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Subject: When to use OMJ & OWCMS

Date: November 07, 2013

Workforce
Jobs System

RE: Promote OMJ (self-service system) versus OWCMS (staff-assisted system).
« All Local Ops staff should register in OMJ to become better acquainted with the system and to more

effectively assist job seekers.

« Seekers with more than one resume can create multiple accounts to post their resumes as a
workaround to the one active resume limitation. Seekers must also have more than one email
address to use this workaround.

« Questions seekers may ask of Local Ops staff, including:

* How many employers viewed my resume?
= Am | registered in OWCMS/OMJ?
= Emails from my job scouts?
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Procedure: Register as a Job Seeker

1. InInternet Explorer or other browser, go to http://ohiomeansjobs.com/omj/.

2. Onthe OMJ.com Home page, click Post resume.
Ohio

Jgs S ﬁﬂﬂ e

monster

Employers ; Seeke Initiatives
Millions of resumes for free. jobs ‘and internships.
Internships, Tmlnlng Opportunity, more noticed by

Ohio Learn To Earn
3rd Frontier Internship
OhioMeansVeteranJobs

OhioMeanslinternships

ployers.
: Tweets ¥ Follow @OhioMeansJobs | (2,
Go to Employers site »
OnioMeansJobs a6m 2o

Home | Employer | Job Seeker | Youth | Events | Workforce Links | ContactUs | Privacy Policy | Site Index
Browser Compatibility: Mac - Firefox 8, Safari 5 and Windows - Chrome 14, Firefox 6, IE 8 & 9

© 2011 OhioMeansJobs.com. Al rights reserved. Our partners:_ INEIFEIB_ Thonster

3. On the Post/Update page, click Continue.
Ohio

Jobs ....... E
“com TllOllSTe[’ L y
Employer Job Seeker ‘ Youth | Events Workforce Links Partners Media Center | Success Stories
Post/Update Resume
Employer
OhioleansJobs. com can help you market yourself to employers ithin Ohio and beyond. Start by posting a resume
i wihere employers and local workforce professionals will find you. Ohio heans Jobs has partnered with nationally-
Account Information known Monster.com to help you get noticed,
New Registration Click the button below to apply for jobs faster than ever! Quickly register to make your resume available through
Ohipleans.obs.com and honster.com at the same time. Upioad an existing resume(s) or us the resume buiider to “
Login/Update/Evaluate build one from scratch, then make changes at any time. /And when you aré ready, use OhioMeansJobs.com to find monster
Job Posts the right Ohio-based job for you! Your calling is calling”
Fost a Job/Training Opportunty -
Continue
Job Description Writer
Resumes
Seareh Talent
National Talent Search
More
Business Support Center
Employer Links

New Registration/Login

stUpdate Res|
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4. Onthe Welcome page, click Go!.

Ohio
Jobs

com  monster

Job Seeker Youth

Employer

Your Monster.com login info works on OhioMeansJobs! *

Events | Workforce Links | Pannersl MedlaCenter‘ Success Stories

Username or Email:| Password:|

Welcome Job Seekers,
get started with OhioMeansJobs
by creating your account now!

* 1 you don't have a NEW OhioMeansJobs account or an
existing Monster account, create one above.

You will be able to use the same login info
on both OhioMeansJobs and Monster.

|

Quick Links
Employer Home
Job Seeker Home
On the Job Training

Veterans Information We conne
Apprenticeship Information

Search by Industry

Media Center
Success Stories
Ohio Here to Help

in] f]

quickly, easily and for free!

Keep me logged in |
Forgot Password?

ct businesses and job seekers-

5. Onthe Create Account page:
Complete all required fields. Required fields are denoted by

Click Create Account.

Ohio [
HODS e 3 £infS

Employer | JobSeeker | Youth | Events | WorkforceLinks | Partners | MediaCenter | Success Stories

Create Account
Your free OhioMeansJebs membership starts here! Expert advice. New Contacts. Everything you need te get your career

in gear. To get started, tell us more about you.

# Required information

Login & Email @

# Email Address:

# Reenter Email Address: |

Email Preference @ HtML © Text (no graphics)

—
—

* Username: Use 4 to 20 letters and/or numbers

* Password: Your password must contain

+ A Minimum of 8 and Maximum of 20 characters.
A combination of upper and lower case letters.
At least one number.

At least one symbol (excluding ' @ & - * <).
U S W IV Se W oML

» Do you require special workplace
accommodations?

