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About This Guide

The Virtual OneStop® system integrates functionality for job seekers, employers, and workforce staff,
offering unique feature options for each user type. When the Geographic Solutions Unemployment
System (GUS)® module is installed, the system includes complete functionality for filing and processing Ul
claims and taxes.
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This guide provides complete instructions on what employers can do in the system, along with procedures
for how to navigate the system. Additional resources, including the online instructional videos, are
available in the Learning Center.

For assistance with GUS module functionality, refer to the GUS Employer Services User Guide.

Note: “Virtual OneStop” (or “VOS”), as used in this guide, is the name of the underlying software
system provided by Geographic Solutions, Inc. to your state or region. Each site that has
purchased this system rebrands their customized Virtual OneStop system with their own unique
name, logo, colors, and features; therefore, you will only see your state or region’s name for the
system as you use it.

What Employers Can Do

The system provides employers with comprehensive tools to evaluate job seekers’ skills and profiles, and
locate qualified workers for their open positions. Once registered in the system, you can search thousands
of résumés for keywords and automatically run customized searches. You can also create and post job
orders online. Finally, you can access the latest economic and labor market information for specific
geographic areas.

You can perform many recruiting functions, including:

e Post job openings — Use the comprehensive online job order system to enter a complete job
description and define required job skills. See the topic “Create a Job Order” in Chapter 5 —
Manage Job Orders for details.

e Find candidates and review résumés — Use state-of-the-art search tools to locate and review
posted résumés of qualified candidates; for example, search by occupation, job location,
education level, salary, skills, etc. See the topic “Searching for Candidates” in Chapter 6 —
Manage Recruitment for details.

e Create and store résumé searches — Use the Virtual Recruiter to schedule a weekly or daily
automated search for candidates and receive immediate notification of hits. See the topic
“Creating a Virtual Recruiter Résumé Search Alert” in Chapter 6 — Manage Recruitment for
details.

e Evaluate applicants — See how applicants match up to your job order requirements. Assign
ratings, send messages, and keep notes. See the topic “Managing Job Applicants” in Chapter 6 —
Manage Recruitment for details.

e Research labor market information — Select a profile for a geographic area, industry, or
occupation to review up-to-date information on job numbers, salaries, projected growth rates,
and more. Extensive graphics and maps help communicate the big picture on employment
rates, the top occupations, the size of area firms, the average weekly wage, and more. See the
topic for each profile in Chapter 12 - Labor Market Information (LMI).

e Learn about the site and available tools from the Learning Center — Take advantage of a central
location for accessing training videos to learn more about using the employer resources and
tools in the site. See the topic “Learning Center” in Chapter 13 — Additional Resources for
details.
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Guest Employer Access

Employers may perform basic functions in the system, such as a candidate search or review labor market
profile information without a registered account. As a Guest User, if you try to access a feature that goes
beyond Guest User access, the system will prompt you to sign in or register.

P To access the system as a Guest User:
1 From the Home page, click the Sign In button.
2 Onthe Sign in/Registration Option page, click the Guest Access link under Option 2 —Try Us Out.
3 Click the Employer link. The Employer dashboard displays and you can start exploring.

Registration

Registered employers have access to the full range of employer features and services. The system will
keep track of all your activities and help you manage the services you use.

Before beginning your registration, you may want to consider the following:

e How many contacts do you plan to enter? A registration only requires you to enter one contact,
known as the Primary Contact. However, your account can support many contacts, each with
distinct roles and privileges.

e (Agents Only) If you are a Third Party Agent (TPA) planning to use the system to assist registered
employers, you will complete a basic employer registration, but your options and required fields
may vary.
=  For agents assisting employers with Ul services, see the topic “How Employers and Agents

Work Together” in Chapter 2 - Ul Employer Registration of the GUS Employer Services User
Guide.

=  For agents assisting employers with recruiting services, for example, managing job orders,
see the topic “TPA Registration for Recruitment”.

Notes: If your site has the GUS unemployment services module, you may create a Ul employer
registration. For more information on this, see Chapter 2 - Ul Employer Registration of the GUS
Employer Services User Guide.

To watch training videos on subjects such as employer registration and creating job orders,
select Other Services » Learning Center from the left navigation menu, and select from the list of
available videos. See Chapter 13 — Additional Resources for more on the Learning Center.
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Completing an Employer Registration
As you complete the registration form, keep the following important points in mind:
e You can access help information for a page or section by clicking the Information icon ﬂ (e.g.,
definitions of terms, descriptions of controls).

e Aredasterisk (*) identifies required fields. If you do not enter required information, when you
go to save your data, alerts at the top of the page will indicate any missing information.
e The pages, fields, or selections described in the following steps may differ from what you see,
depending on your site setup.
P To complete an employer registration as a direct representative of your organization:

1 Onthesite home page, click the Sign In button to start your registration, usually in the upper right
corner of the page (see figure below).

Select Language “

Job Title, Company, Cccupation or Military Code City, State, County, Region or Zip

Enter a keyword and/or location to find jobs.

Sign In Button on Sample Home Page

The Sign in/Registration Option page displays (see figure below).

o S el TR, ~—
~ — —— e

& Option 3 - Create a User Accoun

i)
If you would like to become a fully registered user with Employ Florida and have access to all of our

online services, select one of the following account types. If you are not sure if you need to register
on the system, learn more about the benefits of registering on page: Why Register?,

Individual Employers and Agents

15 min(s) estimated 9 min(s) estimated

Register as this account type if you Register as this account type on
are an individual and wish to search behalf of your company or on
for the latest job openings, post a behalf of another company acting
résumé onling, find career as their agent with 2 valid Power of
guidance, search for training and Attorney. Here you will gain access
education programs, find to industry data, labor market
information on local employers, etc. information and job applicants for
your business. You can also post
Jjob openings online.

Option 3 - Create a User Account — Employers and Agents Link
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Scroll down to the Option 3 — Create a User Account section and click the Employers and Agents

link (see figure above).

a.

The first pages that display may require you to read them and indicate your agreement (e.g., an
Equal Opportunity —

Non-Discrimination Notice and/or a Privacy Agreement).

Read any displayed agreement pages, and check a box, if included, to confirm that you have

read the agreement(s).

below).

Click the I Agree button to continue. The Representative Type page displays (see figure

Representative Type

Please specify

[ ]

o4

—
e

what type of user that you are:

@ Direct Representative of your Organization

This includes emplayees, principals and owners of the organization that is registering.

