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Search Local Job Openings/OhioMeansjobs
Procedure: Log In to OhioMeansJobs.com/Search Jobs

To log in fo OhioMeansJobs.com and conduct a basic local job search:

1. Inthe OhloMeonsJobs comHome po$ click on ’rhe Backpack.
A

— E ey
= RN TSI il B * 111

&) Gty of Youngstown, Ohie &) Competency Examples Re. &) EChorce - Ohe's Educsti. ¢ Ervployee Troming Tompl. 3) Google () Innerwet & MapQuest &1 My Yahoo! (0) ODIS Online Helping Ob. &) &) e Sice Gallery =

Ohio s

"]‘g; Ohio.gov

Individuals Employers
Search Jobs
=
iWteNRgeaL

.

- s 0 AP

2. Enter your user name/email and Password.
Note: Login is not required to conduct a job search (Under Search Jobs, Click on Get Started); however
it is required to save the job search criteria.

Oops... you need an account to do that!

Don't have an account? Already have an account?
Are you new to OhioMeansJobs? When you Please sign in with your email address/username and
register an account with us, you'll be able to password in the fields below to continue.
create an employment plan, save jobs, build a
resume, and more. Sign up today! Username
or Email

: Password

UC Claimants: Are you logging into ; Forgot Password?

OMJ for the first time? Sign in here
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3. Search for Job posting in the local commuting area: Enter the Location(City/Town or Zip),Radius, and

Click Search
3‘\})'0 http://jobs.chio ster.com/Search.aspiipg=18irad=20&rad_u SEIClC “O"‘”"“E“”m u ARAR

File Edit View Favorites Tools Help
95 @ Employee Training Templ... £ Restaurants A-Z £ ATAT Directory Directory ... 2] City of Youngstown, Ghic £ Competency Examples Re... £ EdChoice - Ohio's Educati.. £ Google () Innerweb £ MapQuest £ My Yahoo!

@ LIVE CHAT : ONLINE ol

Ohio G——
COLLEGE STUDENT ~ VETERANS SIGN IN |

EXPLORE IT PLANIT FUNDIT FIND IT RESQURCES RESOURCES
Jobs E
“com
Search Jobs @ i
Salary Calculator @ Insights
Job Title (job title) Job Title Career Exploration
b THe To find helpful occupation

information, career videos,
training providers, jobs and a
whole let mere, Click here to
explore a career.

Keywords (keywords and/or job number)

Read more:
Location (City/Town or Zip) State Radius State
OH [=] | 20 miles [=] Ohio =
Note: Racius is measured in geographical SEARCH

distance. Driving distance may vary.

SEARCH SEARCH WORKKEYS® AVOID SCAMS

Di Advanced Search Cost of Living Calculator | Salary Calculator

2 powersd by

PayScale

Note: Keyword and/or Job Title can be used to narrow search results. This is the preferred method when
working with a Jobseeker with specific skills and/or work history. There is also the ability to search by

Workkeys®.

4. Results default to the most recently posted Job opening in the selected area. Results can be filtered
and refined(i.e. Exclude Staffing Agencies, or Full-time)

3
e‘\ﬂ‘o http://jobs ster.com/ Search.aspxrad=208rad | n 2 - & X || O monster.com
File Edit View Faverites Tools Help
S © Employee Training Templ.. £ Restaurants A-Z £ AT&T Directory Directory .. £ City of Youngstown, Ohio & Competency Examples Re... £ EdChoice - Ohio's Educati.. £ Google () Innerweb & MapQuest £ My Vahoo!

ort by Relevance | Date  Jobs 1 To 25 of 31695 Page 1 of 126 Page [1[2345 610F Nexth oI Dy date Bed
Location: cleveland, OH %

(Radius: 20 miles)

Exclude Staffing Agencies %

Job Summary Date Companyl/Location Preferred WorkKeys®
Clear all and start new search
Watson Health - Continuous 2015-09-28 International Applied Mathematics 7
B Machi
Delivery Engineer - Explorys usiness Machins  Reading For Information 5
Job description The Explorys, An 1BM Corp Refine Expand All
company. is looking for people with proven View company Lecating Information

|

Continuous Integration/Delivery skills and profile Other Of

experience with software development in an b Nesrfan
Agile/SCRUM environment. Incremental Cleveland, OH

frequent delivery and deployment is an View Map » Job Type
Add to Your Backpack | See all jobs from
this company

See who you know on B Linkedin ) Occupation
From International Business Machines Corp.
Report this job ™

» Salary

» Career/Education Level

Executive Administrative Assistant 2015-09-28 Lifeco Applied Mathematics 4
_.lnb Descﬂfwllﬂn Part-time pn_sninn available View company Reading For Information a
in Rocky River for an Executive profile

Administrative Assistant who will facilitate Locating Information 4
the efficient operation of the: organization. Cleveland, OH

Individual will answer phones, schedule View Map

appointments, maintain ACT database and
Add to Your Backpack | See all jobs from
this company

See who you know on [ Linkedin

From Linkedin

Report this job ™

Shipping Administrator / Order 2015-09-28 Party Animal, Inc Applied Mathematics 3
Processor View company Reading For Information 4
Company DescriptionParty Animal, Inc._is a profile

leading manufacturer of professional and Locating Information 4
collegiate sports licensed toys, flags and Westlake, OH

decor based on the west side of Cleveland View Map

As a 26-year NFL licensee, the maker of
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5. Save The Search Results. The saved search can be set to email user the new job postings based on the
selected filters daily, weekly, bi-weekly, monthly or never.

Note: If not already signed in, you will be prompted to sign in prior to saving search.

SAVE SEARCH & EMAIL ME JOBS Current filters
112345 6-10 » MNext b Sort by: date

Location: cleveland, OH

xx

Backpack = Saved Searches

Saved Searches

Select the frequency of your search and give it a name.
* = Required Information

Saved Searches @&

Search Criteria
State: OH

* How often do you want to receive search results?
“Daily @Weekly CBi-Weekly ' Monthly ' Newver

* Saved Search Title

6. Once the job search has been saved, select job openings within search criterian and begin a resume search to
contact potential candidates.
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Procedure: Find New Job Postings in OWCMS

Note: This is a secondary option to finding new local job postings. Job postings in OWCMS will include Job orders
posted directly into the OhioMeansJobs system by employers, OhioMeansJobs Center partners and/or state staff.

New OhioMeansJobs job orders are posted for each county daily. To retrieve new OhioMeansJobs job
openings (Job orders posted directly into OhioMeansJobs):

From the OWCMS “What's New" page, select “Job Order Reports”.
2. Note: Previous job orders can be retrieved by selecting “JOB ORDER REPORT ARCHIVES” in the Reporting menu

| . What's New B |
—— — Tz
Job Order Reports Archive

Discoverer Reporting Information

s ! St this time.

DOL Reports

Staff Assisted Reporting Info

=

Home Deployment Info

eminder

WIA Tip of the Week LE Tip of the Week

There are no WIA Tips at this time. There are no LE Tips at this time.

Job Order
Reports

Download

Workforce
Trainin,

3. Select the County. If there are any new job orders for the selected county, Job orders will populate.

File Edit Wiew Fawarites Tools Help

=) Counties where Job
¥ Lucas — o+ - Lake Orders were added
Williams Fulton i - recently are

Cuyahoga shaded and

T Henry Wood  Sandusky P B — Trumbull z:ﬂg!'ghte" n

Paulding Medina Fwmmit
Putnam Hancock

I @ To get a report for
Richland == Wayne =] P
Wan Wert .ﬁ 2y B - county, simply
Allen = click on that

h = Hardin
Mercer Auglaize Marion Holmes county.
Logan Koo Tuscarawas

e Union  Delaware Eashoctas Harrisomn

Muskingum

Darke Chas i
s mpa Lickimng ‘Guernsey Belmont
Franklin
Fa-ﬁa:&
— Fayetteg]

Butler Wamren Clinton Wash ngton

Athens

Hamilton
Highland q "
. y - Pike =i
= e,
Adams . -
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New Job Order Report

County: MAHONING

J0# Office Employer 10 Source 10 Type
__a 3048623 INTERNET TruGreen INTERNET REGULAR EMPLOYMENT
3048773 INTERNET Kimco Services INTERNET REGULAR EMPLOYMENT
3049106 INTERNET Vibra Healthcare INTERNET REGULAR EMPLOYMENT

3. The JO# (Job order number) will be used in

* Print

Records: 3 Date: 10/08/2015
ONET Title #0pen.  MinSalary  Max Salary Open Date
Production Warkers, All Other 0 7.85 7.85 10/07/2015
First-Line Supervisars of Housekeeping and Janitorial Workers 28000 28000 10/07/2015
Nursing Assistants 0 7.85 7.85 10/07/2015

the “KEYWORD” search in OhioMeansJobs.com to retrieve

the job posting details to begin searching for potential candidates.

P LIVE UHA,

1 UNLINE

Chio
COLLEGE STUDENT ~ VETERANS Terah Leonard ¥

b EXPLORE IT PLANIT FUNDIT FIND IT RESOURCES RESOURCES
Jobs

~com
Search Jobs @ Salary Calculator &
Job Title (job title) Job Title
Job Title
Keywords (keywords andior job number) City
_—9 3048623 City
Location {City/Town or Zip) State Radius State
CH Iz‘ 20 miles IE‘ Ohio [=]

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

SEARCH WORKKEY 52 AVOID SCAMS

Display Advanced Search

SEARCH

Results 200085 jobs as of 10/4/2015

SEARCH
2 powersd by

PayScale

Cost of Living Calculator | Salary Calculator

SAVE SEARCH & EMAIL ME JOBS Current filters

Sort by Relevance | Date 1-1of 1 Page 1 of 1 Page [1] Keywords: 3048623 x
State: OH ®
Cl Il and start h
Job Summary Date Company/Location Preferred WorkKeys® carall and startnew searc
General Laborer 100899 2015-10-07 TruGreen Applied Mathematics 4 Refine Expand All
; 3048623 TruGreen is the nation’s largest View company Readi
. By eading For Information 4
and most comprehensive provider of lawn profile ~ Other Opportunities
services. Headquartered in Memphis, TN Locating Information 4
we have more than 245 branches throughout Poland, OH Exclude Staffing Agencies
the country. Although we are national in View Map Include All - Other

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

See who you know on ll Linkedin
{ From OhioMeansJobs

Report this job ™

Results 200085 jobs as of 10/412015

Green Job Opportunities

Federal Job Opportunities

Show Corporate Sites Only
» Location

» Job Type
SAVE SEARCH & EMAIL ME JOBS
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Employer Log in-Search OhioMeans]Jobs Resumes

Procedure: Employer log in

After you have registered, log in to OhioMeansJobs.com to search for resumes, create and share folders

related to your resume searches, and case manage resumes.

