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Objectives:

® Demonstrate how to conduct a basic job search in
OhioMeans]obs

* Establish a procedure for retrieving local job openings

® Use the Resume Search function to conduct a job match and
referral in OhioMeans]obs

® Capture the OhioMeansJobs referrals and Job Placements in
OWCMS.




Start OhioMeansJobs Demonstration
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Retrieving local OhioMeansJobs job orders from OWCMS
By | What's New | | ,

eminder

1.From the “What’s New” page, select “Job Order Reports” located
on the Ohio map icon.

This is daily report that will populate new job orders that posted in
OhioMeansJobs the day prior.

2.To retrieve previous job orders, select “Job Order Report Archive”
in the “Reporting” drop down menu.

- /
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Retrieving local OhioMeansJobs job orders from OWCMS
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Select your county to retrieve the recently added local job orders.
KThe job orders will populate for the county selected.
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Neiw Job Order Report ~+r

County: MAHONING ~ Records:3  Date: 10/08/2015
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REGULAR EMPLOYNENT
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Retrieving local OhioMeansJobs job orders from OWCMS

Open Date
/uts

Use the JO# (Job order #) to view the job posting in OhioMeansJobs
by typing the JO# in the Keyword search

™
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Retrieving local OhioMeansJobs job orders from OWCMS

P LIVE GHAI & UNLINE

Ohio

COLLEGE STUDENT  VETERANS

b EXPLORE IT PLANIT FUND IT FIND IT RESOURCES RESOURCES
Jobs

«com
Search Jobs @ Salary Calculator &
Job Title (job title) Job Title
Job Title
Keywords (keywords and/or job number) City
_g 3048623 City

Location (City/Town or Zip) State Radius State

[oH [7]] | 20 miles =

Note: Radius is measured in geographical
distance. Driving distance may vary.

SEARCH WORKKEY $* AVOID SCAMS

Display Advanced Search

SEARCH

Results 200085 jobs as of 10/4/2015

SEARCH

Cost of Living Calculator | Salary Calculator

SAVE SEARCH & EMAIL ME JOBS

Sort by Relevance | Date 1-1 of 1 Page 1 of 1 Page [1]

Job Summary Date Company/Location Preferred WorkKeys®

—a General Laborer 100899 2015-10-07 TruGreen Applied Mathematics 4
} . Vi

3048623 TruGreen is Iﬁe nanc::n s largest lew company Reading For Information 4

and most comprehensive provider of lawn profile

services. Headquartered in Memphis, TN, Locating Information 4

we have more than 245 branches throughout Poland, OH

the country. Although we are national in View Map

reach and..
Add to Your Backpack | See all jobs from
this company

ee who you know
From OhioMeansJobs
Report this job ™ -

LinkedIn

Results 200085 jobs as of 10/412015

SAVE SEARCH & EMAIL ME JOBS

Terah Leonard ¥

Current filters

Keywords: 3048623 x
State: OH x

Clear all and start new search

Refine Expand All

w Other Opportunities
Exclude Staffing Agencies
Include All - Other
Green Job Opportunities
Federal Job Opportunities.
Show Corperate Sites Only

» Location

» Job Type

Enter the Job Order # (JO#) from the OWCMS

“Keywords” search in OhioMeansJobs to retrieve the details of the

job posting.

report in the




OWCMS
Recording Job Referrals
Job Placements
and Services

Log in to OWCMS




e

From the LE menu, click on the
“Select Job Seeker”

Jobs Released From Weteran Priority

| tn

_Job Search

SkillsLink Assessment

Mini Registration

Basic Intake
Secker Assessment
REA Assessment

Job Matching

OMJ Details

OMJ Employment Opportunities
Seeker Services

Education History
Job Placement
Correspondence

Group Correspondence
Pos=t Exit & Wages

EE “eteran MSFW Employer Staff Functions Report

Type in Seeker’'s Name or SSN

and select “Execute Query”

LE Veteran MSFW Employer StaffFuncions Reports LM Administrative

™

Select Seeker
!i % 0 1313
Locate Seeke
First Name  OWEN Last Hame CARDINAL
Birth Date " Gender v| Veteran Status
58N Case Management ™ yeg o
Email i)
ew Socke] IExccute Queny] P
prarm [ Execute Query
5 | Siat | Sicto Dot | Ciad Dot |_Complotion Dot
| | | |
for Today
Staff Name Phone Extension Time Type

[ ocate the Seeker to enter referral or placement information
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1.Select the Seeker. 2. Select the “Active”

record for the Seeker.