() Third Party Agents (TPA)

This includes companies that represent one or more registered organizations and will perform activities on
their behalf.

[ ]

' ) O Prof | Employer Or ion (PEQ)

This includes companies that have responsibility for managing payroll for one or more registered
organizations and will perform activities on their behalf. A PEO is the employer of record for tax purposes and
insurance purposes.

Next >>

Employer Registration — Selecting the User Role Type

4 Select the Direct Representative of your Organization radio button and click Next to proceed to
the Employer Identification page (see figure below).

Employer Identification

“Type of Identification: (@ Federal Employer Identification Mumber

(O social Security Number

]

Do not enter dashes. Example 999001111

]
]

Do not enter dashes. Example 99900111111

Confirm Ul Employer

Account N

“ Federal Employer ID
Number (EIN) / Federal
Tax ID (FEID) or Social
Security Number:

“ Confirm Federal ID
Number:

Ul Employer Account
Number:

Cancel Continue

Employer Registration — Entering Employer Identification Information

5 Specify if you will be

using a Federal Employer Identification Number or Social Security Number,

and then enter and confirm the number.

VOS Employer Services User Guide
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6

Click Continue. The registration form page displays (see figure below).

Login Information

Employer ldentificauon
" User Name: AIDAN051 s |5

" Company Mams: SRREON IACET
 Prssvenrd: Strong! E

Federsl Employer D
Number (IIN) / Federal

Tax ID (FENDY or Social

Seturity Number:
‘Confirm Password: | ........

* Secunity Curtion:
Primary Location Information
* Srurity Question iy @
Response
" Strewt Address 1: 1001 Cenaha Cit
Seret Address 2
Sareqt Addresi 3
"oy Palm Harbsor
" frate Florids
" Ceunty/Borough/Parith: 5 -

* Country;

" Tip code: 33643

Employer Registration — Login Information, Employer Identification, and Primary Location Information Sections

7

10

11
12

In the Login Information section, enter a User Name, Password, and then re-enter the password in
the Confirm Password field.

Select a question from the Security Question list and enter a Security Question Response. This
guestion and your response may be used later if you forget your user name and/or password.

In the Employer Identification section, enter your Company Name as registered in your state (see
figure above).

Note: The system confirms that your User Name and FEIN/SSN are unique. If either already
exists, a message prompts you to enter unique information.

In the Primary Location Information section (see figure above), enter the company’s primary
location Zip code.

Enter the physical address of your primary location in the fields that display.

In the Mailing Address section, either check the box if the Mailing Address is the same as the
address above, or enter your company’s mailing address (see figure below).
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Mailing Address

Contact Information

E Check here if ki ailing Address is the same as

Address has been standardized. * Job Title: Regional Manager
" Mailing Address 1: 1001 OIMAHA CIR f =
" "First Hame: Robert

Mailing Address 2: 1 s '

Mailing Address 3; * Last Mame: Birowa
" Mailing City: PALM HARBOR i Primary Phone: 800 |-| 555 1212 | Ext
'P«'Im'ling State- r oida Alternative Phane: |- - Ext
. o g : Contact Text Message

Mailing Country: United States Phone Number:
* Mailing Zip/Pastal: 7| e

" Contact Email Address

revansen 1234 @gmail or

* Confirm Contact Email |
Address:

TIWaNSon '-::'.-:::}nall Cna

ABTTIE! MYESsage
in which you preferte
receive your
netifications:

* Please select a method -

Company Website: swarsoningustries.com

8.0 (MDD LRSI P Ny VeeD a1 L0

Company Job
Application Wabsite:

i E o compiemss=t-=sha sam)

Employer Registration — Mailing Address and Contact Information Sections

13 Inthe Contact Information section, enter your Job Title, First and Last Name, Primary Phone, and
Contact Email Address, and confirm it (see figure above).

14 Select a method in which you prefer to receive your notifications:

Internal Message — Communications will be delivered to your Message Center; you must be
logged in to the system to access the Message Center. For some sites, this is a default and
cannot be unselected; however, you can choose an additional method.

Email — (If available) Communications will be sent to the email address you provided above.

Text Message — (If available) Communications will be sent to the cell phone number you
provided. This option requires that your cell phone have text messaging capability and will
display the full text of the communication as a text message.

Text Message Notification — (If available) Notifications will be sent to the cell phone number
you provided. This option requires that your cell phone have text messaging capability,
however, this option will not display the full text of the communication as a text message.
Instead, the system will send a shorter notification text message to your phone, letting you
know that you have a longer message in your Message Center.

VOS Employer Services User Guide 1-7 VOS Sapphire 09/2021
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15

16

17

Note: Only certain communications, such as Virtual Recruiter Alerts, can be sent via text
message. Other important notices will not be sent via text message.

Postal Mail — Important notices may be delayed if you select Postal Mail.

Fax — Receive communications on a fax machine.

Internal Message with Email Notification — Receive an email alert when communications
are delivered to your Message Center.

Optionally, you may also enter alternative, text, or fax phone numbers, and enter your company
and job application submission website URLs.

In the Company Information section, select your Industry Title (and NAICS code).

a.

Click the Search for Industry Code (NAICS) link and, in the window that opens, type a keyword
that describes your industry (e.g., Restaurant, Dentistry, Housing).

Select your industry from the drop-down list, and then click Search.

Select an Industry link that matches your business. The NAICS code will automatically
populate the registration field.

For more information on industry selection methods, see the topic “Select an Industry” in
Appendix A —Common System Tools.

Select the No. of Employees and Type of Employer, and specify if you are Federal Contractor (see
figure below).

Company Information

I For help click the informat
" Industry Tite (INAICS):  Search for indusiry Code (MAICS)
236270

Special Characteristics

Industrial Building Construction

* Mao. Of Employees 0-49 -

(Company Size): P
i Check each special characteristie that applies to your company:
“Type of Employer: Private Secior =
[0 ©ider Worker Friendty
. ¥es | amaF Contracto
ﬂl’t!‘ﬂllIFl.d'lﬁ| O ¥es | am a Federal Contractar [ veteran Friendly
Contractor?: @ Mo, | & Aot & Federal Contractor
[ Cusabsisty Friendly
Unique Abilities Yes [0 Mimority Cwner
Fartmar: Mo -
. E Veteran O

O weaeman Cwner

Company Profile

Enter a profile of your compary for job se

Employer Registration — Company Information, Company Profile, and Special Characteristics Sections

18 Inthe Company Profile section, enter any text in the box that you’d like job seekers to see when
they view your company profile or job listings (see figure above).
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19 Inthe Special Characteristics section, check as many boxes as are applicable to define your
company (see figure above). These designations will be available as search criteria for job seekers

looking for jobs.

