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Procedure: Create a Job Post (Regular, MSFW, FLC, Internship) for an Employer 

(One-Stop Staff) 

Note: All Jobs must be posted on OMJ, not on local systems. 

1. Go to OMJ.com. 
2. Click Go to Employers site. 

 

3. Click Post a Job.  

 

4. Complete the fields in the General Information section, starting with an email address.  

The email address is the email address to which job post confirmations and other job post updates 

are sent. The email address can belong to the employer or to One-Stop staff.  
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Notes:  

 Fields marked with an * (asterisk) are required. 

  (blue circles) and underlined text can be clicked for help with the fields.  

 

5. In the Worksite Zip Code field, verify the worksite zip code with the employer and be sure to 

update it if it is different from the company/business zip code.  

 

6. Complete the fields in the Contact Information section.  

Remember the contact information indicates to whom job seekers will make contact or send 

resumes regarding the employers job posts. This can include the employer’s contact information or 

the One-Stop staff’s contact information, if the One-Stop staff is working the job post on behalf of 

the employer.  
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7. Click Save. 
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8. To print the page, click Print this Page. The “confirmation email” will need to be retained, to allow 

the job post creator to update the posting or to close the posting earlier than the default close date.  

Note: Job Posting/Training Opportunity information can also be printed from this page.  

NOTE: The Job Post should display on OMJ.com within 4-6 hours. 

 

 

 

  

Print 

Preview 

screen 
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9. In your email inbox, open the email from email address omj-no-reply.  

 

10. Click the link in the email to validate the job post. When a job post is validated, the contact person 

(employer or One-Stop staff) confirms he or she entered the job post and wants the job post to 

display on OMJ.com. 

Important: If the job post was created using the employer’s email address (the employer and not 

One-Stop staff will receive the validation email), make sure the employer understands that he or 

she will receive an important email that includes a link that must be clicked to validate the job post. 

If the job post is not validated, it will not be displayed on the OMJ website. 
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Procedure: Post a Confidential Job 

1. From OMJ.com, select Post a Job. 

 

2. In the General Information section: 

 In the Employer Name field, type Confidential.  

 In the remaining fields, type or select job post information. 
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3. In the Contact Information section, type or select One-Stop staff contact information. 

 

4. Click Save. 
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5. On the Job Post/Training Opportunity Complete page, click Print this Page or Print this Job 

Post/Training Opportunity. 

 

6. In your email inbox, open the email from email address omj-no-reply.  

 

7. Click the link in the email to validate the job post. When a job post is validated, the contact person 

(in this case, One-Stop staff) confirms he or she entered the job post and wants the job post to 

display on OMJ.com. 

 

Important: DO NOT DELETE THIS EMAIL. You must click the link in the email to edit the job post or 

to close the job post before the default close date (30 days after the posting start date). 
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Procedure: Edit a Job Post 

1. From your email inbox, open the job post confirmation email and click the link. 

 

2. On the General Information page: 

 Update the job information as necessary.  

 Click Save.  

Note: Notice the Job Post/Training Opportunity Status is set to Open.   
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Procedure: Prove a Job was Posted for the Required Number of Days  

Scenario 1: Job Post Created by an Employer or Another One-Stop Staff Member  

Use this procedure when: 

 The job post was created by an employer or by other One-Stop staff.  

 You do not have the confirmation email. 

1. From the WCMS What’s New page, click OMJ Admin. 

 

2. On the Login page: 

 Type your Novell ID and password in the appropriate fields. 

 Click Login. 

 

3. Under User Roles, click OMJ Admin.  
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4. Under Employment Services, click Browse Job Posts. 

 

5. On the Browse Job Posts tab: 

 Verify the Job Post # radio button is selected. 

 Enter the job post number in the Search For field. 

 Click Search. 

 

6. In the OMJ Job Post# column, click on Job Number. 

 

  



 
 

 

 OhioMeansJobs.com   
Ohio’s Workforce Case Management System (OWCMS)  

Instructional Documentation   (JOB POSTS) 

 

14 

 

7. On the General Information page, view the dates in the Start Date and Close Date fields.  

 

Scenario 2: Job Post Created by One-Stop Staff 

Use this procedure when: 

 You are the One-Stop staff person who created the job post. 

 You have the confirmation email. 

1. From your email inbox, open the job post confirmation email and click the link. 
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2. On the General Information page, view the dates in the Start Date and Close Date fields. 

 

Note: A job post close date can be set for up to 90 days after the start date. If a job post must 

remain open for more than 90 days: 

 Wait for the first 30 days to expire. 

 In the Close Date field, type or select a close date 30 days after the current close date.  

