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How to meet the OhioMeansJobs requirement for TANF Summer Youth Participants 

by helping youth register for an OhioMeansJobs account. 

 

A new requirement for youth participating in the 2014 TANF Summer Youth program is to create an account in 

OhioMeansJobs.  This guide has been created to walk users through each step of this process to meet the new 

requirement.  In addition, the guide also includes information about how youth can, at their option go, even further by 

using OhioMeansJobs tools for career exploration and planning.  This information begins page 13. 

Step 1: First, the youth needs to have an active email address for which they know their password.  If they do not have 

one, they should consider visiting a site like www.Google.com or www.Yahoo.com  to sign up for a free email account.  

Once they have his or her own email account, move on to Step 2. 

 

Step 2: Go to www.ohiomeansjobs.com (Note: this address to the left will redirect to the address shown in the box below 

which is the home page) 

 

 

Step 3: From the home page, select the “Get Started” button as shown below. 
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Step 4: From this page, select the “Guided Tour” button as shown below. 

 

Step 5: From this page, select the “Let’s Go” button as shown below. 
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Step 6: On the Login & Email section of the registration page shown below, enter the email address twice and then the 

password twice (type slowly to ensure they both match).  Note: select a password that meets the requirements shown 

below.  Here’s a sample password that meets the requirements: passWord1!  Then, click on terms and conditions to 

review the agreement.  After reviewing the terms and conditions, click the box next to “I agree to OhioMeansJobs terms 

and conditions.”  Note:  All fields with a red asterisk (*) are required to be completed. 

0 

Step 7: For the basic Information section of the registration page shown below, enter First Name, Last Name, Home 

Address (Street number and name), and City/Town.  Then, select Ohio for State/Province and enter the Postal/ZIP Code 

and Primary Phone Number.  For U.S. Military Service, most will select “None”. 
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Step 8: For the employment Information section of the registration page shown below, select your Employment Status 

(most  will select “I am not interested in or eligible to receive unemployment benefits” unless they were laid off and are 

eligible for unemployment or possibly already have another part-time job).  

Next, select each of the Computer Skills they have on the list or “None of the above” if they do not have any of 

the listed skills.   

Next, most will select “No” for Do you require special workplace accommodations (unless you have a disability 

that requires accommodations).   

The Gender/Ethnicity section is optional and not required.   
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Step 9: For the Career Info section of the registration page shown below, enter a Target Job Title like “Plumber” or “Nurse” 

(based on youth’s career goals).   

Next, select the Career Level from the list (most will be student, student (high school) or entry level).   

Next, select your Years of Relevant Work Experience from the list (most will be Less than 1 year).   

Next, select your Degree/Level Attained from the list (most will be Some High School Coursework, High School or 

Equivalent, but there may be some who have additional training and education). 

Next, select your Work Status - US from the list (most will be “I am authorized to work in the country for any 

employer.”). 

Next, select yes or no for “I am willing to relocate”.  (If the answer is yes, then select either Statewide if only willing to 

move within Ohio or nationwide if willing to move outside of Ohio). 

Next, “I am willing to travel” is optional and not required. 

Next, select the “Maximum miles willing to commute one-way?” (Most, unless you have a reliable car, will select 10 

or less). 

Next, “Security Clearance” is optional and not required. 

Next, select the yes or no for “Do you have Workkeys scores available to enter?” (Most will not have certified 

Workkeys scores and would select “no”). 

Now, select the Create Account Button as shown below. 
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Step 10: The Career Plans page for registering is shown below.  For “What are your future employment plans?” select 

the one that meet’s your situation and goals. 

Next, for “Where do you look to find employment opportunities?” select all that apply. 

 

 

 

 

 

 

 

 

 

Summer youth 
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Step 11: The Career Plans page for registering continues as shown below.  For “Would you like assistance with any of the 

following?” select the all that apply. 

Next, for “What training or education would you be interested in?” select all that apply. 