Benefits Offered

(O Benefits not spedified (O Mo benefits provided (@) Benefits provided outlined below

« Check each benefit that is generzlly offered to one or more employees.

W] Medical

[v] Dental

[ Life Insurance
[ visien

[ child Care
[ vacation

[ Holidays

[V sick Leave
[ Tuition Assistance
[ Job Share

[ Flex-Time

O amk

Additional Benefits

[ stock Options

[ Retirement/Pension
[ relocation Assistance
[ uniform Allowance
[l company vehicle
O other

[ None

[ Expense Account

[ profit sharing

[[] Eextended sick Leave
[ Flexible Benefit Account
O Travel Allowance

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

A

[ Clear Text ]

[ vou have a written affirmative action plan

Cancel Save

Employer Registration — Benefits Offered Section

20 Inthe Benefits Offered section, specify if you offer benefits or not, and if offered, check all
applicable boxes (see figure above).

21

Click the Save button. The system performs a final validation of all information entered, and

displays likely next steps for you in using the system. See the topic “Next Steps After Registration”

for details.

Note:

For most sites, new employer registrations will be placed on hold for 2-3 business days for

authentication of the account and associated job orders. Employers requiring immediate
assistance should contact their local one-stop career center for expedited services. Please click
Contact Us in the page footer to locate the nearest career center office.

VOS Employer Services User Guide
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Next Steps After Registration

Your registration is now complete. A What would you like to do next? page is your confirmation of the
completed registration (see figure below).

Swanson Industries has been successfully registered.
Please make a selection below to continue,

What would you like to do next?

Add Locations and Contacts,
To add additional locations or contacts, please click the link above.

ar
]

My Dashboard

To find more information about other services offered to employers, please click the link above,

What Would You Like to Do Next? Page

As a newly registered employer, you can:

e Manage worksite locations and contacts — Click the Add Locations and Contacts link to. The
location and contact person entered during registration become the Primary Location and
Primary Contact but you may modify this designation. See the topics “Locations Tab” or
“Contacts/Users Tab” in Chapter 3 - Manage Your Account.

e Access your My Employer Dashboard — Click the My Dashboard link. See the topic “My
Employer Dashboard” in Chapter 2 — My Employer Workspace for details.

e Create aJob Order — Click the Post a Job link to learn about job orders and the different ways
you can enter them (this link may not be available in all sites).

The system may place any new job orders in a Hold status until staff verify the company
registration information. Please allow 2-3 business days for the initial verification, if applicable.
See the topic “Create a Job Order” in Chapter 5 - Manage Job Orders for details.

TPA Registration for Recruitment

For sites that have Third Party Agent (TPA) options, companies that represent one or more registered
employers can register to perform recruitment activities on their behalf. To do so, the TPA for recruitment
must register and follow the process below to establish the agent-employer relationship:

1 Agents Complete a Registration as a TPA — The registration is similar to the registration for an
employer, but the agent must select Third Party Agents (TPA) as they begin registration.

2 Staff Adds Company Info — Staff must add NAICS code type, number of employees, etc. before the
agentis fully registered; then the agent can access the full menu and profiles upon sign in.

3 Agents Request to Represent an Employer — For each employer the agent selects, the system
sends a request notification.

4 Employers Activate Agents — Employers review the agents, activate the relationship, and define
the agent's access privileges.

5 Agents Assist Employers — Based on the privileges defined by the employer, agents perform
recruiting tasks on behalf of the employer.

6 Employers or Agents End the Relationship — At any time, either party can choose to inactivate the
relationship.

VOS Employer Services User Guide 1-10 VOS Sapphire 09/2021
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Agents Complete a Registration as TPA
For a more in-depth procedure, see the topic “Completing an Employer Registration”.
P To complete a TPA employer registration:

1 Onthesite home page, click the Sign In button to start your registration, usually in the upper right
corner of the page. The Sign in/Registration Option page displays.

2 Scroll down to the Option 3 —Create a User Account section and click the Employers and Agents
link. If a Terms and Conditions page displays, read the information, and then click | Agree to
continue.

3 Onthe Representative Type page, click Third Party Agents, and click Next.

Note: If your site includes the GUS Ul system, a PEO option may also display. When you select
Third Party Agents, a second display will ask you whether the functionality you wish to
access is for Recruiting Services and/or Unemployment Services.

For more on Agents for Ul, and on PEOs in a system with GUS, see the topic “How
Employers and Agents Work Together” in Chapter 2 - Ul Employer Registration of the
GUS Employer Services User Guide.

4 Onthe Agent Identification page, specify if you will be using a Federal Employer Identification
Number or Social Security Number, and then enter and confirm the number.

5 Click Continue to proceed with the registration.
6 Complete each section.

Note: The primary location and contact information pertain to the agent, not the employer
that the agent is representing.

7 Click Save to proceed with the last step of TPA registration: requesting an employer to represent.

Third Party Agency has been successfully registered.
Please make a selection below to continue.

What would you like to do next?

Add Companies or Employers you wish to represent
To find employers you wish to represent as an agent, please click the link above.

Add Contacts
To add additional contacts for your company, please click the link above

Add Locations

To add additional locations for your company, please click the link above.

]
L4 My Dashboard
‘ Ta find more infarmation about other services offered to employears, please click the link above.

What Would You Like to Do Next Page for Agents

8 Click the Add Companies or Employers you wish to represent link (see figure above). The
Representing Employers tab of your Agent’s Corporate Profile displays. See the topic “Agents
Request to Represent an Employer” for details.
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Staff Adds Company Information

A staff member who assists the agent will receive notification to fill out the agent’s General Information
tab of their Corporate Profile, adding Company Information, such as NAICS code type, number of
employees, public or private employer, etc. When staff save this data, the agent is fully registered.

The agent can now access the full options for a TPA employer. When they first sign in after this change,
they will see the prompt to indicate they are fully registered.