To log in fo OhioMeansJobs.com:

1. Inthe OhioMeansJobs.com Homoe page Employers area, click Get Started.

[cane ]
Jobs
Individuals Og2
an

Search Jobs

GET STARTED

Employers

Ohio.gov

s TAasVISREENL

2. Click Searching Resumes

Employers
OhloMeansJobs can help you with the hiring process
i you tell us a little more about your needs.

Are you Interested In:

Improving Your EUS'|!\|E§S
o G

Hiring Veterans

3. On the OhioMeansJobs Gateway Welcome page:
= Check the Terms and Conditions box.

=  Type your OhioMeansJobs Employer user name and password in the appropriate

fialAc
= Click Login.
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] Home | Editprofile | Change Password | Log off Welcome, Terah

OhioMeansJobs Gateway

[
(]
]

WELCOME
Returning OhioMeanslobs (OMJ) Users First Time Visitors
(] 1 have read and agreed to the OM Terms And Conditions . If you are a first time visitor, please click the "Create My New OM Account” button below to establish and OMJ account.

An authenticated account can have free and full access to search resumes.

Please login below with your User Name and Password
Please note: L

1, Ifyou have both the correct business FEIN (Federal Employee |dentification Number) and State of Ohio Tax

User Name * Withholding Account Number you can have Immediate and full access to search resumes,

Password * 2. Upon a valld registration, you will receive an emall confirmation with the OMJ Administrators contact information,
SCreate My New OMJ Account

Eorgot User Name

Forgot Passwort

Note: * indicates required field.

4. On the Gateway Services page, click OhioMeansJobs Portal.

Ohio
Jggs

Home | Edit Profile | Change Password | Log

5. On the OhioMeansJobs— Resume Search Service page, hover over the Action menu and click

OhioMeanslJobs Gateway

Gateway Services
OhioMeanslobs Portal / Use OhioMeanslobs Portal to access all OhioMeanslobs resume.
Post A Job J You will be taken to the "Post A Job" page where you can post all your jobs for free.

Search Resumes.

4 @ Sy Testlogon 2 LogonPage(?) &) BASELINE TEST | Connectto Discoverer &) Innerwed © myOnio () Ohvo Means Jobs - Wekco.. &' Ohio Means Jobs &) Toggle 2 USPS - ZIP Code Lookup - S mm v Pagev Suteyv Took @

Ohio - ]

OhioMeansJobs - Resume Search Service

We're glad you're here!

Welcome to the OMJ Control Panel

Here you can start your resume

“ACTION" to begin your journey.

Welcome, Terah

9|Page



6. On the page that displays, click Access OhioMeansJobs Resumes.

— ———————
2@" https://employers.om;.ohio.gov/OM)/Home/Search P-@BC0X ‘M| Search X u MERSL

" Fle Edit View Favorites Tools Help
| 4 &) Restourants A-Z &) ATAIT Directory Directory .. &) City of Youngstown, Ohio &) Competency ExamplesRe... &) EdChoice - Ohio's Educati.. # Employee Training Templ.. ) Google () Innerweb (&) MapQuest ] My Yahoo! () ODJFS Online Helping Oh... &) &) Web Slce Gallery +

: Ohio
OhioMeanslobs - Resume Search Service -

Jobs.
L e et e

L

 ACCESS OHIOMEANSJOBS RESUMES

The employer Welcome Back page displays.
Tip: Review the tutorials for more information about resume searches and folders.(Recommended)

OhiO Hello, Terah Lecnard. Sign Out |

Jobs con

~com  MONSTER

Home | Candidatesé - | Reports | Business Support Centeré -

Welcome back, Terah.

Search resumes and manage candidates

Improved Candidate

Management.

See how our redesigned interface helps
you simplify common tasks and manage
candidates faster.

See What's New n

Please note that the following are links to generic tutorials on Monsters employer functionality and are intended to provide
you with basicinstruction. There are slight differences in the functionality leveraged by ChioMeansJobs.

Resume Search Overview Manage folders
Resume Search Example Manage Multiple Resumes

Viewing Results Understand Resume Sections
Viewing Actions Acting on Resumes in Folders
Saving Resume Searches Tips for Boclean Users

Candidate Folders View/Msnage Saved Resume Searches View/Msnage

Title Total Title

Welders Test

Ina

Welder 44512
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Search OhioMeansJobs Resumes

Procedure: Search for Resumes

Search Tips

Before searching for resumes, review the following search tips.

To search for resumes:

1.

Adjust your search criteria if you get too many or foo few resumes in your search results. For
example, change the “Resume posted from” filter to more than 1 month (ex. 3 months) or
decrease/increase the Zip Code radius.

Click Search Tips next to the Resume Search page Keyword field (step 3) for more information.

Log in to OhioMeansJobs.com as described in Procedure:Employer Log in.

2. Onthe Welcome Back page, click Search Resumes.

Chio

Jobs e
~weom  MONSTER

Home‘ Candidates | ~ | Reports‘ Business Support Center | '~ |

Welcome back, Terah.

1anage candidates

Please note that the following are links to generic tutorials on Monster's employer functionality and are intended to provide
you with basic instruction. There are slight differences in the functionality leveraged by OhioMeansJobs

Resume Search Overview Manage folders

Besume Search Example Manage Wuttiple Resumes
Viewing Results Understand Resume Sections
Viewing Actions Acting on Resumes in Folders
Saving Resume Searches Tips for Boolean Users

Hello, Terah Leonard.  Sign Out

Manage Candidates Better

Improved Candidate
Management.

See how our redesigned interface helps
‘you simplify commen tasks and manage
candidates faster

See What's New ﬁ

Candidate Folders Viewlansge Saved Resume Searches ViewMsnage

Title Total Title

Welders Test

L=}

Welder 44512

Use "“*(quotes) to find exact matches. For example, to find resumes that contain the word welder,
type "welder” in the Keyword field.

11 |Page



3. On the Resume Search page:
= Enter the appropriate search criteria
= Click Search

Jobs ...

oom  monster

Home ‘ Candidates Reports | Business Support Center |

Resume Search

*= Required

Saved Searches ViewMsnsge Search Criteria

Source @ Monster.comC) OhioleansJobs™™) OMJ OJT-NEGCIOMJ Rapid 0JT

Search Resume Site lonstet Diversity _/-
Keyword | | | search tios S h .
Resumes posted from [Today. [=]t [1 month =] O i WL, VNI e S e g 7 WSa e IV VO
Careor Lovel
Location Only show job seekers with the selected career levels.
~ Stugent (High S<hos)
Search ZIP Code Radius: e
 Enty Level
Only show job seekers within | 50 miles away o1 ZIP Code: | Eind a ZIP Cods {7 Experienced (Non-Manager)

7] Manager (ManagerSupervisor of Staff)
Executive (SVP, VP, Depariment Head, etc)

‘Less Search Options Senior Executive (President, CFO, etc)

Language Proficiency

) oy s o srs i 0wt oty e
Advanced search- Additional Filters ?-} aerriind N =
e

—— Oty show b saskars interesied i he selected b siatuses
Iost Recent Job Description 1 |

73 FubTine
Schools Attended [ ] ParTme
PerDem
sobTypes

Job seeker Profile Ony show o0 seckers taested e selected b yoes
Limit results to job seekers with the selected education level or higher. Employee

All Education Levels - Tomporary/ContractProject

N VA At o e

Lit resuts {o seekers that sttended any of following istutions:

Middle section——

Only show job seekers interested in the selected

Available Click a ¢ B
Accounting/Finance/insurance
Administrative/Clerical

) ! Company Industries
Banking/Real Estate/Mortgage Professionals oo o RN

Building Construction/Skilled Trades Accounting and Audting Services el
Business/Strategic Management ::‘:: ::::‘:1"‘
Creative/Design AgrcatureFocestryFanng
Customer Support/Client Care Archiectesiand Desin Services
Editorialrvriting

Atorotve and Parts Ut
Autoratve Ssies and Repar Services

Education/Training

Engineering

Banking
Botechnology/Pharmaceutcals
Brosccastng. Husic, snd Fim
Business Services - Other

WorkKeys
WorkKeys® is a job skills assessment system that helps employ/8rs selech hire, train, develop and retain a Mgh-perfirmance workforce. To

search by Workieys, select scores below that are equalto or greater than the scores you are looking for
WorkKeys - Applied i I |
WorkKeys - Locating Information |:E|
WorkKeys - Reading for Information |:E|
WorkKeys - Applied Technology |:E|
WorkKeys - Business Writing |:E|
WorkKeys - Listening for Understanding |:E|
WorkKeys - Teamwork :B

WorkKeys - Workplace Observation
Skill-Based Hiring means using direct evidence of someone’s skills as a hiring criterion. This approach is 2.5-5 times more
accurate than hiring by degree (years of education) or unstructured interview. WorkKeys test scores allow employers to

objectively rank applicants’ skills in certain areas. Avery rough guide is.

%
Bottom section

Leve! 3: Qualified for an entry level job
Level 5: Qualified for college and skiled work
Level 5-7: Qualified for the highest-wage work: lawyer, doctor, enginzer, etc.

Search button

4. Enter Search criteria based on the qualification requirements of the job opening.
Note: A Basic Search will yield a large quantity of results. Using the Advanced Search filters will narrow
results based on specific job posting requirements and is the best way to get the proper candidate for the
job order user is currently working.
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5. On the Search Results page, view a list of resumes that match your search criteria.