 

 

Procedure:  Foreign Labor Certification (FLC) Process 

1.  OWD FLC Program will create Job Post in OhioMeansJobs.com 
2.  OWD FLC Program will send OMJ Job Post information to One-Stop Owner (Job Post Holding 

Office) 
a. Send ETA790 
b. Send Job Post number 
c. Send Special Instructions 
d. Send Employer Referral Information 
e. (optional) Send qualifications & requirement 

 

3.  One-Stop works Job Post 
a. Run a resume match in OMJ 
b. Save resumes in Staging Folder 
c. Review resumes to find best candidates 
d. Contact best candidates to see if interested in being referred to job and send candidates 

ETA790 and other job post attachments as necessary 
e. Save best candidates in Referral Folder 
f. Contact employer and schedule interview(s) 

 

4.  One-Stop completes FLC Referral form and sends to OWD FLC Program 
a. Name(s) of referred individuals 
b. Date(s) / Time of referral appointment per individual 
c. Address of each referral 
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d. Contact phone number of each referral 
e. Alternate phone number of each referral (optional) 
f. Email address of each referral 

  

5.  One-Stop performs follow-up with Employer 
a. Was any referral not show up for interview? 
b. Was any referral Hired? 
c. Reason why no referral Hired? 

 

6.  One-Stop updates FLC Referral form if needed and sends to OWD FLC Program 
 

7.  Out-of-State FLC Job Post 
a. Follow previous step (3) above 
b. No FLC Referral form required 
c. No Employer follow-up required 

 

 

Procedure:  Close a Job Post 

Scenario 1: Job Post Created by an Employer or Another One-Stop Staff Member  

Use this procedure when: 

 The job post was created by an employer or by other One-Stop staff.  

 You do not have the confirmation email. 

1. From the WCMS What’s New page, click OMJ Admin. 
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2. On the Login page: 

 Type your Novell ID and password in the appropriate fields. 

 Click Login. 

 

 

3. Under User Roles, click OMJ Admin.  

 

 

4. Under Employment Services, click Browse Job Posts. 
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5. On the Browse Job Posts tab: 

 Verify the Job Post # radio button is selected. 

 Enter the job post number in the Search For field. 

 Click Search. 

 

6. In the Update column, click  (paper). 

 

7. On the General Information page: 

 From the Job Post/Training Opportunity Status list, select Closed.  

 Click Save. 
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Scenario 2: Job Post Created by One-Stop Staff 

Use this procedure when: 

 You are the One-Stop staff person who created the job post. 

 You have the confirmation email. 

1. From your email inbox, open the job post confirmation email and click the link. 

 

2. On the General Information page: 

 From the Job Post/Training Opportunity Status list, select Closed.  

 Click Save. 

 

 

Procedure: Working with Duplicate Job Posts 

Sometimes job posts are duplicated, but the automation of OMJ takes care of this problem. For 

example, an employer posts a job on Monster.com, Career Builder.com, and OMJ.com. All of these 

sites are scraped for Ohio jobs, so OMJ would be scraping the same posting three times. Because of 

the OMJ automation, only the posting from OMJ.com will display. The postings from Monster.com and 

CareerBuilder.com will remain in the background, invisible to users. The OMJ job posting will always be 

first priority; the Monster.com entry will be second.  
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Procedure: Search for a Job (helping a client; tips; filters; advanced; Job title 

search vs Keyword search) 

1. In the OMJ.com Home page Job Seekers section, click Search jobs. 

 

2. On the Search Jobs page: 

 Type or select search criteria. Search criteria includes keywords, location, job post number, or 

job title, or even a radius from a location.  

 Click Search. 

Note: For additional job search hints: 

 Click Workforce Links.  

 From the left navigation bar under Job Seeker, click Job Seeker Links.  

 From the list of options, click Job Search Hints.  

 



 
 

 

 OhioMeansJobs.com   
Ohio’s Workforce Case Management System (OWCMS)  

Instructional Documentation   (JOB POSTS) 

 

21 

 

3. From the list of job search results, click the job title to view the posting. 

 

Procedure: Perform an Advanced Job Search 

1. Click ‘Display Advanced Search’. The screen will expand with search options. 

 

2. This allows for additional search criteria to be added. When complete you can click on “Hide 

Advanced Search”. Warning: Using the Advanced Search feature may severely limit your returns.  

NOTE: You can search by Employer Name, which will list all the jobs currently listed by this 

employer. You can search by Education Level, search for specific degree, jobs that only require a 

High School diploma/GED.  The Advanced Search enhances and refines your Job Search results.  
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3. Use the Job Search filters on the right side of the Search Results screen to filter for specific job 

search results. For example, use the filters to search for jobs within a specific salary range, full-

time or part-time positions, or jobs in a specific city or county.             
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Procedure: Inform an Individual about a SCAM Job Post  

If you find a SCAM job, IMMEDIATELY notify the OMJ Help Desk. When you notify the OMJ Help 

Desk, please provide the following information: 

 Screen capture of the Job Post 

 Job site 

 Job title 
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Procedure: Find Jobs for My County / Area that an Employer Posted Without My 

Knowledge  

Option #1:  Contact a Wanted License Administrator from the list below.  These individuals have access 

to a tool titled ‘WANTED’, to provide data like this for you 

Wanted Analytics License Administrators, as of 2/10/12 
 

   Leign Samargia-Pflug lsamargia@mctaworkforce.org Youngstown (Mahoning) 