Agents Request to Represent an Employer

P To send a request to an employer the TPA wishes to represent:

1 From the left navigation menu, click Agent Portfolio » Corporate Profile. The General Information
tab displays.

2 Click the Representing Employers tab (see figure below).

= Agent Profiles
H ™ Corparate Prefila
General Information

Locations

Contacts/Users
Account Summary
Pepresenting

B 7 Communications Profile

General Information Localions Contacis/Users Account Summary Representing Employers

® show Filter Options

0 Records Found

[ Search for Employers tiﬁ.ep.’esent]

Representing Employers Tab of Agent’s Corporate Profile

3 Click the Search for Employers to Represent link to find at least one employer you wish to
represent (see figure above).

4 Enter search criteria, for example, Company Name or FEIN, and then click the Find Employer
button. A list of matching employers displays (see figure below).
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Find an Employer to represent

Company Name: | swanson

Federal Employer ID Number: I:I
Ul Employer Account Number: I:|

' Find Employer

Search Results

To sort on any column, click a column title.

Swansen Dental Group, Pllc Dba Swanson Dental Cape Coral 33991

Swanson Services Corporation Marianna 32446
Swanson Services Corporation Denver 50203 If
Swansen's Painting & Decorating Inc. Port Saint Lucie 34983 O

Finding and Selecting Employers to Represent

5 Click the box in the Select column for any employers you want to select, and then click the Select
link below the results (see figure above).

6 If youwould like to upload your Power of Attorney at this time, click OK, and you will be directed
to the Document Upload page.

7 Ifyou click Cancel and wish to upload it at a later time, the Representing Employers tab redisplays
with the added employer in Pending status (see figure below). For each employer the agent
selects, the system sends a request notification to that employer.

General Informafion Locations Contacts/Users Accouni Summary Representing Employers

@ Show Filter Options

To sort on any column, click a column title.

Company Name Location | Signature | Start | Ending m:cnunt FEIN/UIID
Date Date Date

Swanson Services MWarianna , B/3/2021 8/3/2023 \erification-Bi  Recruiting Pendlng
Corporation FL rth Cert.jpg
32446

Delste

Representing Employers Tab with Employer Request in Pending Status
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Employers Activate Agents

Each employer that the TPA selected will receive a request notification and they can activate the
relationship and grant privileges to the agent.

P To activate an agent-employer relationship and grant privileges:

1 From the left navigation menu, click Employer Portfolio P Corporate Profile. The General
Information tab displays.

2 Click the Agents tab. Any pending agent requests will be displayed (see figure below).

General Informaticn Locations ContacisUsers Account Summary Documents Agents

@ Show Filter Options

To sort on any column, click a column title.

Agent Name | Contact Agent type Signature Siarl Ending |Authorization Docs
Dale Date Access

Third Party Susan Third Party 1001 8/3/2021 8/3/2023  Merification- Pendlr\g Vlew
Agency Bair Administrator Agent Omaha Cir ipg
Palm
Harbor, FL

34683
Pending Agent Request on the Employer’s Agents Tab

3 Review the agent information or authorization document (POA) by clicking the associated links.

4 Click the Activate link in the Action column to activate the relationship. The User Privileges page
displays (see figure below).
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User Privileges

select All / Un-Select Al

Contact: Susan Eair

Basic Contact Privileges

User Privileges for Corporate Information

[ Edit General information

User Privileges for Locations

B add and £t Lecations

User Privileges for Locations Associated with this User
[ Edit Locations

[ Activate and inactivate Locations

Recruiting Privileges

User Privileges for Job Orders at the Location(s) Associated with this User
¥ Create Job Onders

¥ Edit job Orders

[ Delste Job Orders

- v 1]

User Privileges fu.

A view EEC/VEVRAA repaer

User Privileges for Recruiting Messages
E Recruting Messages

Type of Agent TR (Third Party Administrators)
Shatus: O Pending O Inactre
Save Cancel

Selecting User Privileges and Activating the Relationship
5 Check all boxes for the access privileges you wish to grant the agent.

6 At the bottom of the page, click the Active radio button, and then click Save to activate this
relationship (see figure above).

7 To inactivate the relationship, click the Inactivate link in the Action column of the Agents tab. The
User Privileges page displays.

a. Scrollto the bottom, click the Inactive radio button, and then click Save.

Agents Assist Employers

Based on the privileges defined by the employer, agents will be able to perform recruiting tasks on behalf
of the employer. For example, they can manage their job orders, add new ones, or search for candidates
for those jobs.
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Home Page Tour

Each state or region brands their system with their own unique name, logo, and colors, as well as with
customized content areas they want displayed. Certain areas of the home page (or “splash” page) that are
common to most sites are described in this section; however, on your site, they may be located in a
different spot or labeled differently.

Language Selection

e To change the language on the system pages, menus, buttons, etc., you can choose from the
Select Language drop-down list in the upper right corner of the home page (see sample home
page in figure below) and the page will instantly refresh in your chosen language.

Select Language

In English

En Espafiol

An kreydl Ayisyen
Other Languages

Search Jobs =

Select Language Drop-down List on Sample Home Page

e If you select Other Languages, a Google Translate plugin displays, with a larger Select Language
drop-down list and a Reset Language link (see figure below).

=  Choose from the Select Language drop-down list and the page will instantly refresh in your
chosen language.

Zelect Language
e
Amharic k Reset Language signin

Catalan

Chinese (Simplified)
Czech

Dianizh

Dutch

Filipino

French

German

Hungarian

Inish

Italian

Kaorean

Kurdish (Kurmanji)
Morwegian

Palish

Portuguese

Slovak

Swredish x

Google Translate Plugin for Other Languages
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Quick Search Bar on the Home Page

All site visitors can search for candidates, jobs, employers, educational institutions, or Labor Market
Information (LMI) data without being registered or signed in by using the Quick Search bar on the home
page (see figure below). However, to proceed further with the information—for example, to view a
candidate’s résumé—guests will need to have registered accounts and be signed in.

Enter a keyword and/or location to find candidates.

Quick Search Bar on Home Page

e To search for a category, select what you wish to search for from the Search drop-down list,
enter a keyword and/or location, and then click the Search button.

Intelligence logic is applied to Job and Area keywords and locations. For example, if a job keyword is
associated with more than one occupational group, for example, “server,” a pop-up prompt displays,
asking you to select which one you are looking for.

Highlighted Employers Carousel

If set up for your site, a full-width revolving carousel may display on the home page to show logos for
highlighted, or featured, employers who have job openings posted in the system (see figure below).
Clicking on a featured employer will open job search results showing each of the employer’s job openings.