* Re-enter Password

C No

Contact Info @  Yes, please specily

Salutation Select =
* First Name: [
Middle Name: [

* Last Na

—

Quick Links
Employer Home
Job Seeker Home
On the Job Training

ledia Center
Success Stories.
Ohio Here to Help

Apprent
Search

Home | Employer | Job Seeker | Youth | Events

©2013 OhioleansJobs.com. Al rights reserve
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Veterans information

*

We connect businesses and job seekers-
quickly, casily and for fres!

in] ]

ticeship Information
by Industry

Workforce Links | Contact Us Site Index

<s ourparners: INNIFEBB monster

Privacy Policy
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6. On the Career Plans page:

Complete all required fields.

Required fields are denoted by *.

Click Save and Continue.

Chio
Jobs ...

wom  monster

Career Plans

I” Seekimmediate full-i
I” Seekimmediate full-i

I Attend schoolfraining
I Obtain additional cert
I Start my own busines:

™ Undecided
™ other

I OhioMeansJobs.com

I Finishing/Obtaining a Gr:
™ other

™ 1am a student
™ 1 have a disability

I™ 1 am or have been incarc
I None of the anove

Quick Links
Employer Home
Job Seeker Home
On the Job Training

Home | Employer

Employer | Job Seeker

Youth Events Workforce Links Partners

Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

Now that you've created your account, please answer a few guestions about your future career plans. This helps us
determine the bestway to help you achieve them.

“*What are your future employment plans?

me employmentin my current field
me employmentin a new field

™ Seekimmediate part-ime employmentin my current field
™ Seekimmediate part-ime employment in a new field

fication

™ 1 already have a job lined up

s

I Retirementleaving the workforce

*“Where do you look to find employment opportunities? (Choose all that apply)

Y N NN P o VNP

aduate Degree

“Ohio offers several helpful employment programs and senices to those who are eligible. Please select all that apply so we can determine which would be most helpful for you

™ 1 am under 21 years of age
I” 1 am over 55 years of age

erated in a correctional facility.

Media Center
Success Stories
Ohio Here to Help

We connect businesses and job seekers-
quickly, easily and for free!

Veterans Information
Apprenticeship Infermation
Search by Industry

Job Seeker | Youth | Events = Workforce Links | Contact Us | Privacy Policy | Site Index

2013 OhioMeansJobs com Alrighis reserved. Our pariners:  INIIFIIB monster

Media Center ‘ Success Stories

Help | Fraud/Sacurity

e At an UnderS IR Begde e NS TN TN T N o
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7. Onthe Welcome page, click the links to perform job search-related tasks, including creating a

resume, searching for jobs, or updating your OMJ account profile:

Ohio
Job

S povord by
com  monsier

Employer | Job Seeker | Youtn | Events | workforce Links
Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

Welcome back, Cindy Williams

When using your account, you can view and edit your
Account Profile, anytime.

My Resumes

“ou currently do not have any resumes.
Create vour resume.

Saved Searches

‘You currently do not have any saved searches.
Begin your job search.

Partners

o

B
) f[in PR

Media Center ‘ Success Stories

Help | Fraud/Security

Profile Info

m
=

Cindy Williams

cindy. willams@compuw are.com

If you'e not Cindy Wiliams, click here
Has your email address changed?
Have you moved? Click Here to update
your account profie.

Last update: 912012013

Kickstart Your Ohio Career!
« Browse Ohio Jobs
« Upcoming job fairs an
workshops in the Ohio area
* Find nearest One-Stoj
« Career Information
n

« Apprenticeshi

* College Navigator

o Occupational Profiles

« Emplovment Proiections
Creating or Improving your
Resume

« Ohio's Workforce Info Center

« Resource and tips for Job
Seekers

For details about creating a resume, see Procedure: Assist an Individual in Posting a Resume. For
details about searching for jobs, see Procedure: Assist an Individual in Searching for a Job.

Procedure: Assist an Individual in Searching for a Job

To fully utilize OMJ features, such as saving job searches, make sure job seekers create an OMJ

account before searching for jobs. See Procedure: Register as a Job Seeker.

For information about saving a job search and creating a job scout, see Procedure: Create a Job Scout.

To assist an individual with a job search:

1. InInternet Explorer or other browser, go to http://ohiomeansjobs.com/omj/.

2. Do one of the following:

» |f the individual is not registered on OMJ, click Search Jobs on the OMJ.com Home page.