Veteran
Ilcon

Menu >

Searchresults are ranked by relevance, or the degree with which the resume matches the

search criteria. Veteran resumes (U) that meet the search criteria display first; i.e. Vet High,
Non-Veteran High, Vet Medium, etc., resumes follow.

Tips:

= Use the menu on the left side of the page to view or select folders, filters for the search
results, or saved searches.

= To view only a brief summary of the resumes that match your search criteria, click the Brief

View button (I:I).

= To change the sort order of the search results, select the appropriate values from the Sort by

lists and click Go.

Home Candidates

Resume Search

» Folders

Clear All

~ Filters

~ Keyword

welder

b Search Resumes | Manage Candidates |

Jhio
e
Jobs 13 ﬂ ﬁ =

Reports ‘ Business Support Center & '~

Saved Searches

@ Search Results (120 of 428 Candisates) including 71 Diversity C

[eciors onsckcicd ]| o sarsesas sunces =l

andidates.
Browse Candidates (22 Pages)

[el (=] 112121418 BB Page#[ 1] WEEH

ault || | Descending

[isel] [ Ga]

I';orlhy | Def

~ Resume Updated

=
B

1 Month Ago

~ Most Recent Emplover

& [l

~ Most Recent Job Title
~ Most Recent Job Description
~ Schools Attended

Save search

.=

Modify search | Hew search

~ Saved Searches

ViewiManage

\Vs lo

-Patriot Resume Updated
Source
Crew Leader, Gallia County Auditor

Highest Education
Target Job Title
Desired Status
Desired Job Type
Desired Salary
Relocation
Authorization

C v/ N, <o <

US-OH-Cleveland Resume Updated
Source

Work with others to remove debris from storm
damaged areas Operate shredding and
chipping equipment, and feed limbs and brush
into the machines clean and lubricate tools and
equipment, including the c

welder,burner,laborer, lakeland
employment group Highest Education
Target Job Title
Desired Status
Desired Job Type
Desired Salary
Relocation
Authorization

US-OH-youngstown Resume Updated
Source
Welder, Ohio Gratings

Highest Education

Target Job Title
Desired Status

Desired Job Type
Desired Salary
Relocation
Authorization

£ v N, o o o

US-OH-Youngstown Resume Updated
Source

Welder/Fabricator, Northeern States

Metals
Highest Education
Target Job Title
Desired Status
Desired Job Type
Desired Salary
Relocation
Authorization

US-OH-alliance Resume Updated
Source
Welder, Commercial Turf Products

Highest Education

Target Job Title,

WAV rienced Welder

O sume2013.docx

High Keyword Match
Add to folder
Block Resume
View candidate

a062013
Monster,
Diversity

. OhioleansJobs
Certification
vielder

Full Time.
Employee

0 - 20,000 USD#yr
wiill Relocate

us

High Keyword Match
Add to folder
Block Resume

8612013
Monstar,
OhioMeansJobs
High School
Welder

Full Time.
Employes
0-14USD/Mhr
Wion't Relocate
us

View candidate

High Keyword Match
Add 1o folder
Block Resume
View candidate

THS/Z013
Monster,
OhiolMeansJobs
Some College
Coursework Completed
Welder

Full Time:

Part Time
Employee
0-13 USD/r
VWon' Relocate
us

High Keyword Match
Add 1o folder
Block Resume

772512013
Monster,
Diversity

. OhicleansJobs
Associates.
Welder/Fitter
Full Time.
Employee
015 USD/Mr
Wiill Relocate
us

View candidate

High Keyword Match
Add to folder
Block Resume

7182013

Monster,
Onioleanslobs

Some College
Coursework Completed
vigider

View candidate

e, S

.\

— Brief View Button

— Sort by List
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6. To view aresume, click a resume title or click View candidate.

Chio

Jobs ...,
o monster
Home ‘ Candidates

} Search Resumes |

+ Keyword

+ Resume Updated

I

+ Most Recent Emplover

~ Most Recent Job Title

- Mo’ Recenl’guescn?n

| Reports | Business Support Center | v

Manage

Resume Search

) Search ResuIts (1.20 of 428 Candidates) including 71 Diversity Candidates

([t orsaes 9] oo s
Y

welder

US-OH-Patriot

]

Crew Leader, Gallia County Auditor

]

Work with others to remove debris from storm

damaged areas Operate shredding and

chipping equipment, and feed imbs and brush
into the machines clean and lubricate tools and  Desired Job Type:

equipment, including the ¢

i — o —
AVA Mirgil very — iy stickfluxcore welder g ’ o ,"-

Browse Candidates (22 Pages)

W vzizias BB easer[1] (G0
[ lee]

B=

Sortby |Default

[ ][ Bescending

High Keyword atch

Desired Status Full Time:

Employee.
Desired Salary 0-20,000 USDiyT
Relocation Wil Relocate
Authorization us

Helpful Hint: When working with job seekers, recommend they give their resume a catchy fitle. This is the first
thing employers will see.

7. Onthe Resume page, review the job seeker’s resume to determine whether the job seeker is
qualified for the position.

Nofes:

= Any keywords you enfered in the search criteria are highlighted in yellow in the selected resume.

= Additional resume information might be included on the Additional Info, Skills, and Activity tabs.
This information might be included in the resume as you scroll down instead.

Actions on

Selected
Menu

From
[Taday

B e g

2 PrIn

Erew Leader, Gallia County Auditar
6389 S

SR 775 ourcs
Patriol, OH 45858 Home:

Resume JAdditional Info | Skills

= Monster, Diversity, OhioMeansjobs

Mobile: 740-645-5729
delfanfereveriyahos.som

Activity

Resume Updated  2/6/2013

RESUME

oBIECTIVE

EXPERIENCE:

Resume ID astdre2yoragaxts

Resume Value: Resume Headine: Joshua M. Angelo

To obtain & poaition that will Alow me 1o USE AN develop my akils And abilties to Banaft the
organizatian

242012 - Prasent it
Crew Leader

Gallia County Audtor Galipolia, Onio,

Weork with others to remave debris from storm damaged areas
o

into the machines
nd chain aawa

nd ather equipment

272008 - Fresen it

Columbus, Shia,

Resume Task
Links

Tabs

Resel
cnnmI {7e ATy TeRerUes, TR DAY, GTA And ATC WEIND CAn Wey
alumin ol stainiess and mild, and armar plating.

1142010 - 1/2012 Waimart Masan, West Virginia,
ociate
lisarned the skils nesded in stocking, oroanizing and managing products coming into the stare

442009 - 452010
Fress Operator

Sterite Corporation Masaiian, Onio,

P

it

Highlighted
text
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Use the links on the right side of the Resume page to perform resume tasks. These links are
described in the table below.

Note: The same links are available in the Actions on selected menu. The links are described in
the table following the screen capture.

{2 Search Results {1 of 1 Candidates)

Link

Add Candidate to
Folder

0 canres s
i2a Print
Crew Leader, Gallia County Auditor Add Candidate to Folder
6369 SR 773 Source: Monster, Diversity, OhiocMeansJlobs Print Resume
Patriot, OH 45558 Home: - Forward Resume
us wobite: (- Add Note
[ — ] Send Lefter

Rate selected

Update Status
Block Resume

~ Descripon

Click this link to copy the resume to a folder for later reference. See
Adding Resumes to a Folder for more information.

Print Resume

Click this link to print the resume using Word or PDF.

Forward Resume

Click this link to forward a resume via email.
Tip:This can be used to send one resume or multiple resumes after being
saved to a folder.

On the Forward resume dialog box, type or select the appropriate
information and click Send. The resume is forwarded to the specified
email address.

Forward resume

Forward the resumes of the following candidates: *= required
Fernando Loya
See All Activity

Email address

t

sekc ] Save to address book acdress book:
from your a

Subjoct Candidate for review ]

Message

[C]5ave message as a note
Choose Email Format @ HTUL Format
© painText

Incluge attachment
[¥]A00 Candidate to Foder

Select folder ~ AllCandaates
Choase existing folder or

Greate new foider Wy Folders

(] Company B Resumes.
(33 Welder Resumes.
Deteted tems.

View all folders
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Add Note

Link

~ Descripon

Click this link to add a note to the job seeker’'srecord.
Example: “Resume will be update prior to forwarding”

On the Add Note dialog box, type or select the appropriate

informartion aNdl Clic K g
Add.

Add a note to the following candidates: *=required
Fem:

SelReminder

Privacy Setting *

® Viewable Company-iide
Private
[7] Add Candidate to Folder

~ Al Candidates
* My Foiders.

() Company B Resumes.
(58 Wekder Resumes
Deleted s

View al folders

==

the Activity tab and click the text in the Description column.

To view notes you or others have added, on the Resume page, click

Note: You can also save the resume to a folder. See Procedure: Add a

Send Letter

Click this link to send a letter to the job seeker.

On the Send Letter dialog box, type or select the appropriate
information and click

Send.

Note: You can also save the resume to a folder. See Procedure: Add @

Resume to a Folder for more information.
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Link

Rate selected

. Descripion
Click this link to rate the selected resume.

On the Rate Candidate dialog box, select the appropriate rating and
click Save.

= 8
Choose a rating for the following candidates *= required
Fernando Loya
See All Activity

© Hot
O Wam
Cold
© Not Rated
© Rejected
Select folder ~ Al Candidates

Choose existing folder or

Create new folder = My Folders

(] Company B Resumes
(38 Weider Resumes.
Deleted fiems

View al folders.

Note: You can also save the resume to a folder. See Procedure: Add a
Resume to a Folder for more information.

Update Status

Click this link to update the job seeker’s status.

On the dialog box, select the appropriate status and click Save.

Choose a status for the following candidates: * = required
Fernando Loya

See All Activity
Status *

Select folder Resume Received
Choose existing folder or Resume Reviewed
Create new folder Phone Screen

Interview HR.

Interview Department
Offer
Hired

View all folders

=l

Note: You can also save the resume to a folder. See Procedure: Add @
Resume to a Folder for more information.

Block Resume

Click this link to block the job seeker’s resume from your resume
search. For example, you might want to block a job seeker’'s resume
when you know he or she is in training and is unavailable for
interviews.

The resume is not blocked from other users’ searches.
To remove the block on the resume, click Unblock Resume.