Hlﬁlg hted Employers

@
ABM al:ﬂarzt’n.com‘ BLACK&KNIGBT'

Building Value cont st

183 38 4

Job Openings Job Openings Job Openings
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Signing in to the System

Once you have an account in the system, you should always sign in to have full access to all the features
and information related to your account, such as your job orders and company information.

P To sign in to the system:

1 Access the site’s web address using any standard browser. The home page displays.

2 Click the Sign In button (usually in the upper right corner of the page, see figure below).

A

Sign In Button Home Page
The Sign In page displays (see figure below).
A

User Name: 123

I'm not a robot

Sign In

if you have forgotten your user name and/or password, please click Retrieve User Name or
Password.

Sign In Page
3 Inthe Option 1— Already Registered section, enter your User Name and Password and, if present,
respond to the reCAPTCHA prompt.
4  Click the Sign In button.

Note: |If you've forgotten your user name and/or password, click the Retrieve User Name or
Password link below the Sign In button. See the topic “Forgotten Password and/or User
Name” for details.

5 If a pop-up alert displays for new or unread messages (see figure below), you can:

a. Click the envelope icon or message number to review your messages.
OR...

b. Click Close to close the pop-up window and continue. You can read your new messages later.
For complete information, see the topic “Message Center” in Chapter 8 - Manage
Communications.
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My Employer Dashboard Directory of Services How We Can Help You

w Pinned Links

You currently have no saved pins. P

Important information for Jenna Hall close

a You have 5 new or unread messages.

Close

New or Unread Message Alert Pop-up

Your Dashboard displays (see figure below). Some sites may display the Directory of Services page, or have
some version of a Terms of Use page that must be acknowledged first.

e To learn more about navigating the system, including the left menu, top menu bar, and footer
bar, see the related topics that are part of the topic “Navigating the System” later in this
chapter.

e To learn more about your dashboard and widgets and the other My Employer Workspace tabs
(see figure below), see the topics “My Employer Dashboard,” “Directory of Services,” “How We
Can help You,” and “Employer Resources” in Chapter 2 — My Employer Workspace.

|| ™y Employer Dashboard Directory of Services How We Can Help You

| » Pinned Links |

w Services Preview

ot M

i \

‘M -.

| ve. opporunt o \
antaste \

Finance 2
ganagement

Post a Job
Supercharge your recruitment efforts by listing your

This in @ :\” I

nd
59!""64?9

jobs online. Advertise your jobs to thousands of
qualified candidates at no cost to you.

I b o -
ol L X X X 2
w Widgets
Need help or more - -
s i
Assistance Center 5 Unread Messages = 0 Letters
Fl_nrithn answers {0 your questions ‘ — 4=
Rt | S i

My Employer Dashboard and My Employer Workspace Tabs
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Forgotten Password and/or User Name

If you forget your password or user name, you can reset the password or retrieve your user name after
providing the correct answer to the security question saved in your account, or by providing personal
verification information.

P To retrieve a forgotten user name or to reset a password:

1 Onthe site home page, click the Sign In button (usually located in the upper right corner). The
Sign In page displays (see figure below).

& Option 1 - Already Registered

I'm not a robot

Sign In

If you have forgotten your user name and/or password, please click]Retrieve User Mame or Password.

Retrieve User Name or Password Link on Sign In Page

2 Inthe Option 1 - Already Registered section, click the Retrieve User Name or Password link (see
figure above). The Retrieve User Name and/or Password page displays (see figure below).

Option 1 - Forgot Password

If you have forgotten your password, please click retrieve password. You will be prompted for information about your account,
and when matched, you will establish a new password then have access to your account

Option 2 - Forgot User Name

If you have forgotten your User Name, please click retrieve User Mame. You will be prompted for information about your account
and when matched, you will establish a new password then have access to your account.

Option 3 - Forgot User Name and Password

If you have fergotten your User Name and password, please click retrieve both. You will be prompted for information about your
account, and when matched, you will establish a new password then have access to your account.

Retrieve User Name and/or Password Options

3 From the displayed options, click the retrieve link that applies to your situation — (Option 1)
retrieve password, (Option 2) retrieve User Name, or (Option 3) retrieve both.

4 Continue with the steps below for your chosen option.

Note: If at any point in this retrieval, you enter incorrect account information, the system displays the
Contact Staff page allowing you to send an email message to staff. You may also use the Go to
Contact Staff link to go directly to this option.
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Option 1 — Forgot Password
P If you selected Option 1 - Forgot Password:

123
[ ]
In ual

- Did you register as

©)
®
@)

<< Back Next = >

[ Go to Contact Staff

Option 1 — Forgot Password
1 Enter your User Name and click the Employer radio button.

2 Click Next. On the page that displays, enter the Zip Code and Phone Number associated with your
employer account, and click Submit (see figure below).

Your Information

We must verify some additional account information in order to retrieve your password. Complete the form
below and click Submit,

Username: 123

“Phone Number:

Submit
If you can't provide the needed information, you may contact staff by clicking the Contact 5taff link
[ Contact Staff ]
Option 1 — Your Information Page

Note: If you can't provide the requested information, or if an entry is incorrect, you are taken
to a page to contact staff via email.

The Reset Password page displays (see figure below).
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Reset Password

Your information has been verified. We recommend you reset your password to complete the retrieval
password below and then click Save.

Username: 11

ot S —

Password:

Enter Password (8 - 16 characters, and
must include at least one uppercase letter,
one lowercase letter, one number and ane
specizl character, Allowable characters are
F@EBA L _H)

Password:

I'm not a rebot

Save

Reset Password Page
3 Enter a new password, and then re-enter it to confirm the new password.

Note: Depending on your site setup, if you have a saved security question, you may be asked to
answer it before completing a password reset and/or you may be required to enter your
social security number.

4 Click Save. The system will sign you in and display your My Employer Dashboard page.

Option 2 — Forgot User Name
P If you selected Option 2 - Forgot User Name:

- Did you register as

<< Back Next = =
[ Go to Contact Staff]
Option 2 — Forgot User Name

1 Click the Employer radio button, and click Next. The Contact Staff page displays, where you can
submit an email asking for assistance (see figure below).
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Contact Us Directly

You have the option of contacting us directly via means other than this email form. Use the contact information below to initiate contact with us

Eind the office closest fo you.

Find the office closest fo you.

Send Email to Us

Please help us help you - provide a short description of your problem in the description box. It is important to provide accurate information so
we can promptly contact you. Please only send us one email per problem.