Next, for “Ohio offers several helpful employment programs and services to those who are eligible” select all 

that apply to your situation. 

Next, select Save and Continue 
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Step 12: Once you arrive at this Welcome page shown below, you have successfully registered for an account with 

OhioMeansJobs and completed the requirement successfully.  Congratulations! 

Optional:  If there’s time, you can explore the site by either clicking on Backpack or Continue What I Was Doing as 

shown below.  There are tools and activities in the Backpack you can use as well to begin exploring and planning career 

goals.  See page 13 for ideas on which tools to use and how to explore the site. 

 

Summer Youth

Welcome, Summer!

 

 

Step 13: Now, you must verify that you’re registered by forwarding the welcome email you receive to a local contact 

(designated by the local county Job and Family Services Office) or printing out a copy of your backpack page and 

delivering it by mail or in person to a local contact (designated by the local county Job and Family Services Office).   The 

local county Job and Family Services Office is responsible for tracking whether the OhioMeansJobs requirement has 

been completed for their Summer Youth grant. 
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Example of Welcome Email you will receive from OhioMeansJobs after registering is shown below.  

 

To print this email and provide confirmation of the registration from your email program, click on file and then print 

from the menu bar if it appears as shown on the left below.  There’s another sample menu bar on the right for a 

different email program.  For the one on the right, click on the downward pointing triangle and then print as shown. 
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Example of Backpack Page You can print from OhioMeansJobs after registering is shown below.

 

 

To print the backpack page shown above and provide confirmation of the registration, see the next page for 

instructions. 

 

 



 TANF Summer Youth 2014 Page 12 

 

 

To print the backpack page shown above and provide confirmation of the registration, click on file and then print from 

the menu bar if it appears as shown on the left below.   

 

 

After confirmation of the registration is provided to the local contact designated by the county Job and Family 

Services Office, the OhioMeansJobs requirement for summer youth has been completed. 

The following pages (13-28) show optional activities for youth if you would like to do career exploration and planning. 

 

  



 TANF Summer Youth 2014 Page 13 

 

OPTIONAL CAREER EXPLORATION & PLANNING SECTION 

Exploring OhioMeansJobs for Career Planning and Goal Setting (Optional):  A good place to begin career exploration 

and planning is from the Guided Tour.  Many of the tools listed in the guided tour are also accessible from the Home 

Page (shown on page 2) or the backpack page (shown on page 11).  To get to the guided tour, repeat steps 2 through 4 

(shown on pages 2 and 3).  The guided tour page is shown below.   

 

GUIDED TOUR STEPS:  

1) Register with OhioMeansJobs:  Well, you have already accomplished this in Steps 1-13.  You’ll see that this is crossed 

out on the list in the left sidebar. 

2) Create a Career Profile 

  The icon on the left is for the Career Profile tool and is accessible from the home page.  Select the Let’s Go button 

as shown above to take the Career Profile interest survey.  It will ask questions about what you like and don’t like and 

identify occupations that match your interests.  Once you’ve answered all of the questions with the sliding bar and 

clicked on the Get Scores button.  The page below (on page 14) will appear with your results.  Now, click on View 

Occupations as shown below to see which jobs match your interests. 
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The list shown will be careers that match the interests from the Career Profile.  They will be listed in “in-demand” order 

(meaning the jobs which are most needed and pay well).  The thumbs up icon indicates that the job is in-demand in 

Ohio.  You can change the list to the education level you like by clicking on the drop down menu where the red arrow is 

and the update button.  Click any of the occupations listed in blue to learn more about that occupation like education, 

skills and training needed as well as schools in Ohio that provide training for that career. 
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Note: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right 

corner of the page.  
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3) Save an Occupation 

In case you didn’t save an occupation after getting your career profile results, click Let’s Go as shown below. 

 

From here you can do an occupation search by selecting an industry with the drop down menu or typing a keyword like 

plumber in the Keyword Search and click on Go.   