4 Search Results (1of 1 Cancidstes)

Your requested action was successfully completed

e R

Iv Fernando Loya 2, Print

Fabri $3G i
Dubiin, OH 43017 Home: - Unblock Resume
us Mobile: -

lovafernandog4@gmail.com

17 |Page



Procedure: Save a Resume Search

If you run a particular resume search regularly, you might want to save the search. You can save up fo

five resume searches.

To save aresume search:

1. Loginto OhioMeansJobs.com as described in Procedure:Employer Log in, if you are not already

logged in.

Perform a resume search as described in Procedure: Search for Resumes.

In the Search Results page Filters menu, click Save search.

» Folders
~ Keyword
- Resume Updated
K

= Most Recent Emplover

= Most Recent Job Title

~ Most Recent Job Description

~ Schools Attended

7
!
{
i
S
@ Search Resu'
1

[[Actons on sekected

o

i
CI\Z virgil ve]
US-OH-Cleveland y

welder burner,lak

Save scarch &

Modify search | New search

[

1

|
-

4. Inthe Resume Search page Search Information section:

= |nthe Search name field, type a name for the search.

= Toreceive search results via email:

= Click the Send search results via email check box.

o

= Inthe to:field, type your email address.

= Update other search criteria as necessary.

Select the frequency with which you want to receive search result emails.
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= Afthe bottom of the page, click Save Search.

Chio
Jobs ...

«com monsier

Home | Candidates | Reports ‘ Business Support Center | ~

Search Resumes | Manage Candidates | b Saved Searches

Resume Search .
= Required

Saved Searches View/Manage

searchnamer ]

View/Manage [~ Send search resutts via email | Daily ;Itu:|

Source  Monster.com” OhioMeansJobs’” OMJ OJT-NEGT OMJ Rapid 0JT

Search Resume Site [7 Monster [ Diversity

il Sk EIg e Mg S e o st s Sl RS SR s prowcen 4551
g B ing means using direct evide of somedne's sKills 45 a g criterior_This a 5-5times more

accurate than hiring by degree (years of education) or unstructured interview. WorkKeys test scores allow employers to
objectively rank applicants’ skills in certain areas. Avery rough guide is:

Level 3: Qualified for an entry level job

Level 5: Qualified for college and skilled work

Level 6-7: Qualified for the highest-wage work: lawyer, doctor, engineer, etc.

e {—

60 - NY'SE:MWW

©2014 Monster - All Rights Reserved - U.S. Patent No. 5,8

Home Employer Job Seeker Youth Evenis Workforce Links Contact Us Privacy Policy Site Index
© 2011 OhicMeansJobs.com. All rights reserved. Our partners: un' monsier

The saved search displays in the Search Results page Saved Searches menu and in the Welcome
Back page Saved Resume Searches section.

b Folders

e
- Keyword “com monster

Candidates Business Support Cen

~ Resume Updated

Welcome back, Cindy.

To

search and didat

+ Most Recent Employer Improved Candidate
Management.

. . Is See how our redesigned interface heips.
% _ You simplfy common tasks and manage

=]

didates faste
Please note that the following are links to generic tutorials on Monster's emplayer functionality and are intended to provide candidates faster
you with basic instruction. There are slight differences in the functionality leveraged by GhioMeans.Jobs See What's New u

= Most Recent Job Description

Resume Search Overview Manage folders
Resume Search Example Manage Multiple Resumes
+ Schools Attended Viewing Resuls Understand Resume Sections
Viewing Actions Acting on Resumes in Folders
Saving Resume Searches Tips for Boolean Users
Save search m'
1
Modify search | lew search { candidate Folders Viewanage Saved Resume Searches Viewwmsnsge
Title Total Title
Tailor
welder 43219 My Favorites 2 | || weiderasz1a
Vi Manage .
b Seeker 1 o | || Taitor
= et = -
Tailor h!
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Procedure: Edit, Delete, or Copy a Saved Search

To edit, delete, or copy a saved resume search:

1.

2.

To access the saved search:

On the OhioMeansJobs.com Welcome Back page Saved Resume Searches section, click
View/Manage.

In the Search Results page Saved Searches menu, click View/Manage.

Candidate Folders View/\anage Saved Resume Searches

Title Title

My Favorites welder 43219

Seeker1 o Tailor

Tailor 1

T s e T U R

Resume Search

) search Results!

» Folders . 7
i | Actions on selected
{
f
{

} Filters

"

~ Saved Searches

-

Tailor

US-OH-New Vienna-4

I ViewiManage I

Medical Team Admi

% HEALTH PARTNERS 'i

From the Saved Searches page Actions list, select an option.

To edit the search:

o

o

o

Select Edit.

On the Search page, edit the search criteria as necessary.
Click Save Search. The search and its updated criteria are saved.

To delete the search:

o

o

Select Delete.

On the confirmation dialog box that displays, click Delete. The search is deleted.

To copy the search:

o

o

o

Select Copy.

On the Search page, edit the search name and other criteria as necessary.

Click Save Search. The new search is saved.

}

3
3
i

3
welder 43219 T \J walter Beit

3

f

R s T R PR VWPV
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Procedure: Create a Resume Folder

Create a resume folder to save resumes that could match the requirements for a posted job. By saving
the resumes in a folder, you can keep frack of promising resumes and do not have to rerun the resume

search multiple times to find promising candidates.

1. Login to OhioMeansJobs.com as described in Procedure:Employer Log in, if necessary.

2. Onthe Welcome Back page, do one of the following:
= Inthe Candidate Folders section, click View/Manage.

Ohio
Jobs

powarest by
com  Monster

Home | Candidates | ~ ‘ Reports ‘ Business Support Center | ~ ‘

Welcome back, Cindy.

Search resumes and manage candidates

\didates faste
Please note that the following are links to generic tutorials on Mansters employer functianality and are intended to provide candidates faster

you with basic instruction. There are slight differences in the leveraged by Of
Resume Search Overview Manage folders

Resume Search Example: Manage Muttiple Resumes
Viewing Results Understand Resume Sections
Viewing Actions Acting on Resumes in Folders.
Saving Resume Searches Tips for Boolean Users.

Candidate Folders Vi n. Saved Resume Searches

welder 43218 1 welder 43218
My Favorites 2 Tailor
Seeker 1 o}

= From the Candidates menu, select Manage Candidates.
3. Onthe Manage Folders page, click Create New Folder.

[ Search Resumes | Improved Candidate

Management.
you simplify common tasks and manage

See What's New |

Ohio

L
e 0.
eom monster 5, =i

Home | Candidates | ~ | Reports ‘ Business Support Center | ~ |

All Folders (except Hidden and Deleted) (1-1 of 1 Folders)
Manage Folders

[§\ Edit Fiters w  Current filters:  Folder Type: All Folders (except Hidden and Deleted)

Name Candidates Folder Type Owner Last Activity »
Welder Resumes 4 My Folder Cindy Williams 8/13/2013
©2013 Monster - All Rights Reserved - U.S. Patent No. 5,832,497; 7,599,930 B1; 7,827,125 and 7,836,060 - NYSE

Home | Employer | JobSeeker | Youth | Events | Workforce Links | ContactUs | Privacy Policy
©2011 OhioMeanslobs.com. All rights reserved. Our partners:  JNIIFEIB monster

Help

A View Candidates| [ Create New Folder ]| # Rename & Share/Edt  More Actions [#] Shortcuts »  Results Per Page v

Job Ref Code

Site Index
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4. On the Create New Folder dialog box:
= Type a name for the folder. The naming standard is:

Company Name Job Order number (example: Acme Manufacturing 123456)

= Click Create.

| Create New Folder

Folder Name

The new folder displays on the Manage Folders page.

Ohio
monster

Home| Candidates | ~ Reports| Business Support Center |~ |

All Folders (except Hidden snd Deleted) (1-2 of 2 Folders)

Manage Folders
) View Candidates

[y Cresi= New Foider

i EdtFiters w Currentfilters: Folder Type: All Folders (except Hidden and Deleted)

=
S £lin P

More Actions  »

[#] Shortcuts w

Help

Results Per Page v

Job Seeker

we= INIFIB monster

Name Candidates Folder Type Owner Last Activity ¥ Job Ref Code
(O Company B Resumes 0 My Folder Cindy Williams 8/13/2013
O Welder Resumes a* 4 My Folder Cindy Williams 8/13/2013

Home Employer Youth Events Workforce Links Contact Us Privacy Policy Site Index

For information about adding resumes to the folder, see Procedure: Add a Resume to a Folder.

Note: You can also create a folder and add resumes to the folder at the same time. See Procedure:

Add a Resume to a Folder for details.
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Procedure: Add a Resume to a Folder

To save the resumes that match your search criteria, create folders in which to keep the resumes. By
saving the resumes in folders, you will not have to re-run the resume search each time you want to find
relevant resumes. You can then refer to the folder to review the resume in more detail and refer the job

seeker.

To add a resume to a folder:

1. Loginto OhioMeansJobs.com as described in Procedure:Employer Log in, if you are not already

logged in.

2. Perform a resume search as described in Procedure: Search for Resumes.

Review resumes to determine whether the job seeker matches the job requirements.

4. When you find a resume you want to save, (3 options to move to folder)

a) From the Search Results screen, Click Add to folder

Jo!

poared by
wom  monster

Home | Candidates | Reports

b Search Resumes | Manage Candid

Resume Search

» Folders

~ Kevword

~ Resume Updated
From

o
1 Month Ago

~ Most Recent Employer

& =l

~ Most Recent Job Title

~ Most Recent Job Description

~ Schools Attended

~ Filters Clesr All

Business Support Center | '~

aies | Saved Searches.

Helo, Cindy Wiliams.  Sian Out | »

@) Search Results (1-20 of 484 Cangicates) including 63 Diversity Candidates

Desired Salary
Relocation
Authorization

You can also add a resume to a folder by:

e R = =
v

(g [ 112131415 1B Pages[1] &)

Browse Candidates (25 Pages)

[ [Descending 9] [es]

Sortby |Default
r
r v D
US-OH-Mantua Resume Updated 642014
source lionster
Welder, MTD Products Limited Highest Education  High School
TargetJobTitle  WWelder
Desired Status FullTime.