= |f the individual is registered on OMJ:
O Login to the individual’s account.
o From the Welcome page, click Job Search.
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Employers

Search talent

Millions of resumes for free.

Search jobs
Thousands of jobs and internships.

Ohio Learn To Earn

3rd Frontier Internship

A
Post a Job
Internships, Training Opportunity, more

Post resume
Get noticed by thousai

nds of employers.

Tweets
Go to Employers site » . See S €

OhioMeansVeteranJobs

OhioMeansinternships

W Follow @OhioMeansJobs

OhioMeansJobs 46m -

Ohio
Jobs ...,

wom  menster

Employer Job Seeker | Youth Events Workforce Links

My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

Welcome back, Cindy Williams

When using yeur account, you can view and edit your
Account Profile, anvtime.

Home Job Seeker]

Employer

Browser Comp4

© 2011 OhioMesa| My Resumes

You currently do not have any resumes.
Create your resume.

Saved Jobs

You currently do not have any active saved jobs.
Begin your job search.

OR

Saved Searches

You currently do net have any saved searches.
Begin your job search.

Partners Media Center ‘ Success Stories

Help | Fraud/Security

Profile Info

m
=

cindy williams

Email:

cindy. willams @compuvare.com

If you're not Cindy Williams, cck here

Has your email address changed?
Have you moved? Click Here to update
‘your account profil,

Last update: 9/20/2013

Kickstart Your Ohio Career!

+ Browse Ohio Jobs
Upcoming job fairs and
workshops in the Ohio area
Find nearest One-Stop
Career Information
Apprenticeship Information
Colleas Navigator
Occupational Profiles
Employment Froiections
Creating or Improving your

Ohio's Workforee Info Center

Resource and tips for Job
Seekers

3. Onthe Search Jobs page:

Type or select appropriate job information for the job seeker
Click Search.

Chio
Jobs

powared by
om  monster

Employer Job Seeker Youth Events Workforce Links Partners Media Center

Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

| Success Stories

Job Seeker Help | Eraud/Security

Salary Calculator

Search Jobs @

Job Title (job title)
[Production Labarer ity

—E State

ohio =l
PayScale 3

Cost of Living Calculator
Salary Caleulater

Job Title

Keywords (<eyvords =nd/or job number)
[Assembly OR Assembler

Radius

= [0 miles =l

Location (city/Tevn or zip) State
[a3210 [on

P Display Advanced Search

Insights

Career Exploration

To find helpful oceupation
information, career videos,
training providers, jobs and a
whole lot more, Click here to
explore a career.

Read more...
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4. In the list of search results, click the link to view job information.

Search Jobs

Job Title (job titia)
[Froduction Laborar

[

W\

Keywords (kayw

[2ssembly OR Assembier saarch
Location (cCity/ Tow Radius
[#3=219 [on =] [+0 mil=s =

P Display Advanced Search

Results 118489 jobs as of 8/11/2013
1-25 of 1335 Page 1 of 40 page [1]23 45 S-10s5> [Ngwt oo
Ralavance

Sort by | ata

Date

2013-08-13

Salary Calculator Insights

Job Title
Production Laborer

City

State i

Ohia =

x| Other Opportunities

Clear all and start new search

Columbus, OH

5. Follow the instructions in the job posting to apply for the job.

Procedure: Create a Job Scout

A job scout enables individuals to save job search criteria
to them on a regular basis.

and have jobs that match the criteria emailed

Important: The individual must have an OMJ seeker account to save the search.

To create a job scout:

1. Perform a job search as described in Procedure: Assist an Individual Searching for a Job.

2. Inthe Search Jobs page Results area, click Save thi

s search and email me jobs.

Search Jobs

Job Title (jeb titls)
[Produztion Labo:

@

W

Search
Location (city/ rZip) State Radius
[42219 [on =] [#0 miles =

P Display Advanced Search

Salary Calculator Insights

&

Cost of Living Calculator
Salary Caleulator

Results 118489 jobs as of 871172013
1-25 of 1335 Page 1 of 40 Face (112343 S-105= et oo
Sertby Ralavance | Data

_ahd e isbs. |

Job Summary

Date company

Frezenius
2013-08-13
Marth A...