LE WVeteran MSFW Employer Staff Functions Reports LMl Administrative

LE Veteran HSFW Employer StaffFunctions Reporis LHI Adminkfratve ET%W : :
Select Seeker [ Locate seeker
ﬂ% @ | :ﬂ"f‘::mlnate Registration | Participati Exit Date Exit Reason

oce ek
W ekl | s | | it | Lasthane

Create New Case|

(2]

ance!




e

N

Record an OhioMeansJobs Referral in OWCMS

L )

Veteran MSFW Employer Staff Functions Ii
Jobs Releazed From Veteran Priority

|
NON-PARTICIPANT |

oarie201s i
4020 E. Fifth Avenue 4020 E. Fifth Avenue
COLUMBUS COLUMBUS

O

o |

From the Basic Intake screen- Select the “LE” drop-down menu,
Select “OMJ Employment Opportunities”
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Record an OhioMeansJobs Referral in OWCMS

LE Veteran MSFW Employer Staff Functions Reports LM Administrative

On the “OMJ Employment Opportunities” screen, Click “Add”.
New Fields will display in the “OhioMeansJobs (OMJ)Job leads” section

OM.J Employment Opportunities
TR ™ 0 Notes Found 1313
Selected Customer: CARDINAL, OVIEN Claimant Status:
~ OMJ Job Leads
Show All Job Leads |20 Filter by Status | Al 7|
i
| Job Title | Employer Name Status Status Date Change| Created By | Date Created | Delete |
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Record an OhioMeansJobs Referral in OWCMS

LE “eteran MSFW Employer Staff Functions Reportz LMl Administrative

OMJ Employment Opportunities

E % 0 Notes Found

1.3.13

Selected Customer: CARDINAL, OWEN Claimant Status:

| OMJ Job Leads
Job Title  Information Technolegy Project Manager

Jobk URL itsolutions jobpost'hriresumes
Employer Name [MTData Sclutions

Emplover Phone  (555) 555-1212 Wage Amount S75,000.00

Wage Interval IYEARLY :

Created By ITHOHPSON, CHARLES Created By Office |25—13 OhioMeansJobs Franklin Cc

Status I AppliediSent Resume :

Status Date Change  04/07/2014

Stop Job Referral E mails?  wes ® No

Return to Jobs _

Created Date  |4/7/2014

" Historical Ti
User Name |

Date/Time Job Title Job URL | Employer Mame

Change Type | Original Status

MNew Status

In the fields that display:
1.

Complete all the fields for which you have information.

Click Save Record then
Return to Jobs

Note: Required fields are denoted by bold field labels.
2.
3.
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Record an OhioMeansJobs Referral in OWCMS

LE Veteran MSFW Employer StaffFunctions Reports LMl Administrative

OMJ Employment Opportunities

0 Notes Found 1313

Selected Customer: CARDINAL, OWEN Claimant Status:

- OMJ Job Leads

Show All Job Leads |:-m v Filter by Status | I B
| Job Ttle | Employer Name Statis  |StalusDateChange|  CrestedBy | DateCreated | Delte
Information Technology project | MData Solutions Applied/Zent Resu | 4/7/2014 THOWPSON, CHAR | 4712014 |:|

On the “OhioMeansJobs Job Leads” section, verify the job opportunity
referral is displayed.

-




4 Recording a Job Placement from an OhioMeansJobs

Opportunities Referral

OMJ Employment Opportunities

LE Veteran MSFW Employer StaffFunctions Reports LMl Administrative

IR y"

0 Notes Found 1313

Selected Customer: CARDINAL, OWEN

Claimant Status:

- OMJ Job Leads

Show All Job Leads ISU j

| Job Ttle | Employer Name

Filter by Status | I B

Statis  |StalusDateChange|  CrestedBy | DateCreated | Delte

Information Technology project | MData Solutions

Applied/Sent Resur | 4712014 THOMPSON, CHAR | 4712014 O

On the “OhioMeansJobs Job Leads” section, select the button next to the
appropriate job lead/referral.