Desired Job Type  Employse

Won't Relocate
us

[BAV d welder/machinist

US-OH-SHAWNEE Resume Updated  5/31/201¢
Source Nonster,

Landscaper/laborer, KLC OhioleansJobs.

Landscapelconstruction Highest Education  Certification

Tgn Rey word MafEn
Add to folder

View candidate

b) Clicking the check box next to the resume title and selecting Add to folder from the

Jo!

com  MGSter

¥ Search Resumes | Wanage Candidstes |

Resume Search

Home | Candidates ‘ [ — | Business Support Center © ~

Saved Searches

+ Keyword

& Search REsUls (115 ot 1z Canisatss)

Ackors on sckectot v || 2ssnsstes seees D_
T | I
Sortby |Default

| [Descending v

Today v
e
1 Month Ago v

~ Most Recent Employer
~ Most Recent Job Trte
~ Mast Recent Job Description

v Schools Atiended

Save search

us.on cour (. oc.:  7ezors

Block Resume

Gs

elder ] gy sclocied | Add o folder
+ Resume Updated ]} el Kendrick — WELDER. FORK LIFT. LABORER, WAREHOUSE. ASSEMBLY.  —
IANUFACTURING, LOGISTICS i’:;’::ﬁ'::l:rmm

: View candidate
Highest Education  Some Colege
Safety Supenisor, one Source e e
TargetjobTitle  WELDER, FORK LFT,
LABCRER,
WAREHOUSE
ASSEMELY,
MANUFACTURNG,
LoGETCS
DesiredStus  FulTme
FartTine.
Desired Job Type  Employes
Temporary/ConiractFroj
et
Desired Salary
Relocation Wont Revcste
Autnorization us
—
High Keyward Iaich
9.0t Detaware 13,9 miles Resume Updated 792013 =
Highest Educaion  Certficaton Black Resume
comm hvas installer & welder, Metro TargetJobTitle  HVAC hstaler and View candidate

Faprcsior & w

er

e resumes to the same folder.
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c) Clicking the resume link and clicking Add Candidate to Folder on the Resume page.

i Search Results (1 of 1 Candigates)

| Actions on selected v | U candigates eeiacted

5a Pint

machine operator "B", Automated Packaging Systems Add Candidate to Folder (,

12514 Woodward Bivd. Source: Monster, Diversity, OhioMeans.Jobs PRiM: Hesume
Garfield Heights, OH 44125 Home: 218-512-0224 Ive. messege Forwsard Resume (
us Mobile: - Add Mote
hamywizardking@roadrunner.com Send Letfier
Rate selected

Update Status

Block Resume

5. If afolder for this resume search exists:
= Select the Folder to add the resume. Click Add
= Under My Folders, click the folder to which you want to save the resume.
= Click Add. The resume is added to the folder

yDirectary .. &) City of Youngstown, Ohio & Competency Examples Re... &) EdChoice - Ohio's Educati.. & Employee Training Templ... &) Google () Innerweb ] MapQuest ] My Vahoo! () ODIFS Online Helping Oh... &7 &]Web Slice Gallery v
@ LIVE CHAT : ONLINE

Chio Hello, Terah Leonard.  Sign Out | #
JObS o

wom  MONSTER

m

Home‘ Candidates‘ Ilepnnsl Business Support Center | ~

» Search Resumes | Hanage Candidates | S

Searches

Resume Search

@ Search Results (1-20 of 1000 Candidstes)

Browse Candidates (50 Pages]

s Add to folder

Add the following candidates:
Karl Coleman Rogers

“= required

yword

—— Sotoct foder
= folder + Al Candidates
- Resume Undsted o booce cicing o -
From Kar
Acme 122458
challend i
= (0 Welders Test

Defeted tems

~ Most Recent Employer

@
All Resumes S-OH-On:

View al folders

~ Most Recent Job Title pehiegiegy

~ Most Recent Job Description

~ Schools Attended

w;

US-OH-Mansfield Resume Updated 412212014 feoe

View candidate

*If a folder relevant to the resume search does not already exist, confinue to the next step.*
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6. Click Create new folder

s e e ——

Browse Candi

= Add to folder B
Add the following candidates: *= required
Select folder ~ AllCandidates
Choose existing folder or Lto1

ﬂmeate new folder v My Folders e Ry
= ] Acme 123456 W ca

- ] Welders Test

m Deleted ttems.

1a

View all folders
mp [ Add a note
icg
ANTAGTITFATION =

= Inthe New folder field, type a name for the folder. The naming standard is:
Company Name Job Order number
Acme Manufacturing 123456

= Click Add. The resume is added to the new folder.

Add to folder

Add the following candidates: *= required

To accessresumes saved to a folder, see Procedure: Access Resumes Saved in a Fold
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Procedure: Access Resumes Saved in a Folder

After resumes are saved in a folder, you can access them to continue the search for qualified

candidates.

To accessresumes saved in a folder:

1.

2.

Log info OhioMeansJobs.com as described Procedure:Employer Log in, if you are not already

logged in.

In the Home page Candidate Folders section, click the number in the Total column that corresponds
to the folder you want to open. The number indicates the number of resumes saved in the folder.

Note: You can also access folders from the Search Results page by clicking Folders > View all
folders. On the View folders dialog box, click the folder you want to open. Then click Select.

~ Folders
~ All Candidates
» My Folders
Deleted tems

~ Filters

COhio
Jobs ... .
Jobs - 3 £linFY

Home ‘ Candidates | ~ | ReDorts‘ Business Support Center | '~ |

Welcome back,

Search and

Please note that the follawing are links to generic tutorials on Monster's employer functionality and are intended to provide
you with basic instruction. There are slight differences in the functionality leveraged by ChiobleansJobs

Resume Search Overview Hanage folders
Resume Search Example Hanage Muttiple Resumes
Wiewing Resulls. Understand Resume Sections.
Viewing Actions Acting on Resumes in Folders
Saving Resume Searches Tips for Boolean Users

View/Manage

Saved Resume Searches View/Manage

Candidate Folders

Total

welder 43219 welder 43219

Wy Favorites Tailor

Seeker 1

» Search Resumes | Manage Candidates | Saved Searches

Resume Search

Vi Il fold
"\ oo

Improved Candidate
Management.

See how our redesigned interface helps.
you simplfy common tasks and manage
candidates faster.

See What's New ﬁ

View folders
To select a folder, click the folder then click Select.

{ search Results

User: Willams, Cindy

[hctons on sokected B | ron  E7m5
e | T T—

[ Update |

| Wy Favorites wiiliams, Cindy
I[] Seeker 1 Wiliams, Cindy

ta Wiliams, Cindy
1] welder 43219 Wiliams, Cindy

Clear All

Welder, MTD Product

Creator

127212013
SMB2013
91272013
BMTIZ014
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Procedure: Share a Candidate Folder

Candidate folders can be shared among users associated with the same FEIN. For example, you might

share a folder when you are working with a colleague to find suitable candidates for a job posting.

1.

Ohio
Jobs

com  monster

Welcome back

Search resumes and manage candidates

Home | Candidate:gmmwsmarwememy Business Support Center | ~

Improved Candidate
Management.

See how our redesigned interface heips
you simplify common tasks and manage
candidates faster.

Please note that the following are links to generic tutorials on Monster's

ity and are i t id
Angare BRMCE See What's New ﬁ

by Ohi

you with basic instruction. There are slight
Resume Search Overview Manage folders
Resume Search Example Manage Multiple Resumes
Viewing Results Understand Resume Sections
Viewing Actions Acting on Resumes in Folders

Saving Resume Searches Tips for Boolean Users

Candidate Folders

Title Title

Welder Resumes 4

Saved Resume Searches View/Manage

Welder CW

© 2011 OhioMeansJobs.com. Al rights reserved. Our partners:

Home Employer Job Seeker Youth Events Workforce Links Contact Us Privacy Policy Site Index

NFIB monster

2. Onthe Manage Folders page:

Click the radio button next to the folder you want to share.
Click Share/Edit.

Ohio
Jobs ...

com TG

ter

Home‘ Candidatesz - ‘ Reports| Business Support Center . ~

All Folders (except Hidden and Deleted) (1-1 of 1 Folders)
Manage Folders

/D View Candidates (i3 Create New Foider 4 Rename | &} Share/Edit | More Actions v

@ Edit Fiters v Current filters: Folder Type: Al Folders (except Hidden and Deleted)

Name Candidates Folder Type

Welder Resumes 4 My Folder

©2013 Monster - All Rights Reserved - U.S. Patent No. 5,8

Home Employer Job Seeker Youth Events

® 2011 OhioMeansJobs.com. Al rights reserve:

Owner Last Activity w Job Ref Code
Cindy Williams 8/13/2013
32,497, 7,599,930 B1; 7,827,125 and 7,838,060 - NYSEMWW

d. Our partners: !ﬂg monskter

) f]in)
|

Help

[#] shortcuts »  Results Per Page

‘Workforce Links Contact Us Privacy Policy Site Index

From the OhioMeansJobs.com Welcome Back page Candidate Folders section, click View/Manage.

3. O n the Share/Edit Folder Members dialog box:

In the Available list, click the names of the people with whom you want to share the selected
folder.
Click Add. The selected name displays in the Selected list.
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= Click Share/edit folder members.

Share/Edit Folder Members

Edit folder members for: Welder Resumes
Select members to share the selected folder with.

Folders can be shared between users of the same company

Available Selected

Jonathan Tolbert -
Timothy SIMPSON

Kelly Snader

Tom Denegre

Keith Ewald

Vivian Hopkins

Samuel Hodges

Bill Peltcs

Jean Green

Michael Junius
Brandi Gallebo
Ellen Frasure

Nicocle Morrison
Eric Moore

Charlie Thompson

or Cancel

4. Onthe Manage Folders page, verify # (Shared) displays next to the shared folder.
Ohio EgEm( )
| MEANS | 13

Jobs ...