Sherry Marshall SMarshall@cincinnatichamber.com Cinci (Hamilton) 

Alice Stephens astephens@eswork.com Canton (Stark) 

Roy Landreth  rlandreth@cowic.org  Cols (Franklin) 

tbd Nicole.chmielewski@ula-ohio.org  Cleve (Cuyahoga) 

Kathey Hodges hodgek@odjfs.state.oh.us  Akron (Summit) 

tbd plantl@odjfs.state.oh.us  Dayton (Montgomery) 

Michael Veh mveh@co.lucas.oh.us  Toledo (Lucas) 

Michelle Carver Michelle.Carver@jfs.ohio.gov RR Region 1 

Dona Ferraro Dona.Ferraro@jfs.ohio.gov RR Region 2 

Hollie Musolino  Hollie.Musolino@jfs.ohio.gov  RR Region 3 

Stephanie Pride Stephanie.Pride@jfs.ohio.gov RR Region 4 

Matt Kysor Matt.Kysor@jfs.ohio.gov RR Region 5 

Dawn Stanley Dawn.Stanley@jfs.ohio.gov  RR Region 6 

Tiffany Harper Tiffany.Harper@jfs.ohio.gov RR Region 7 

 

 

 

Option #2:  Use OMJ below . . .  

1. From the OMJ.com Home page Quick Links section (located at the bottom of the page), click 

Search by Industry.  

 

2. On the Browse Jobs page, view the various options by which you can search for jobs. Options 

include location, job categories, industries, and frequently used keywords. 

mailto:rlandreth@cowic.org
mailto:Nicole.chmielewski@ula-ohio.org
mailto:hodgek@odjfs.state.oh.us
mailto:plantl@odjfs.state.oh.us
mailto:mveh@co.lucas.oh.us
mailto:Hollie.Musolino@jfs.ohio.gov
mailto:Dawn.Stanley@jfs.ohio.gov


 
 

 

 OhioMeansJobs.com   
Ohio’s Workforce Case Management System (OWCMS)  

Instructional Documentation   (JOB POSTS) 

 

25 

 

 

3. Click the appropriate link. For example, to search for all jobs located in Columbus, click Columbus 

under Jobs by Location. All jobs posted for Columbus display.  

 

Procedure: Display a List of Jobs on the Job Board  

Scenario 1 - Just a list of Jobs  

 From OMJ, select Job Post, and enter your search criteria.   

 From the results print the screen that displays a small synopsis of each job 

 Individuals can read these and if interested can go search for the specific job for more 

details 

 

Scenario 2 - Print complete Job Posting 

 From OMJ, select Job Post, and enter your search criteria.   

 From the results print the of screen that displays a small synopsis each job, click on the 

underlined Job Title to see the entire job post details 

 Screen print the entire job details page to display on job board 
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Procedure: Link Jobs Posted on OMJ to Your Local Website  

1. Perform a search on OMJ.com. 

 

2. On the search results page, copy the URL from the top of the screen.  

 

3. Paste the URL and use it as a link on your web site. 

 

 

Procedure: Index a Web Site to OMJ 

Periodically, employers want their job posts scraped from their websites and the job posts displayed on 

OMJ. For this to occur, each job post on the employer web site must contain a unique URL. 

Unique URLs are web addresses that are different from other web addresses. For example, on 

jobmonkey.com, each job post has a unique URL, as shown in the following examples.  

 

 

The URLs for each job posting differ after the career/ portion, making them unique. 

On many corporate websites, the differences may be harder to see, as shown in the following 

examples.  
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The URLs for each job posting differ in the jobID and siteid portions, making them unique. 

After you have determined that the Employer / Provider has unique URLs, then contact the OMJ Help 

Desk (my email) and provide the details.  OMJ Help Desk will process the request from there to work 

with Monster to get this employer’s job postings added to OMJ automatically, on a regular basis. 

 

Procedure: New Job Posting report 

To view new job postings by county, refer to the Job Order report. 

1. In Internet Explorer or other browser, go to https://owcms.ohio.gov/whatsnew/home.do. 

2. On the What’s New page, click Job Order Reports. 

 

3. On the map window, click the county for which you want to view new job orders.  

 

https://owcms.ohio.gov/whatsnew/home.do
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View or print job order information for the selected county. 

 

When you are finished, close the window. 

NOTE:  Currently, this report only contains the OWCMS Staff Assisted Job Postings.  In process, is to 

update this report to include the OMJ Job Posts (January / February 2014). 
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Procedure:  BUSINESS SUPPORT CENTER for Employers 

 

Click on the ‘Go to Employers site’ . . . 

 

BSC is located on the Employer Home Page. 

 LIVE CHAT  (On or OFF):  When ON, our staff is available to Chat 

 How Do I (documents located under Quik Links too 

 Request Assistance:  Online form to be completed with what you need assistance with 
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