 

To do an occupation search from the home page, look for this icon.  
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4) Set Up a Career Plan   (icon used from home page).  Click the Let’s Go button below to begin creating a career 

plan. 

 

Now, select a career that you saved from the box on the right or perform another search with the box on the left.  Then, 

click on the Create Plan button. 
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Now, select the recommended activities to include your career plan by clicking the box to the left of the activity.  Then, 

click save and continue until all chosen activities have been selected. 
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Below is a sample of what the career plan may look like when all of the desired recommended activities have been 

selected and saved. 
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5) View OMJ Core Assessment Tests  (icon used from home page).  Click the Let’s Go button below to visit the 

online training center and the core assessments. 

 

You can launch these tests by clicking on the Launch button or click the Visit Online Training Center to see if there are 

other study guides and practices tests that are more appropriate.  There are thousands of items to choose from.  Use 

the search feature if you’re looking for something specific. 
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6) Find Your Target Salary  (icon used from home page).  Click the Let’s Go button below to begin creating a budget 

and get information on your target salary. 

 

Reminder: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right 

corner of the page.  

 

After you return to the guided tour, click on Let’s Go button or the Find Your Target Salary link on the left sidebar list.  

This will take you to the budget calculator page you see below.  Enter estimated information in the fields and use the 

lookup on the right side as needed.  Then, click finish for your results. 
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Below is the page after you click the Finish button.  Review the estimates and then click the Get My Estimate button. 

 

 

Now, you will see the results page below with your target salary (Gross, Net and Hourly).  Gross is the salary before 

taxes.  Net is the total estimate after taxes depending on your tax rate and hourly shows the amount you’ll need to earn 

on an hourly basis.  Now, you can search occupations that meet this salary requirement based on your results by 

selecting an industry or entering a keyword and then clicking the View Occupations button. 
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6) Post Your Resume   Click the Let’s Go button from the Tour Guide or the Post Your Resume link from the tour guide 

page from the sidebar on the left to begin creating or uploading a resume. 

 

Reminder: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right 

corner of the page.  

 

From the page below, you can click on the Create Resume button to create one from scratch or the Upload Resume to 

upload one you already have finished.  If you’re uploading the resume, you should only include your name and refrain 

from including any additional contact or personal information.  (Using Create Resume may be easier and will be shown 

in the images below). 
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After clicking Create Resume, the page below will appear. 

 

Resume Title:  Be sure to give your resume a professional title like your name or the industry you’re interested in.  When 

you’re ready to search for jobs, employers will be able to see your resume title in a search. 

Resume Status:  Be sure to select Private unless you’re 18 and looking for a job or have your parent/guardian’s 

permission. 

Work Experience:  If you don’t have work experience, click the “I don’t have any work experience” box. 

If you do have experience, complete the fields for work experience.     
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Then, complete the next sections shown below, including Education, Target Job (What type of work you’d like to do like 

full-time, part-time, job title/name, industry, etc.), Industry, and Occupation (enter keyword and click Select button). 
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The last section is shown below and is where you would select the location you think you would like to look for a job 

eventually.  After selecting a location, click on the Create button to create resume. 

 

 

Next you’ll see the page (shown on page 27) that will appear after you create your resume where you can edit and add 

additional information.  Review the sections on this page and edit or add information by clicking on Edit link for that 

section.  Once, you’re finished editing, you can save it as a WORD document, Print it or click on Employer View to see 

how the information would appear. 

Now, you can click on the I’m Finished button. 
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Questions?   

Email:   

omj-help-desk@jfs.ohio.gov 

 

Phone:   

1-888-296-7541     

Then, press 2 for OhioMeansJobs. 

Then, press 1 for English or 2 for Spanish. 

Then, press 2 for assistance navigating the individual area on the OhioMeansJobs website. 

 

For questions on this guide or the OhioMeansJobs requirement, you can contact Gerrie Cotter, Office of Workforce 

Development, gerrie.cotter@jfs.ohio.gov  