‘com  monster

Home‘ Candidates Reports' Business Support Center

All Folders (except Hidden and Deleted) (1-1 of 1 Folders)

Help
Manage Folders

4O View Candidates [i3 Create New Folder 4" Rename

More Actions ~ [#] Shortcuts »  Results Per Page v

{@ Edit Fiters v Current filters: Folder Type: All Folders (except Hidden and Deleted)

Name Candidates Folder Type Owner Last Activity v Job Ref Code

Welder Resume: 4 My Folder Cindy Williams 8/13/2013

Home Employer Job Seeker Youth Events Workforce Links Contact Us Privacy Policy Site Index

sves INIFIB monster
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Managing Resumes

Procedure: Case Manage Resumes

Use OhioMeansJobs.com features to case manage resumes. Case management tasks include:

= Rating candidates.
= Removing candidates from a folder.
= Editing filters.

To case manage resumes:

1. Login to OhioMeansJobs.com as described in Procedure: Employer Log in.

2. On the Welcome Back page, from the OhioMeansJobs.com menu, click Candidates.

Ohio
Jobs ...

«Ccom 'rnons'l"er

[
Home Candidates | ~ | Reports‘ Business Support Center | ~

Welcome back,

Search resumes and manage candidates

T

3. Onthe Manage Folders page, click the name of the folder that contains the candidates you want
to manage.

Chio
Job

powarsd by
om  monsier

=y i I
Hume| Candidates | ~ ‘ Ilen\)rts‘ Business Support Center | '~ ‘

All Folders (except Hidden and Deleted) (1-4 of 4 Folders) Help.
Manage Folders

4D View Candidates [iy Create Mew Folder 4 Rename ff} Share/Edt  More Actions ¥ [#] shorteuts = Results Per Page

[£¥] Edit Fiters =  Currentfilters:  Folder Type: All Foldars (except Hidden and Deleted)

Name Candidates Folder Type Owner Last Activity ¥ Job Ref Code
| welder 43219 1 My Folder Cindy Williams 6/17/2014
| My Favorites 2 My Folder Cindy Williams 121212013
C | Seeker 1 0 My Folder Cindy Williams 9/18/2013
| Tailor 1 My Folder Cindy Williams 9/12/2013
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4. O nthe Manage Candidates page:

View candidate information.

To sort the list of candidates, select the sorting method from the Sort By list. Sort by saved date,
name, screening score, hiring status, and other criteria. The candidates can be sorted and

resorted at any time.

Ohio
Jobs

wom . monster

O vi

-OR-Marion
Saved in- welder 43219
Level

Experience
Education

Salary

Relocation

US-OH-Circleville
Saved in: welder 43219
Level

Experience
Education

Salary

Relocation

US-OH-Hilliard

Saved in- welder 43219
Level

Experience

Search Resumes | b Manage Candidates | Saved Searches

tails  Print  Forw

Home‘ Candidates‘ Ileports‘ Business Support Center '~

All Folders (except Hidden and Deleted) » welder 43219 (1-6 of 6 Candidates)
Manage Candidates

ard  SendEmail ([ More Actions w 0 selected of 6

[ EditFiters + Currentfilters: Status: All  Rating: &l

Experienced (Non-Manager)
10+ to 15 Years

Associate Degree

21 USD/hr

Will Relocate

Experienced (Non-Manager)
1+ to 2 Years

Certification

N/A

Will Relocate

Experienced (Non-Manager)

Screening: All

Saved

Resume Updated
Hiring Status
Screening
Method

Saved

Resume Updated
Hiring Status
Screening
Method

=W

Saved
Resume Updated

6/20/2014
5/26/2014
Resume Received
N/A

Resume Search

6/20/2014
6/4/2014

Resume Received
NIA

Resume Search

6/20/2014
6/10/2014

Saved, Oldest
Saved, Newest

Name, A-Z

Name, Z-A

Method, A-Z

Method, Z-A

Screening Score, Low-High
Screening Score, High-Low
Rating, Low-High

Rating, High-Low

Hiring Status, Low-High

Hiring Status, High-Low

(Z) Results View v | [Z] SortBy

Help

To rate candidates, click the stars next to the resume title. The more stars selected, the higher the

candidate’srating.

n

Level

[T ViewDetsis Prnt Forward Send Emai

% comFirs v Current filters:  Status: Al

Experienced (Non-Manager)

Experience 10+ to 15 Years
Education Associate Degree
Salary 21USDMe
Relocation Will Relocate

AN Folfers (except Hidden and Deleted) s weider 43218 (1.8 f 8 Candidsies)

Manage Candidates

More Actons w1 seiected of 8

Ratng Al Screenng A1

Saved

Resume Updated
Hiring Status
Screening
Method

6202014
126/2014
Resume Recewed
WA

Resume Search

Besuts View v [3] SortBy v
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To remove a candidate from a folder:

o

o

Click the check box next to the resume you want to remove.
From the More Actions list, select Remove From Folder.

Ohio
Jobs

powsred by
com  monster

Home | Candidates ‘ Reports ‘ Business Support Center = '+

Search Resumes | » Manage Candidates | Saved Searches

All Folders (except Hidden and Deleted) » welder 43219 (1-6 of 6 Candidates)
Manage Candidates

[T View Detals Print  Forward Send Emal\ltj More Actions I1selac\m of &

Edit Fiters v € Al
=3 Mave / Copy to Folder creenng:

Remove From Folder
ety

S-OH-Marion ove From Folder]

Saved in: welder 432{ Add Note

Level Saved 6/20/2014
Experience BiockiCddate Resume Updated 512672014
Education Hiring Status Resume Received
Salary Update Status Screening N/A

Relocation ethod Resume Search

Rate Candidates

I Adam Jones - Werd
US-OH-Circleville

On the Remove selected from folder dialog box, click Remove.

Remove selected from folder

Remove the following candidate(s):

sl - Cancel

The selected resume is removed from the folder.

To display only resumes that match certain criteria:

o

Click Edit Filters.

Help

) Resutsvew v [5] soray v

In the dialog box that displays, select the rating, screening, hiring status, and saved date

range values you wanft to filter on.

Click Apply. A list of resumes that match your filter criteria displays.

Chio
Jobs ..

Hume‘ Candidates‘ ﬁepnrts| Business Support Center | '~

Search Resumes | b Manage Candidates | Saved Searches

All Folders (except Hidden and Deleted) » welder 43219 (1-5 of § Candidates)
Manage Candidates

O yisw s nt  Forward SendEmai [LF MoreActions v 0 selectedof5
] EdtFiters | Currentfiters: Status: Al Rating: Al Screening: All
x
O Rating Screening
[al = [an =l
Hiring Status 6/20/2014
b s
Saved Date Range Ef:”’"e Received
Fromt: [ |BTo: [ |8 Resume Search
Saved i welaer 23219

Level Experienced (Non-Manager, Saved 6/20/2014

Help

[S] Resuts View ~ [Z] SortBy =
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Note: If no resumes match the filter values, no candidates display on the Manage

Candidates page, as shown in the following example.

Ohio

Home | Candidates ‘ Reports ‘ Business Support Center | ~

Search Resumes | » Manage Candidates | Saved Searches

All Folders (except Hidden and Deleted) » welder 43218

Manage Candidates

Details  Print Forward Send Ema More Actions v (0 selected of 0

|| EditFiters = Currentfilters: Status: Al Rating: Al Screening: Best

- All Rights Reserved - U.S. Patent No. 5,832 497, 7,589,930 B1, 7,

Jobs e 3 £]in™

Help

[S) Resutis View v [Z] SortBy ¥

S P VP

Tip: To remove filters and see all the resumes in the folder, click Edit Filters. On the dialog box,

click Reset Filters. All resumes in the folder display.

Remember: Job matching and referrals initiated in OhioMeansJobs.com is not currently recorded in
Ohio Workforce Case Management System (OWCMS). All referrals and placements must be
recorded in OWCMS. Refer to the section OWCMS-Recording Job Referrals and Job Placements for

more information.
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Job Seeker Notification

Procedure: Notify Job Seekers about a Possible Job Match

1. The method of contact is a telephone call to the potential candidate.
If after unsuccessful documented attempts to contact Job seeker by phone, notification of potential job

match can be sent via OhioMeansJobs.com

2. Onthe Welcome Back page, open the folder that contains the job seekerresumes you saved for

the Employer or Job opening.

Ohio
Jobs

oom

Welcome back, -

Search and

| Search Resumes ]

Home ‘ Candidates | ~ | Reports ‘ Business Support Center | '~ |

5 I

3 £]inf™

Manage Candidates Better

Improved Candidate
Management.

you simplify common tasks and manage
candidates faster.

Please note thatthe following are links to generic tutorials on Monster's employer functionality and are intended to provide *
you with basic instruction. There are slight differences in the functionality leveraged by OhioMeansJabs. See What's New ﬁ

Candidate Folders

Title

welder 43219

MWy Faverites

Geeker 1

3. Onthe Manage Candidates page:

= Click the check box next to the candidates’ resumes you contact and forward to the employer.

Tip: To select all the resumes in the folder, click the check box next to the View Details button.

A

—

All Folders (except Hidden and Deleted) » welder 43219 (1-5 of 5 Candidates)

i Manage Candidates

g [ Edit Fiters * Current filters:
e

PN

[T | view Details  Print Forward Send Email b More Actions »+ 2 selected of 5

N

R M

Status: All Rating: All Screening: All

v—-r\-—m--..--u—-vw—\'“vw—u-r\rv—\j
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= Click Send Email.

4. On the Send Email
page:

Chio =
Jobs ... . A
9 £]in PR

Home ‘ Candidates| Reports ‘ Business Support Center | '~

Search Resumes | P Manage Candidates | Saved Searches

Al Foiders (except Hidden and Deleted) » welder 43219 (1-6 of 6 Candidates)
Manage Candidates

[T View Detais Print Forward 3 More Actions = 0 selected of 6

[ EdiFiters ~ Currentfilters: Status: Al Rating: Al Scresning: Al

ewn davis - Journeyman &

S-OH-Marion

Saved in- welder 43219

Level Experienced (Non-Manager) Saved 6/20/2014
Experience 10+ to 15 Years Resume Updated 5/26/2014
Education Associate Degree Hiring Status Resume Received
Salary 21 USD/hr Screening NiA

Relocation Will Relocate Method Resume Search

dam Jones - Welder &

S-OH-Circleville

Saved in: welder 43219

Level Experienced (Non-Manager) Saved 6/20/2014
Experience 14102 Years Resume Updated 6/4/2014
Education Certification Hiring Status Resume Received
Salary A Screening NIA

Relocation Will Relocate Method Resume Search

john Alden - Journeyman Sheet Metal Mechanic @ =&

S-OH-Hilliard
Saved in: welder 43219
Level Experienced (Non-Manager) Saved 6/20/2014

Experience N/A Resume Updated 6/10/2014

= Note the selected candidate names display in the Selected field.