Subject: ‘ Forgot User Name - |

"Zip Code: l:| 39999-9999)
" Contact Phone: l:l L I:l - I:l Ext: l:l

Providing your email address will ensure a prompt response to your reguest

Create Email Account Read our Email Security Policy

“Message: Some HTML tags such as embedded videos are net allowed in this text box and will not be saved.

Please Contact this user
regarding their account.

{2000 characters max)
Current Characters: 49

Send Cancel

Option 2 — Contact Staff Page

2 The Subject defaults to Forgot User Name. Complete the required fields and click Send. When
career center staff receive the email, they will contact you to reset your account.

Note: If you require immediate assistance, click on the Contact Us link in the footer bar to find
the telephone number of your local one-stop office.

Option 3 — Forgot User Name and Password
P If you selected Option 3 - Forgot User Name and Password:

e The same page displays as in Option 2 - Forgot User Name. Follow the same steps above for
Option 2, except the Subject defaults to Forgot User Name and Password.
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Navigating the System
This section covers the elements that appear at the top and bottom of all pages and the left navigation

menu.

Top Menu Bar Options

The top menu bar appears at the top of every page in the system. From left to right, the options on the
menu bar are described below.

Click here for the latest updates of Career Center closures and operation hours due to COVID-19.
@

A nformation 8 Home @) Accessibifity @ My Dashboard [ Sign Out &b Services for Individuals 38 Senvices for Employers Quickseweh £

Top Menu Bar and Red Alert Message Banner

e Menu - (sometimes called a “hamburger menu” E) Displays the left navigation menu. See the
topic “Left Navigation Menu” for details.

e Information — A toggle that displays/hides the red alert message banner above the menu bar
(see figure above). This banner displays important information about the system status.

e Home — Shortcut to the site home (splash) page; selecting this will sign you out of your account
after confirmation.

e Accessibility — Displays the Accessibility Tools pop-up panel. See the topic “Accessibility Tools
Panel” for details.

e My Dashboard — Shortcut to your My Employer Dashboard from anywhere in the system. See
Chapter 2 — My Employer Workspace for details.

e Sign Out — Signs you out of your account after confirmation.

e Services for Individuals — Signs you out of your account after confirmation, and takes you to
Guest Services for Individuals.

e Services for Employers — Displays a menu page of Services for Employers. These same options
are in the Services for Employers group in the left menu.

e Labor Market Analysis — (optional; only for sites with the Labor Market Analysis module)
Shortcut to the Labor Market Information (LMI) Dashboard.

e Quick Search — Displays the Quick Search fields, which operate the same as on the site home
page. See the topic “Quick Search from the Top Menu Bar” for more information.
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Accessibility Tools Panel

The Accessibility Tools panel lets you set your display preferences and save them for easier viewing of text
and controls in the system.

P To access the Accessibility Tools panel:

1 Click the Accessibility link on the top menu bar of any page. The Accessibility Tools panel drops
down (see figure below).

|
| Accessibility Tools

T A d

Type Size Font Contrast
! ‘ Default v| ‘ Default - ‘ Default v|
o)
b » Audible
Large Cursor Highlight Timeout
| Default - ‘ | Default " ‘ Default {(On) « ‘

Reset All Close m

Accessibility Tools Panel
The settings you can change are, from left to right, top to bottom:

= Type Size — Select from five increasingly larger point sizes: Default, Medium, Large, X-Large,
or XX-Large.

= Font - Select from Default or Improved, which increases the character spacing (space in
between letters of words).

= Contrast — Changes screen display colors; select from Default (gray text on white
background), Dark (white text on black background), Light (gray text on white background
and removes colored banners and borders), Yellow (yellow text on black background), or
Inverted (changes all colors to their complementary opposite on the color wheel: white >
black, black/gray > white, and for example, blue > orange or green > red).

= Large Cursor - Select from Default (small white arrow with black outline), Dark (large black
arrow), or Light (large white arrow with black outline).

= Highlight — Highlights elements of the screen display; select from Default (no highlighting),
Links (highlights all links in a complementary color to border and banner colors), Headers
(highlights headings in a complementary color to border and banner colors), or Both
(highlights links and headers in a complementary color to border and banner colors).

= Audible Timeout — Turn on or off an audible chime that alerts you when your session in the
system is about to expire.

2 Click on a drop-down list to see the options. When you click an option, the screen display changes.

= To change back to the default setting from your current selection, select Default from the
desired drop-down list.

= To change back to all default settings, click Reset All.
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= To close the panel without saving your settings, click Close.
= To save your settings and close the panel, click Save.

Quick Search from the Top Menu Bar

A Quick Search feature is available in the upper right corner of the top menu bar from any page in the
system. Quick Search lets you search for multiple item categories, including Candidates, Education
Institutions, and Articles, as well as searching standard Labor Market Information (LMI), such as profiles for
Area, Industries, and Career Occupations, as shown in the figure below.

M nformation @ Home @ Accessibifty @My Dashboard [ Sign Out g Services for Individuals 3 Services for Employers Quick Search )

Search Candidates = |Jcb Title Company, Cccupation or Military Code City, State, County, Region or Zip Search
Candidates

Education Institutions
Career Qccupations
Industries

Area

Articles

Quick Search Fields and Drop-Down List
P To search for items in the system:

1 Click the Quick Search link or magnifying glass icon in the upper right corner of the menu bar to
display the search fields. By default, Candidates is the selected category (see figure above).

a. Toretract the search fields, click the link or magnifying glass icon again.

2 Tosearch for other item categories, click the Search drop-down list and click on a selection.
Selecting Area will display only the Location field; selecting Articles will display only the Keyword
field.

3 Enter a Keyword and/or Location and click the Search button to the right of the Location field to
begin the search.

For searches that take a few seconds, for example, candidate résumé searches, a “loading spinner”
of the site’s logo may display, which lets you know the system is processing your request and
loading the page. You can pause the animation by clicking the pause button (see figure below).

]

EMPLOY

Still processing, just a few more
moments.

Loading Spinner Site Logo Shows Processing Status
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Footer Bar Options

A footer bar is located at the bottom of every page in the system, containing a variety of helpful links (see
figure below). The footer bar options are described in the sections below.