-
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Opportunities Referral

4 Recording a Job Placement from an OhioMeansJobs

LE Meteran MSFW Employver Staff Functions Reports LMl Administrative

OMJ Employment Opportunities

E % =l 0 Notes Found

1.3.13
Selected Customer: CARDINAL, OVVEN Claimant Status:
- OMJ) Job Leads
Job Title  Information Technology project manager Status IAppIie{Ll'Sent Resume -
Job URL itsolutions. jebposthriresumes Status Datd Change |AppliediSent Resume
Intervi
Employer Name [TData Solutions Stop Job Refe JHDEFE:E:EH 1
Not Interested
Employer Phone (555) 555-1212 Wage Amount 57S5,000.00 VWage Interval IYF_ARLY : Not Selected
Refused Job Offer
Created By ITHC-MPSON, CHARLES Created By Office |25—13 OhicMeansJobs Franklin Ct Created Babe :-..,. Breite
- Historical Transactions
User Name | Date/Time Job Title Job URL | Employer Hame Change Type Original Status New Status

In the expanded “OMJ Job Leads” section:
1. Select “Hired” from the drop-down “Status” list.
2. Click “Save Record” icon




Opportunities Referra

EE “eteran MSFW Employver Staff Fun
Jobs Released From VWeteran Priority
Ly

Job Search
Select Job Seeker

SkillsLink Assessment

~ Mini Registration

Basic Intake
Secker Assessment
REA Assessment

Job Matching
OM.J) Details

_ Education History
Job Placement
Correspondence

Group Correspondence
Po=t Exit & Wages

L

Opportunities screen.

-

4 Recording a Job Placement from an OhioMeansJobs

LE Weteran MSFW Employer StaffFunctions Reports LM Administrative
Seeker Services
ﬁ % m] 1313
Name: CARDINAL, OWEN PARTICIPANT
Services Exit
First Participant Service Date |4/7/2014
Date Il Service Type |l pm Jl pescripion | Staff [I Office
04072018 = REGISTRATION N CHARLES THOMPSON 2513 OhioMeansJobs Frankin County
040712014 ' JOB SEEKER MATCH P Job Title : CHARLES THOMPSON 25-13 OhioMeansJobs Franklin County
0328/2014 = |INITIAL ASSESSMENT P CHARLES THONPSON 25-13 OhioleansJobs Frankin County
0302872014 ' PROVIDED LABOR MARKET INFO N CHARLES THOMPSON 25-13 OhioMeans.Jobs Franklin County
04/07/2014 i | ‘ ‘ | |
k
Service Type

Verify in Seeker Services that “Job Placement” has populated for Seeker
1. From the “LE” drop-down menu, Select “Seeker Services”

2. The “Placement(Job)”entry is auto populated when a job lead status
is set to "Hired” from a job lead/referral on the OhioMeansJobs




4 Recording a Job Placement without an OhioMeansJobs A
referral

EBE “weteran MSFWW Emplover Staff Funct
Jobs Released From Weteram Priority

dokbky Search

] Select Job Seeker
T Skill=sLink Assessment

Mini Registration

Basic Intake
Seeker Assessment
REA As=scss=ment

Job Matching ]
DR Deetails

OO0 Employment Opportunities
Seceker Services

Education History

_—_,.

Corres pondence

Group Corre s pondence
Po=t Exit & Wage=s

A Job Placement can be entered if a job referral was made that did not
originate from OhioMeansJobs.

A. Local Job Fairs
B. On-site recruitments
C. Local Job Board posting, etc.

- /




4 Recording a Job Placement without an OhioMeansJobs
referral

LE Veferan MSFW Employer StaffFunctions Reporis LMI Administrative LE Veteran MSFW Employer StaffFunctions Reports LMI Administrative

1.0n the Job Placement screen, click the New Job tab.
2.0n the New Job tab, click Search
This will navigate to the “Locate Employer "Screen

™
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Recording a Job Placement without an OhioMeansJobs
referral
ne

mployer not found.

On the Select Employer Screen

Type the employer name or other identifying information.

Tip: Use the wildcard character (%) to broaden your search.

Click Execute Query

N




4 Recording a Job Placement without an OhioMeansJobs
referral

- Employers
VB! Number Name Phone Address City Zip

‘:I MT AUTOMOTIVE 2378 ST HT 345 NE MEW LEXINGTOM 43764
‘:I MT AUTOMOTIVE 1849 INDUSTRIAL DRIVE FINDLAY 45840
‘:I MT AUTOMOTIVE 2000 FORRER BLVD DAY TOM 45420

| ITT Data Solutions 123 Main Street Franklin 44087

If Results are found, select button next the appropriate
employer

If no results are found, Click the “Exit this Form” open door
icon.

Return to the New Job tab, manually complete as much
information about the employer as the seeker can provide.

-
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4 Recording a Job Placement without an OhioMeansJobs
referral

Job Placement

In ] [2) auotes round

| Mame: CARDINAL, OWEN Participant

R

Sob Obtaned by Vhat Mears? |

Nan Tradtunal Engioyrent | Trang Resled | Recaled by Layaf Exployer

To enter wage information:

1.Click “Wage Details”

2.0n the Wage Details dialog box, complete the fields as
necessary.