*= Inthe Subject field, type the subject of the email message.

= Inthe Message box:

= Provide the job seeker with information on how to contact you for a potential job match
o Include your name and contact number

= Click Send. The messages are sent to the selected job seekers.

Send Email

L f£]inf™

Al Folders (except Hidden and Deleted) » ACME Mfg » Send Email

Letter Template

MNew letter
—_—

Subject

Message

= %¥ SmartFields

Preview letter

[ Save letter to my Hiring Library.

E or Cancel
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Forwarding Resumes to Employers

Procedure: Forward Resumes to the Employer
Once you have found suitable candidates for the job posting, you can forward them from
OhioMeansJobs.comto the employer.
To forward resumes to the employer:
1. Onthe Manage Candidates page:

= Click the check box next to the resumes you want to forward to the employer.

Tip: To select all the resumes in the folder, click the check box next to the View Details button.

Al

e W WERR el ¥ N o S

All Folders (except Hidden and Deleted) » welder 43219 (1-5 of 5 Candidates) 1
: Manage Candidates

View Details  Print Forward Send Email b More Actions = 2 selected of 5

@ Edit Fiters * Current fiters: Status: All Rating: Al Screening: Al
LN—I—N-—V‘—'WM!M w—\"‘vw-—u-"\rv—\—;

= Click Forward.

S e

Ohio
Jobs ...

Hnme‘ Candidates Ilepurb;‘ Business Support Center | '~

Search Resumes | b Manage Candidates |

All Folders (except Hidden and Deleted) » welder 43219 (1-5 of 5 Candidates)
Manage Candidates

Help

T View Detais  Print ena Email [ More Actions v 2 selected of § [S) Resus View » [2] Sortey v

[ EatFiters = Currentfitters: Status: Al Rating: Al Screening: Al

dam Jones - Welder @ [ |/%][3![*

S-OH-Circleville

Saﬂm

Leve Experienced (Non-Manager) Saved 6/20/2014
Experience 1+ to 2 Years Resume Updated 6/4/2014
Education Certification Hiring Status Resume Received
Salary NiA Screening N

Relocation Will Relocate Method Resume Search

ohn Alden - Journeyman Sheet Metal Mechanic @ =% e ][] [ kel
S-OH-Hilliard
Saved in: welder 43219

Experienced (Non-Manager) Saved 6/20/2014

NiA Resume Updated 6/10/2014
Education High Schoal or equivalent Hiring Status Resume Received
Salary N/A Screening N/A
Relocation Will Relocate Method Resume Search

2. On the Forward Resumes page
= Inthe To field, type the employer's email address
= Inthe Subject line, keep “"Candidate for review” or update it, if necessary.

= Click Send. The selected resumes are emailed to the employer. Each resume is sent in ifs

own email. For example, if you send three resumes, the employer will receive three
separate emails, one for each resume.

hio
| means }
Jobs -, E I’]Iﬁa

Home | Candidates - | Reports | Business Support Center - |

Al Fortars (except Hidden and Oeleted) » weiser £3219 » Forward Resumes.

Forward Resumes

Selected: Adam Jones %, John Alden
Privacy Setti Te
rivacy Settings =
# Viewable Company-Wide cindy williams @ifs.ohio. gov H
© Priate =
L —p——————————
™ Save to address book address book
Subject
Candidate for review
Message (eptionsi)
||
7000 charackers remaning
I Save message as a note

Cance
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OWCMS-Recording Job Referrals and Job Placements

Procedure: Select a Seeker

To record a placement from an OhioMeansJobs.com referral, use one of the following LE menu options:

1. Loginto OWCMS and select your LE office.

2. From the LE menu, select Select Job Seeker.

3. Onthe Locate Seeker screen:

EE Veteran MSFW Employer Staff Functions Eeuurﬂ:
Jobs Released From Veteran Priority 3
5

| . Job Search

I3

SkillsLink Assessment

Mini Registration

= PR

Basic Intake
Seeker Assessment
REA Assessment

Job Matching

OM.J Details

0OMJ Employment Opportunities
Seeker Services

Education History
Job Placement
Correspondence

Group Correspondence

Post Exit & Wages

R

= Type the job seeker’'s name or SSN.

= Click Execute Query.

LE Veteran MSFW Employer StaffFunctions Reports LMI Administrative

Appointment Description

Select Seeker
i_ \ g 1313
Locate Seeker
First Name OWEN Last Name CARDINAL
Birth Date " Gender - Veteran Status
SSN Case Management © ves | No
Email Zip
Seeker] Execute Query]
Program Involvement Execute Query
Type Status | Status Date | Start Date Completion Date
Appointments for Today
Staff Name Phone Extension Time Type
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4. On the Locate Seeker search results screen, click the unlabeled Select button to the left of the SSN
column for the job seeker for whom you are recording a placement.

LE Veteran MSFW Employer Staff Functions Reports LM Administrative

Select Seeker

E%m 1313

Locate Seeker

sSH seekerID uC status e First Name Last Name County of | pirthpate |Gender
Status Residence

5. On the Case History screen, click the Select button for the job seeker’s active record.

LE WVeteran MSFW Employer StaffFunctions Reports LM Administrative

Case History
] 1313
Selected Customer: CARDINAL, OWEN

- Locate Seeker

| Case History

Select | Intake Date | Registration | Parlicipation | gyt pate Exit Reason Status.
Date Date

Create New Case|

The Basic Intake General tab displays.
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Procedure: Record a Placement from an OhioMeans]obs Referral

Because OhioMeansJobs.comreferrals are not uploaded to OWCMS, they must be entered manually.
To record a placement from an OhioMeansJobs.com referral, use one of the following LE menu opfions:

« Scenario 1: OhioMeansJobs Job Leads

e Scenario 2: Job Placement

Scenario 1: OhioMeans]Jobs Employment Opportunities

One way to record a job placementis to use the OhioMeansJobs Employment Opportunities menu
option. The OhioMeansJobs Employment Opportunities option also allows you to add a potential job to
the job seeker’s record and track its status through the interview process. To record a placement,
update the status to Hired.

1. Loginto OWCMS and select the job seeker’'s record as described in Procedure: Select a Seeker.

2. From the LE menu, select OhioMeansJobs Employment Opportunities.

LE Veteran MSFW Employer Staff Functions E{

Jobs Released From Veteran Priority .4
8
—
Job Search b
1 {
]
| Select Job Seeker H
SkillsLink Assessment :’3
]
Mini Registration %
4
Basic Intake Seakeré
Seeker Assessment ]
REA Assessment Streels
Job Matching
0N Details city
= County,

Education History
Job Placement
Correspondence

?
eV

Group Correspondence
Post Exit & Wages

Native or Primary Language | ENGLISH i

s g
.

3. On the OhioMeansJobs Employment Opportunities screen, click Add. New fields display in the
OhioMeansJobs Job Leads section.
Note: If no previous OhioMeansJobs employment opportunities are recorded on this screen, a
dialog box displays to indicate no records exist. Click OK to confinue.

LE Veteran MSFW Employer Staff Functions Reporis LMI| Administrative

OMJ Employment Opportunities

Y@ 0 Notes Found 1313
Selected Customer: CARDINAL, OWEN Claimant Status:

OMJ Job Leads

Show All Job Leads |20 j Filter by Status |20 j

Job Title ‘ Employer Name Status Status Date Chan ga| Created By | Date Created | Delete |
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4. dnthe fields that display:

Complete all the fields for which you have information.
Notfe: Required fields are denoted by bold field labels.

Important: Do not change the Stop Job Referral Emails? selection. This option pertains to UC
claimants and can be changed only by authorized staff.
5. Click Save Record.

6. Click Return to Jobs.

LE Veteran MSFW Employer Staff Functions Reports LMI Administrative
‘OMJ Employment Opportunities
ﬂ 0 Notes Found 1.3.13
Selected Customer: CARDINAL, OVVEN Claimant Status:
[OM.J Job Leads
Job Title Information Technology Project Manager Status. :
Job URL itsolutions jobpost/hriresumes Status Date Change 04/07/2014
Employer Name [TData Solutions. Stop Job Referral E mails? ™ ez * o
Employer Phone (555) 555-1212 Wage Amount $75,000.00 Wage Interval | vVEARLY : Return to Jobs
Created By |THOMP50N, CHARLES Created By Office |25-13 OhioMeansJobs Franklin Ct Created Date |4/7/2014
Historical Transactions
User Name | Date/Time Job Title Job URL | Employer Name ‘ Change Type | Original Status ‘ New Status

7. Inthe OhioMeansJobs Job Leads section, verify the job opportunity displays.

LE Veteran MSFW Employer Staff Functions Reports LMI Administrative

0OM.J Employment Opportunities

ﬁ\ i} 0 Notes Found

1.3.13
Selected Customer: CARDINAL, OWEN

Claimant Status:
OMJ Job Leads
Show All Job Leads |20 : Filter by Status |21 :

| Job Title | Employer Name Status

Status Date Change|  Created By |
I | Information Technology project  MData Solutions

Date Created | Delete

AppliediSent Resul | 47/2014 THOMPSON, CHAR | &7/2014

8. Torecord ajob placement on the OhioMeansJobs referral, click the unlabeled Select button
next to the appropriate job lead.

LE Meteran MSFW Employer Staff Functions Reports LM Administrative
0OM.J Employment Opportunities

H\ _ﬁ} 0 Hotes Found

1.3.13
Selected Customer: CARDINAL, OWEN

Claimant Status:
OMJ Job Leads
Show All Job Leads | 30 :

Filter by Status | Al :
|

Job Title | Employer Name Status

Status Date Cnange| Created By | Date Created | Delate ‘
chnumgy project | [MData Solutions Applied’Sent Resul | 4/7/2014 THOMPSON, CHAR = 4/7/2014
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9. Inthe expanded OhioMeansJobs Job Leads section, select Hired from the Status list.