About

About Settings Services Mobile App Legal Resources
Sign Out Accessibility For Individuals Privacy Protect
Home Statement For Employers Statement ‘Yourself Contact Us
Site Map Preferred Labor Market Terms of Use Feedback
Site Searc Settings Disclaimer Assistance
Page EED

Preferences

Track Page
Footer Bar — About Options

e The Sign Out and Home options prompt you for confirmation before signing you out of the
system and displaying the site home page, respectively.

e Site Map — Displays a complete list of all left navigation menu and sub-menu links, with brief
descriptions of each (see figure below).

Items marked with a * can only be accessed by registered users.

Services for Employers

*  Quick Menu
o Manage Jobs
Enter a new job order, or manage your existing ones.
o Candidate Search
Search for candidates on your open job orders.
© Employer Resources
= Employer Messages
Select this option to view messages that you may have.
L] Employer Appointments
Select this option to view any appointments that have been scheduled.
L] Employer Job Crder Templates
Select this option to manage your job order templates,
L] Employer Preferences
Select this option to change your user experience.
L] Upcamini

Select this
View your messages,

s you might be interested in.
and manage your job order templates,

o Account Information
Access, review and medify your account infermation.
o Employer Partfolio
=~ Employer Profiles
Employer Profiles
L] Corporate Profile
Select this option to access your contact information, work sites and login access.
L] Search History Profile

Select this option to view the searches you have previously made for candidates, training programs,
occupations, industries and areas that you may be interested in

= Communications Profile
“=alact this option to view communigafie atg you

Site Map Page

e Site Search — Opens an “all-in-one” search page that lets you search in a different manner from
other search pages in the system, and for an expanded selection of items. See the topic “Using
the Site Search Feature” below for details.
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Using the Site Search Feature

Using Site Search, you can include “and/or” logic and words to exclude, and then search for articles and
pages, jobs, employers, training programs and providers, and occupations and other Labor Market
Information (LMI). See the figure below for an example of all items that contain the word “cook” but not

“chef” within the last month.

Keywords

Find items that have...
With all of the words:

This exact wording or phrase:

One or more of these words:
Limit 1 word per box.

But don't show items that have...

Any of these unwanted words:

Fields to search:

Search Areas

cook

chef

[ Title [ Description

Search the following areas:

[ Check all | Uncheck all ]

|Z Articles E Jobs E Cccupations
[ industries A areas [¥ Employers
|Z Training Programs E Training Providers E Pages

Time Frame

Select one of the following time frames:
O Anytime
(O within last 3 months
O within last year

(® within last month
(O within last 6 months

Search

Site Search Criteria Page
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Site Search Results Page with All Results Categories

Settings

About Settings Services
Sign Out Accessibility For Individuals
Home Statement For Employers
Site Map Preferred Labor Market
Site Search Settings

Page

Preferences

Mobile App

Track Page

Legal
Privacy
Statement
Terms of Use
Disclaimer
EEO

Footer Bar — Settings Options

Resources

Protect

Yourself Contact Us
Feedback

Assistance

Accessibility Statement — Read the site’s accessibility statement, standards compliance, and
accessibility features. See the topic “Accessibility Tools Panel” for more information on making

the site more accessible for your use.

Preferred Settings — View a list of recommended desktop and mobile browsers and internet
settings to get the best performance out of the site.

Page Preferences — Opens a separate pop-up window, from which you can change certain
display settings in the system (see figure below). These are your personal, customized settings

and do not affect any other users.
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Themes:
(@ Web Theme - for users with average speed internet/intranet access with all images.
(O Text Theme - for users who want maximum performance with less images.

(O Screen Reader Theme - for users who are visually impaired or prefer to use the
keyboard over mouse. Page footer links Directory of Services, Site Map and Site
Search sections contains the left menu items for site navigation.

Languages:

In English -

Reset Language
MNavigation Menus:

Configure Navigation Menu

Site best viewed with these settings for your system and software.
Save Close Window

Page Preferences Pop-up Window

= Themes — Choose from three theme options (Web (default), Text, Screen Reader) to
determine the look and feel of the system based on your internet speed or accessibility
preferences. Click Save to save any changes.

= Languages — Choose a language other than English for all screen text and messages. Choice
of languages varies by state. Click Save to save any changes.

You can also change the language before sign-in, from a drop-down box or an En Espafiol link
near the Sign In button on the home page.

Note: If you see “Other Language” on the drop-down list, it activates a Google Translate
selection. These translations are not officially controlled through this system.

= Navigation Menus — Specify whether the left navigation menu groups are Expanded
(default) or Collapsed, or Not Displayed at all; also define in what order the groups are
displayed. See the topic “Setting up Your Left Navigation Menus” for details.
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Services
About Settings Services Mobile App Legal Resources
Sign Out Accessibility For Individuals Privacy Protect
Home Statement For Employers Statement Yourself Contact Us
Site Map Preferred Labor Market Terms of Use Feedback
Site Search Settings Disclaimer Assistance
Page EEO
Preferences

Track Page
Footer Bar — Services, Mobile App, and Legal Options

e For Individuals — Prompts you for confirmation before signing you out and taking you to Services
for Individuals as a Guest.

e For Employers — Displays a menu page of Services for Employers. These same options are in the
Services for Employers group in the left menu.

e Labor Market — Prompts you for confirmation before signing you out and taking you to Labor
Market Services (functions the same as the Labor Market Services widget on your dashboard).

Mobile App

Directs mobile phone users to where they can download the mobile app version of the system, for Apple
and Android phones.

Legal

The pages listed here—Privacy Statement, Terms of Use, Disclaimer, and EEO—display legally required
information of interest to users of the system and the data therein.

Resources
About Settings Services Mobile App Legal Resources
Sign Out Accessibility For Individuals Privacy Protect
Home Statement For Employers Statement Yourself Contact Us
Site Map Preferred Labor Market Terms of Use Feedback
Site Search Settings Disclaimer Assistance
Page EEQ
Preferences

Track Page
Footer Bar — Resources Options

e Protect Yourself — Displays a page of tips for protecting your privacy and avoiding scams and
fraudulent activities.

e Feedback — Allows you to submit feedback about your experience using the system.

e Assistance — Displays the Online Assistance Center page of links, which includes many of the
options previously described in the footer bar, as well as access to Quick Reference cards and
the Learning Center page. See Chapter 13 — Additional Resources for details.

Contact Us

Displays a page of contact information (phone, email, office locations) for users of the site.
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Left Navigation Menu

The system includes a left navigation menu that lets you quickly and easily display pages. By default, when
not in use, the left menu is hidden to maximize screen real estate (see figure below). You can reveal the
menu while on any page in the system. You can also specify which menu groups will display and where
they will be located on the left menu. See the topic “Setting up Your Left Navigation Menus” for details.