™

Location

tedical Care o mbus, oH
B iew Mar

Clear all and start new search

Columbus, oH

3. Onthe Saved Searches dialog box:

Click the radio box for the frequency with which the job seeker wishes to receive job

postings that match the search criteria.
= In the Saved Search Title field, type a title for the job search.
= Click Save Search.
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Saved Searches

Select the frequency of your search and give it a name.
* = Required Information
Saved Searches @
Search Criteria

Kaywerd(

Assambly OR Assamblar
Job Title: Production Laborer
Zipcodae: 43210

Radius: 40 miles
Job Type: Full-time
Exclude Staffing Agencies

Other Opportunities

I How often do you want to receive search results?
 Daily * weekly € Bi

veskly ' Monthly © Never
 Saved Search Title
Production Labored

Save & Run

A confirmation page, similar to the following example, displays.

COhio
Jobs ...
wom - honter
Employer Job Seeker

Youth Events

Good News!

Your new saved search was successfully created.

o Your Previous Job Search Results
Return to your previous job search result:

. Return to OhioMe: Jobs to search for jobs, explore careers and more!
“ Search for jobs that meet your criteria.

. Manage Your Career
“ Great jobs. New contacts. Put it all together on your OhioMeanslobs home page.

Workforce Links

Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Info Center | Logout

Ready to explore mare of what OhisMeanslobs has to offer? Start by trying these recommended next steps.

AR

) £]in P

Partners | Media Center | Success Stories

Help | Fraud/Security

The job seeker will also receive an email confirmation.

<omjseekerhelp@mon:

Your search has been saved

8/13/2013 1:5

Fil=  Edit

View Actions Tools ‘Windaw

Help

3T Close L7 Reply B Reply all [ Forward ~ G - | 0o» a0 (o |

Mail

| Properties | Personaize | Message Source | Discussion Thread |

Your search has been saved OhiocMeansJobst

r search criteria, we'll send vou an =

Thank yveu and best of luck in vour job search

The ChioMeanslobs Team

=T

r= successfully saved your job s=arch on ChieMeanslebs. If you decided to get results
emailed to vou, good choice! Mow, when new jobs are posted to OhioMeansiobs that meet
wvou mail With = link to those jobs. At any t
change how often you wish to be notified about new jobs.

At any time, you can edit vour search, or change how often you get results emailed to vou.

hito //sbout.monster.com/privacyys

SF tRiz Srma

T, =imply op=n = new web browsar,
. log in to your sccount safely and s=curely and
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When job seekers log in to OMJ, they can update or run the job scout as necessary by clicking Saved
Searches.

Shig
Jobs

monsrer

Employer Job Seeker Youth Events Workforce Links Partners Media Center | Success Stories
Job Search | My Career I Profite | Resume | Saved Jobsfl Saved searched | Info Center | Logout Halo | Eraud/Sacurity

Saved Searches

ill automatically search far jobs
into the database th. your

Saved Search Name Emails Sent Modified Action
Production Laborer Weekly = 8/13/2013 Edit | Dalate
,,,,,,,,,,,,,,

10
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Procedure: Post Multiple Active Resumes

Some job seekers may be searching for jobs in different fields and may want to post resumes tailored
to attract employers in those different fields.

For example, a job seeker has experience as a bartender and as a welder and is searching for a job in
both areas. The job seeker has a resume focused on each type of job to improve the chances that a
prospective employer would be interested in the job seeker.

Due to limitations with OMJ and Monster, job seekers can post only one active resume at a time.
Therefore, those job seekers who are searching for employment in different fields would have to
alternate which resume is active at any given time.

Email OoMJ Active Resume
Account > Account » (Welder OR
Bartender)

To work around this issue, job seekers can create multiple OMJ accounts—one for each type of job
they are seeking. To create multiple OMJ accounts, job seekers must also have a different email
account for each OMJ account.

Tip: Suggest job seekers create accounts on free email services such as Yahoo!, gmail, or Hotmail. To
simplify, job seekers should use similar user names so they are easy to remember.

Based on the earlier example, the welder/bartender job seeker has two OMJ accounts and two email
addresses, one each for the welder job search and the bartender job search. Because the job seeker
has two OMJ accounts and different email addresses linked to each of those OMJ accounts, both the
bartender resume and the welder resume can be active at the same time.

Email OoMJ Active Resume
Account > Account > (Welder)
1 1
Email OoMJ Active Resume
Account > Account »  (Bartender)
2 2

11
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Job Seeker FAQs

How many employers viewed my resume?

1. InInternet Explorer or other browser, go to http://ohiomeansjobs.com/omj/.

Log in to OMJ.

3. Onthe job seeker Welcome page, view the number of views for each resume created for this

account.