10. Click Save Record.

LE Meteran MSFW Employer Staff Functions Reporis LMI Administrative

‘OMJ Employment Opportunities
ﬂ\ B 0 Hotes Found 1213
Selected Customer: CARDINAL, OWEN Claimant Status:
OMJ Job Leads
Job Title Information Technology project manager Status | Applied/Sent Resume
Job URL itsolutions.jebpostihriresumes Status Datd Change |APplied/Sent Resume
" Interview
Employer Name  MData Solutions Stop Job Refe( o\
Mot Inferested
Employer Phone  (555) 555-1212 Wage Amount 575,000.00 Wage Interval |YVEARLY j E Mot Selected
Refused Job Offer
Created By |THOMP50N, CHARLES Created By Office |25-13 OhioMeansJobs Franklin Ct Created )
Historical Transactions
User Name Date/Time Job Title Job URL Employer Hame | Change Type Original Status New Status.

11. Verify the record displays in the OhioMeansJobs Employment Opportunities screen Historical

Transactions section.

LE Veteran MSFW Employer Staff Functions Reports LMI Administrative

OMJ Employment Opportunities

ﬂ% =l 0 Notes Found 1313
Selected Customer: CARDINAL, OWEN Claimant Status:

Record(s) saved.
OMJ Job Leads
Job Title  Information Technology project manager Status | Hired -
Job URL itsolutions.jobpost/hriresumes Status Date Change 04/07/2014
Employer Name  TData Solutions Stop Job ReferralE mails? (~ ves * Ng
Employer Phone  (555) 555-1212 Wage Amount 575,000.00 Wage Interval | YEARLY j Return to Jobs
Created By |THOMPSON, CHARLES Created By Office |25-13 OhioMeansJobs Frankiin Co Created Date | 4/7/2014
Historical Transactions

User Name | Date/Time | Job Title | Job URL | Employer Name | changeType | OriginalStatus |  New Status

ITHDMPSDN, CHARL 4/7/2014 Information Technology | itsolutions jobpostl  MData Solutions Status. Applied/Sent Resui | Hired

12. From the LE menu, select Seeker Services.

7
LE Veteran MSFW Employer gtaffFunq

F Jobs Released From Veteran Priority )
Job Search 7
L 3
| Select Job Seeker ?
killsLink Assessment }

3

it

Mini Registration 2

i

pd

Basic Intake ?l’
Seeker Assessment {3
REA Assessment H
Job Matching 3

‘OMJ Details

I-
lire ol I

g
Education History }f
Job Placement g
Correspondence 3
Group Correspondence F
Post Exit & Wages H
=

ﬁ
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LE Meteran MSFW Employer Staff Functions Reports LMI Administrative
Seeker Services
R B B 13.13
Name: CARDINAL, OWEN PARTICIPANT
Services Exit
First Participant Service Date
vl
Date I service Type |l em || pescription || Staff || Office
D4/0712014 REGISTRATION N CHARLES THOMPSON 25-13 OhioMeansJobs Franklin County
04/07/2014 JOB SEEKER MATCH P Job Title : CHARLES THOMPSON 25-13 OhioMeansJobs Franklin County
03/28/2014 INTIAL ASSESSMENT P CHARLES THOMPSON 25-13 OhioMeansJobs Franklin County
032802014 PROWIDED LABOR MARKET INFO N CHARLES THOMPSON 25-13 OhioMeansJobs Franklin County
[osorzore | I | |
< ] 3
Service Type

When the job lead status is set to Hired and the Placement (Job) service is added to the job seeker’s
services record, the job seeker will be exited during the nightly batch process. If the job seekeris an
active UC claimant, however, the seeker will not be exited.

Scenario 2: Job Placement

1.
2.

Log into OWCMS and select the job seeker’s record as described in Procedure: Select a Seeker.

From the LE menu, select Job Placement.

=

EE Veteran MSFW Employer Staff Funct
Jobs Released From Veteran Priority
B

Job Search

['| Select Job Seeker
| skillsLink Assessment

Mini Registration

Q«“\wuw-wu].«i«w-m..rl-uu-

Basic Intake

Seeker Assessment g
REA Assessment ‘l
{

Job Matching 5
OM.J Details "T}
0OMJ Employment Opportunities ]
Seeker Services E
Education Histo! g
3

AL

Group Correspondence ]
. =

Post Exit & Wages _v[

|
|
|
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3. Onthe Job Placement screen, click the New Job tab.

._ g 0 Notes Found

1313

Name: CARDINAL, OWEH Participant

OWEN CARDINAL
ACTIVE

4. On the New Job tab, click Search.
—

klob/Elcement;
M & 0 Notes Found 1343

Name: CARDINAL, OWEN Participant
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5. 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

6. D o one of the following:

= [fresults are found, click the unlabeled Select button next the appropriate employer.

Information related to the selected employer displays in the New Job tab Employer Data

section.
= |f noresults are found:

= Click the Exit this Form button.

= Onthe New Job tab, complete as much information about the employer as the seeker can

provide.
7. To enterwage information:
» Click Wage Details.

» Onthe Wage Details dialog box,

= Complete the fields as necessary.

= Click OK.

.....

Addeess

LE Yetwan WSPW Empoyer SafiFunctess Beports LB &¢

Vinge Detas
per | vEARLY [

Base Selry 57500000

SR
i

T¥ER

8. Complete the remaining fields as necessary.

9. Click the Save Record button.
10. Click the Summary tab.

11. In the Summary tab Placement History section, verify the job information displays.

Job Placement

LE Veleran MSFW Employer StaffFunctions Reports LMI Administrative

B &

0 Notes Found

1313

Name: CARDINAL, OWEN

Participant

Record(s) saved.

Job Seeker

Name

Status Phone

Placement History

Seeker Referrals New Job Summary

Alternative

Employer Name

-

Placem.. | Job Order# ﬁEmp\Dymem Start..

ﬁw’ages AtPla..

| Hours Per Week Delete

g P Py P
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Tip: To view job placement information, click Placement Details.

Placement History

Placem. Job Order#

Employment Start

LE Veteran MSFW Employer StaffFunctions Reports LMI Administrative
Job Placement
’m [5) onotes Found 1313
Name: CARDINAL, OWEN Participant ]
SeekerReferrals | NewJob | Summary

Job Seeker

Name
Status Phone Ext Atemative £t

EMElo | Job Seeker Name
- |

Employer Name 3

Employment Start Date 04/07/2014 " Placement Date 04/07/2014

Employment Type | PRIVATE SECTOR EMPLOYMENT - FOR PROFIT || Hours Per Week 40

Job Obtained by What Means? | WORKSOURCE CENTER SERVICES | v |

Job Title

Benefits -

Non Traditional Employ Flag [

Training Related Flag [

Recalled by Layoff Employer ||

[e
[
[
[

Starting Wages |57=

Salary Interval

12. From the LE menu, select Seeker Services.

E Veteran MSFW Employer Staff Fun
Jobs Released From Veteran Priority
L+

Job Search
L Select Job Seeker
SkillsLink Assessment

IS S O TN PP g+ A

Mini Registration
3
d
Basic Intake 7
Seeker Assessment g
REA Assessment 3
Job Matching 5
0OM.) Details a}
iti >
%l
=3
3
]
Education History ;5
Job Placement ;L
Correspondence -3
3
Group Correspondence 4
Post Exit & Wages ]
L =

13. On the Seeker Services screen, click Add.
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14. On the Select Multiple Seeker Services dialog box:

= Click the Select box next to the Obtained Employment service type.

= (Click Save Record.

LE Veteran MSFW Employer Staff Functions Reports LMl Administrative
SELECT MULTIPLE SEEKER SERVICES
1313
SELECT MULTIPLE SEEKER SERVICES
Select | Service Type | PN | Service Date
] | FOLLOW-UP AFTER INTENSME SERVICES TERMINATION N i
]| NMAL ASSESSMENT P
[C] | OB DEVELOPMENT CONTACT P
[T | 1oB SEARCH ASSISTANCE P 3
O] | 1oB SEARCH WORKSHOP N 4
O] | ioB SEARCH WORKSHOP - TANF N
[Tl msFw FoLLOW-UP P
]| MsFw TERMINATED P
OBTAINED EMPLOYMENT -I P |[ 04712014 |
[T | ORENTATION - INTIAL VISIT N
[Tl | PLACED N FEDERAL TRANNG P
Important:

e The Obtained Employment service must be manually entered when the New Job tab is used o

record employment for

reporting purposes.

When the OhioMeansJobs

Opportunities screen is used, the job placement is recorded automatically.

Employment

¢ When the Obtained Employment service is added to the seeker’'srecord, the job seeker will be
exited during the nightly batch process. If the job seeker is an active UC claimant, however, the

seeker will not be exited.

Note the Obtained Employment service displays on the Seeker Services screen.

LE Veteran MSFW Employer StaffFunctions Reports LMI Administrative
Seeker Services
% & B B 1313
Name: CARDINAL, OWEN PARTICIPANT
Record(s) saved.
Services Exit
First Participant Service Date
A
Date II. Service Type | Descripion || Staff II.
02014 TR ASSTSSmEnT = CRARLES THOWFSON T T UOWERTSI00S PN Loy
D32ER014 FROVIDED LABOR MARKET INFO N CHARLES THOMPSON 25-13 OhioleansJobs Frankin County
DaT01E PLACEMENT (JOB) P CHARLES THOMPSON 25-13 OhioleansJobs Frankin County,
0407012 CAREER GUIDANCE P CHARLES THOMPSON 25-13 OhioMeansJobs Frankin County|
0410772014 REFERRAL TO LABOR EXCHANGE N CHARLES THOMPSON 25-13 OhioMeans Jobs Frankiin County|=
0410772014 REFERRAL TO UNEMPLOYMENT INSUR... [N CHARLES THOMPSON 25-13 OhioMeansJobs Frankin County|
osorzots || | | | | |
‘ nr b
Service Type
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