintlawschooll. edu 703-555-0001 ann@awsi+|
iana Blanchard Diana@lawschooll. edu 703-555-0002 G
ren Haxton Karen@lawschooll.edu 703-555-0003 donna@] ar
Melissa Hicks melissa@lawschooll.edu 703-5355-0004 edithala
John Mason  John@lawschooll.edu 703-555-0005 Fran@law
ennis Burke Dennis@lamschooll.edu  703-535-0006 Gearglad
ally smith sally@lawschooll.edu 703-555-0007 Helend] a
rian Jones Brian?lawschooll. edu 703-555-0008 Irened] a
im Allen Tim@lawschooll. edu 703-555-0009 Janet@lai
ate Mathews Kate@lawschooll.edu 703-5333-0010 Kimd]aws:
1] | '] 4

Pipe Delimiter Sample

Information is separated by the pipe character. The pipe character is a vertical line, not a lower case letter
or number, and usually shares the same key as the \ character on your keyboard. The pipe may appear as
either:

e A solid vertical line, or
e Avertical line with a gap in the middle.

[ 1rst1 Master ircctory pipend Natepad O B =101 x|
Fle Eit Fomat Yew Hap

Kevin LaleevirﬂTawsr_huaH.eduI?DS-SSS—UDﬂlIannmla.ws.chnn'll.eduIt:i
Diana|Blanchard|Diana®]lawschooll. edu| 703-555-0002 |Bettyll awschoo
Karen |Haxton | Karendlaws chooll . edu | 703-555-0003 | donnaé] aws chooll. .
MelissalHicks |Melissa@lawschooll. edul 703-555-0004 |edithal awschoo
John|Mason | John@Taws cheoll. edu | 703-555-0005 |Fran@]awschooll. edu |-
Dennis |Burke |Dennis@lawschooll. edu|703-555-0006 | Georgi a@l aws choo
sally|swith|sally@lawschooll. edu |703-355-0007 |Helen@lawschooll. e
Brian|Jones |Brian@lawschooll. edu|703-555-0008]|Irene@lanschooll. e
Tim|Allen| Tim@lawschooll. edul703-555-0009 | Janet@lawschooll. edu |t
Kate|Mathews |Kate@lawschooll.edu | 703-555-0010|Kimd ] awschooll. edu
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