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Objectives: 

 Demonstrate how to conduct a basic job search in 
OhioMeansJobs 

 

 Establish a procedure for retrieving local job openings 

 

 Use the Resume Search function to conduct a job match and 
referral in OhioMeansJobs 

 

 Capture the OhioMeansJobs referrals and Job Placements in 
OWCMS. 



Start OhioMeansJobs Demonstration 



 

 

 

Retrieving local OhioMeansJobs job orders from OWCMS 

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

on the Ohio map icon. 

This is  daily  report that will populate new job orders that posted in 

OhioMeansJobs the day prior. 

2.To retrieve previous job orders, select “Job Order Report Archive” 

in the “Reporting” drop down menu.   
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Retrieving local OhioMeansJobs job orders from OWCMS 

Select your county to retrieve the recently added local job orders. 

The job orders will populate for the county selected. 

 

 



 

 

 

Retrieving local OhioMeansJobs job orders from OWCMS 

Use the JO# (Job order #) to view the job posting in OhioMeansJobs 

by typing the JO# in the Keyword search 

 



 

 

 

Retrieving local OhioMeansJobs job orders from OWCMS 

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

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

job posting. 

 



 

 

OWCMS 

Recording Job Referrals  

Job Placements 

and Services 

Log in to OWCMS 



 

 

 

From the LE menu, click on the 

“Select Job Seeker” 

Type in Seeker’s Name or SSN 

and select “Execute Query” 

Locate the Seeker to enter referral or placement information 



 

 

 

1.Select the Seeker. 

 

2. Select the “Active” 

record for the Seeker. 



 

 

 

From the Basic Intake screen- Select the “LE” drop-down menu,  

Select “OMJ Employment Opportunities” 

Record an OhioMeansJobs Referral in OWCMS 



 

 

 

On the “OMJ Employment Opportunities” screen, Click “Add”. 

New Fields will display in the “OhioMeansJobs (OMJ)Job leads” section 

Record an OhioMeansJobs Referral in OWCMS 



 

 

 

In the fields that display: 

1. Complete all the fields for which you have information. 

Note: Required fields are denoted by bold field labels. 

2. Click Save Record then  

3. Return to Jobs 

Record an OhioMeansJobs Referral in OWCMS 



 

 

 

On the “OhioMeansJobs  Job Leads” section, verify the job opportunity 

referral is displayed. 

Record an OhioMeansJobs Referral in OWCMS 



 

 

 

On the “OhioMeansJobs  Job Leads” section, select the button next to the 

appropriate job lead/referral. 

Recording a Job Placement from an OhioMeansJobs  

Opportunities Referral 



 

 

 

In the expanded “OMJ Job Leads” section: 

1. Select “Hired” from the drop-down “Status” list. 

2. Click “Save Record” icon 

 

Recording a Job Placement from an OhioMeansJobs  

Opportunities Referral 



 

 

 

Verify in Seeker Services that “Job Placement” has populated for Seeker 

1. From the “LE” drop-down menu, Select “Seeker Services” 

2. The “Placement(Job)”entry is auto populated when  a job lead status 

is set to "Hired” from a job lead/referral on the OhioMeansJobs 

Opportunities screen. 

 

Recording a Job Placement from an OhioMeansJobs  

Opportunities Referral 



 

 

 

A Job Placement can be entered if a job referral was made that did not 

originate from OhioMeansJobs. 

   A. Local Job Fairs 

   B. On-site recruitments 

   C. Local Job Board posting, etc. 

Recording a Job Placement without an OhioMeansJobs 

referral 



 

 

 

1.On the Job Placement screen, click the New Job tab. 

2.On the New Job tab, click Search 

        This will navigate to the “Locate Employer "Screen 

           

Recording a Job Placement without an OhioMeansJobs 

referral 



 

 

 

Recording a Job Placement without an OhioMeansJobs 

referral 

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 



 

 

 

Recording a Job Placement without an OhioMeansJobs 

referral 

If Results are found, select button next the appropriate 

employer 

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

icon. 

Return to  the New Job tab, manually complete as much 

information about the employer as the seeker can provide. 

 

ITT Data Solutions 123 Main Street Franklin 

“Exit This Form” 



 

 

 

Recording a Job Placement without an OhioMeansJobs 

referral 

To enter wage information: 

1.Click “Wage Details” 

2.On the Wage Details dialog box, complete the fields as 

necessary. 

3.Click “OK 

Complete the fields with the information you have available and 

4.Save the Record. 



 

 

 

Recording a Job Placement without an OhioMeansJobs 

referral 

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

     Verify the Job information displays 

2. To view placement information, Click “Placement Details” 



 

 

 

Entering Seeker Services 

1. Document all services provided during the job 

referral/placement process 
 Resume assistance 

 Referral to Workshop 

 Registration assistance, etc. 

2. A Placement and Referral service will auto-generate when 

OhioMeansJobs job leads/referrals are entered into 

OWCMS on the “OMJ Employment Opportunities” tab and 

a “Hired "entry is entered. 

 

3. A manual “Obtained Employment” entry must be entered 

in OWCMS when a Job Placement is entered and did not 

originate from OhioMeansJobs. 

 



 

 

 Entering Seeker Services 

1. From the LE menu, select Seeker Services 

2. On the Seeker Services screen, click Add. 

This will navigate to the Multiple Seeker Services dialog box 

3. Click the “Select “box next to the “Obtained Employment”      

      service type to capture manual placement 

4. Save Record 



 

 

 
Follow up 

 Resume Matching and Referrals are intended to be 

an individualized service 

 

 Provide the potential candidate with appropriate 

services in order for them to be job ready 

 

 Verify job candidate has an “Active” OWCMS record. 

 

 Document Services in OWCMS Seeker Services and 

Notes 



 

 Thank you participating in this Training tutorial.  

 

 

Refer to your Resume Matching Guide for step by step instructions 

of the information covered in this webinar. 

 

  
 

Questions??? 