3.Click “OK

Complete the fields with the information you have available and
4.Save the Record. Y

-




4 Recording a Job Placement without an OhioMeansJobs
referral

LE Veferan MSFW Employer StaffFunctons Reports LMI Admnistrative
LE Veteran NSFW Employer StaffFunctions Reports LM Administrative Pt
0 Notes Found 1313
Job Placement |n = B
[ Hame: CARDINAL, OWEN Participant |
ﬁ .IJ] Dhotes Found 110 SesterReferss | Newdob | Summary
Names CARDIAL, OWEN Pariicipent i
Name
Record(s| saved. Status Phone Bt Aftemative &
SecherReferals | New Job | Summary Placement History
Pacem. | Job Order# |em|nymemsmn, ‘ E0lo | jobSeekerName - W carona
- \
(A | I — -
Job Seeker Employer Name| Dtz Souton
are — | p— 1 Employment Start Date 04/07/2014 " Placement Date 04/07/2014 ™ Starting Wages | 575 Salary Interval | VE4R
OWEN CARDNAL =
l Employment Type | PRIVATE SECTOR EMPLOYHENT - FOR PROFIT v |Hours Per Week 40
- | o | | . Job Obtained by What Means? | WORKSOURCE CENTER SERVICES :
Stetus | AC7VE Phone | (5535551237 |t Aernative Ext
| | | | | JobTitle [Plan, initiate, and manage inf s. Lead and gui |
Benefits
Placement History Non Tradtional Employ Fiag [ I —
Pacem..| Job Order# ‘Ermbynentstarl.. Employer Name |Wagesm Pa. | Per | Hours Per Week | Dekete Training Relted Fiag [ I
1 T Recaled by Layoff Employer || :
B Il:fm: Ml Suis I|=?-r::::: Za0 SeciEA
L e

1. Click the Summary tab in the “Placement History” Section

Verify the Job information displays
2. To view placement information, Click “Placement Details”

-




Entering Seeker Services

1. Document all services provided during the job
referral/placement process

Resume assistance
Referral to Workshop

Registration assistance, etc.

2. A Placement and Referral service will auto-generate when
OhioMeansJobs job leads/referrals are entered into
OWCMS on the “OMJ Employment Opportunities” tab and
a “Hired "entry is entered.

3. A manual “Obtained Employment” entry must be entered
in OWCMS when a Job Placement is entered and did not
originate from OhioMeansJobs.

-




4 Entering Seeker Services

EE “eteran MSFW Employer Staff Fun

LE Veteran MSFW Employer Staff Functions Reports LMl Administrative
Jobs Released From Veteran Priority
L

SELECT MULTIPLE SEEKER SERVICES

IQ

Job Search
Select Job Seeker

SkillsLink Assessment

_ Mini Registration [ | FOLLOW-UP AFTER INTENSIVE SERVICES TERMINATION

Basic Intake INITIAL ASSESSMENT

Secker Asses=ment
REA Asses=ment

JOB DEVELOPMENT CONTACT

JOB SEARCH ASSISTANCE

SELECT MULTIPLE SEEKER SERVICES
Select | Service Type | PN | Service Date |
fosn72014 |

Job Matching JOB SEARCH WORKSHOP

OMJ Details
— JOB SEARCH WORKSHOP - TANF

WSFW FOLLOW-UP

....u\_..n,.lJ\'--?-L-..-—du-"U"'"\-uuf‘w—ﬁ"wpulw*—ﬂ““\—"\-ﬂ'uhuﬂwhwﬂh

OOooOoom@E @

'

WSFW TERMINATED

OBTAINED ENPLOYHENT -

[Tl | ORENTATION - INTIAL VISIT

| Education History
Job Placement
Correspondence

- =||lw| v v = = v wm| W =

Group Correspondence D PLACED IN FEDERAL TRAINNG

“"‘-‘v\-r’\mu'\.—-i..-l.

Post Exit & Wages

1. From the LE menu, select Seeker Services

2. On the Seeker Services screen, click Add.

This will navigate to the Multiple Seeker Services dialog box

3. Click the “Select “box next to the “Obtained Employment”
service type to capture manual placement

4. Save Record
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Follow up

> Resume Matching and Referrals are intended to be
an individualized service

> Provide the potential candidate with appropriate
services in order for them to be job ready

> Verify job candidate has an “Active” OWCMS record.

> Document Services in OWCMS Seeker Services and
Notes
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Questions???

Thank you participating in this Training tutorial.

Refer to your Resume Matching Guide for step by step instructions

of the information covered in this webinar.