Employer Job Seeker | Youth Events Workforce Links
Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

Welcome back, Cindy Williams

can view and edit your

When using your account, y
Account Profile, anvtime.

My Resumes
Resume Title Total Views
Re: o

You have saved 1 of a possible 5 resumes.
Be sure to activate your resume so that it is
searchable.

Saved Jobs

Am | registered in OWCMS/OMJ?

o)
3 £[in PR

Partners | Media Center ‘ Success Stories

Help | Fraud/Security

Profile Info Edit

Cindy Williams
Email: cindy.willams@ifs.ohio.gov
If you're not Cindy Wiliams, ciick here

Has your emall adgress changed?
Have you moved? Click Here to update.
‘your account profie.

Last update: 9/20/2013

Kickstart Your Ohio Career!

To verify whether a job seeker is registered in OMJ, check OWCMS.

1. Log into OWCMS.
2. Select an LE office.
3. Locate the seeker.
4. From the LE menu, select Seeker Services.
5

On the Seeker Services tab, look for Self Service Registration in the Service Type column. If the
service is included in the list, the seeker is registered in OMJ.

LE Employer StaffFunctions Reports LMI Administrative Help

Seeker Services

P BB

3.57

Name: WILLIAMS, CINDY

NOH-PARTICIPANT]

Services Exited Seeker Services Exit

First Participant Service | Date |
X
Date. Service Type PN ‘ Description Staff Office
N LE INTERNET INTERNET
UFDATED REGISTRATION N LE INTERNET INTERNET
2| | 2+
Service Type
YIELF SERVICE REGISTRATION |

e W e N T T T N
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How do | know what job scouts or saved jobs | created?

1. InInternet Explorer or other browser, go to http://ohiomeansjobs.com/omj/.

Log in to OMJ.
On the job seeker Welcome page:

= |nthe Saved Jobs area, view the jobs you saved. To view details about the job posting, click
the link in the Job Title column or click View/Manage Saved Jobs.

» |nthe Saved Searches area, view the job searches (scouts) you saved. To view or update the
job search criteria, such as how often emails with appropriate job postings are sent to you, click
the link in the Saved Search Name column or click View/Manage Saved Searches.

Chio
Jobs

wom  monster

EEaE

e R &

Employer Job Seeker | Youth Events Workforce Links

Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Logout

Welcome back, Cindy Williams

When using your account, you can view and edit your
Account Profile, anytime.

My Resumes

Resume Title Total Views

Partners

Media Center | Success Stories

Help | Fraud/Security

Profile Info Edit

Resume o
Writer Resume o
BA Resume o

=> Create a New Resume
>> Manage Resumes
You have saved 3 of a possible 5 resumes.

Be sure to activate your resume so that it is
searchable.

Cindy Williams
Email: cindy. wiliams@jfs.chio.gov
If you're not Cindy Wiliams, click here

Has your email address changed?
Have you moved? Click Here to update
your account prafile

Last update: 3/20/2013

Kickstart Your Ohio Career!

Saved Jobs

Job Title Date Saved
Business Analyst 9/27/2013
Business fnalust sizaoss
Technical Writer Level 3 15739/27/2013
Technical Writer 9/27/2013

== View/Manage Saved Jobs

You have saved 6 of a possible 50 Saved Jobs.

* Browse Ohio Jobs

+ Upcoming job fairs and
workshops in the Ohio area

« Find nearest One-Stop

« Career Information

« Apprenticeship Information

« Collge Navinator

* Occupational Profiles

+ Employment Projections

« Creating or Improving your
Resume

« Ohio's Workforce Info Center

+ Resource and tips for Job
Seekers

Saved Searches

Saved Search Name Date Saved
Business Analyst 43219 9/27/2013
Technical Writer 44223 9/27/2013
Technical Writer 43210 9/27/2013

=> View/Manage Saved Searches

You have created 3 of a possible 10
Saved Searches.

Quick Links
Employer Home
Job Seeker Home
0n the Job Training

Wedia Center
Success Stories
Ohio Here to Help

Home | Employer | Job Seeker

Youth

We connect businesses and job seekers-
quickly, easily and for free!

.
in] f}

Veterans Information
Apprenticeship Information
Search by Industry

Events | Workforce Links | Contact Us | Privacy Policy | Site Index

To set up a job scout, see Procedure: Create a Job Scout.
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Is there anything | can do to make sure my resume is seen by as many employers as possible?

Update or refresh your resume often. New or recently updated resumes display at the top of employer
search results; older resumes display at the bottom of the employer search results.

14