Close X

B Guest Senvices, Inc. G Sign Out

Search menu... Q=

Welcorr ~ My Employer Workspace
Profile ; ™y Employer Dashboard

This page Directory of Services

the conter How We Can Help You b
selection f

¢

Quick Menu

My E Dt Manage Jobs

\ Candidate Search

_Pinp s
Employer Resources >

Account Information

Employer Porifalio >

- Services for Employers
Recruitment Services 5
Education Services »
~cket Service >

Left Navigation Menu Display Controls and Left Navigation Menu

e To display the left menu, click the Menu link or the “hamburger” icon E in the upper left
corner of the top menu bar (see figure above left). The menu “flies out” from the left and the
current page is grayed out until you make a selection or the menu is retracted (see figure above
right).

Items to note in the left navigation menu are described below:

e Close X - Click to retract the menu, or click off the menu anywhere on the grayed-out page.

e Search menu... — Enter text to limit the display of menu options to only matches (see figure
below). Click the X to clear the field and redisplay all options.

O Guest Senvices, Inc. [ Sign Out
job| x = )
| Post 3 Job
Post 2 Job

Analyze the Job Market
Review job requirements
Manage Jobs

Employer Job Crder Templates
Job Order Plan

Manage Jobs

Manage Job Applicants
Job Market Trends

Search Menu Results
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e Descriptor Text Toggle — Click the horizontal lines in the upper right corner of the menu to turn
on/off brief descriptions of each menu option (see figure below).

O Guest Senvices, Inc.

Search menu...

|~ My Employer Workspace
My Employer Dashboard

A customizable workspace that
introduces you to features in
the system.

Directory of Services

View the system features
available for employers.

How We Can Help You 5
Visit this page introducing you
to resources available in the
system.

|~ Quick Menu
Manage Jobs
Enter a new job order, or
A ge YOoUr exigETmges.

™,

“a Sear N

Menu Option Descriptor Text Turned On

e Expand/Collapse Arrows — Lets you display menu/sub-menu options for a single group or main
option (see figure below).

B Guest Senvices, Inc. [ Sign Out

Search menu... Q= |

r Employer Workspace

EQuick Menu
Manage Jobs

Candidate Search .
Employer Portfolio =

Employer Resources >
+  Employer Profiles

Account Information Corporate Profile

Empioye Fetiolio Search History Profile

Communications Profile
~for Emp'

*  Human Resource Plan
Job Crder Plan

Recruitment Plan

Expand/Collapse Arrows for Groups and Options

= To expand a collapsed group and see its options, click its right arrow > to the left of its title.
= To collapse a group and hide its options, click its down arrow v to the left of its title.
= To display a main option’s sub-menu, click its right arrow > to the right of its title.

=  To close a sub-menu, click the left arrow € in the upper right of the banner.
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Setting up Your Left Navigation Menus

P To set up your left navigation menu display:

1 From the footer bar on any page, click Page Preferences under Settings. A pop-up window opens
(see figure below).

Themes:
(@ Web Theme - for users with average speed internet/intranet access with all images.
(O Text Theme - for users who want maximum performance with less images.

(O Screen Reader Theme - for users who are visually impaired or prefer to use the
keyboard over mouse. Page footer links Directory of Services, Site Map and Site
Search sections contains the left menu items for site navigation.

Languages:

In English -

Reset Lahguage

Navigation Menus:

| Configure Mavigation Menu|

Site best viewed with these settings for your system and software.

Left Navigation Menu Configuration Link

2 Inthe Navigation Menus section, click the Configure Navigation Menu link (see figure above). The
Employer Menu Configuration page displays (see figure below).

Employer Menu Configuration

Use this section to configure the menu groups displayed below which appear when you are assisting an Employer. You may
choose the order in which the menus appear, whather they are expanded or displayed at all

[ Restore Default Settings ]

Employer Menu Configuration Page
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3 Make your desired changes as described below:

= Change the order of groups on the menu — Click and hold a group ribbon with the left
mouse button to drag it to the desired location, and then release the mouse button to drop
it (see figure above for the Quick Menu group ribbon being moved).

= Expand or collapse (hide) a group’s options — Click the appropriate radio button, Expanded
or Collapsed. You can expand or collapse the groups on the left menu itself at any time.

= Display or hide an entire group from the menu — Click the Not Displayed radio button. To
make it reappear, click the Expanded or Collapsed radio button.

4 Click the Save button at the bottom of the page to save your settings. The Directory of Services

page displays.

Quick Menu

The Quick Menu group is an aggregation of some of the most common features that employers use. Each
feature is described below, along with a cross-reference to access the corresponding section in this guide.

~ Quick Menu
Manage Jobs
Candidate Search
Employer Resources S
Account Infermation

Employer Portfolio b

Quick Menu Options

Manage Jobs — Displays Job Orders tab, from which you can create new job orders, or copy,
edit, or delete existing job orders. For more information, see Chapter 5 — Manage Job Orders.

Candidate (Résumé) Search — Displays the Résumé Search page, where you can use a variety of
search methods to identify, view, and flag candidate résumés. For more information, see the
topic “Searching for Candidates” in Chapter 6 — Manage Recruitment.

Employer Resources — Includes all the resources that support the most common employer
activities located in one place. You can quickly access your messages, appointment and events
calendars, job order templates, and your system preferences. These topics are covered in other
topics and chapters in this guide.

Account Information — Takes you directly to the General Information tab of your Corporate
Profile, where you can maintain all your company information. See Chapter 3 — Manage Your
Account for details.

Employer Portfolio — The sub-menus here replicate the folder options available in Employer
Portfolio view. You can click directly on Employer Profiles or Human Resources Plan to open
those folders in the Employer Portfolio view, or you can select a sub-menu option to navigate to
a specific sub-folder. The Employer Portfolio view gives direct access to folders and tabs in a
tree-view format. For more information, see the topic “Employer Portfolio View” and Chapter 3
—Manage Your Account.
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Employer Portfolio View

You can use the Employer Portfolio view to display a file folder “tree structure” at the top of the page,
which visually shows how tabs are organized in the system, and allows you to click directly to a specific tab.
Your current location in the tree structure is shown in red.

P To access the Employer Portfolio view:

e From the Quick Menu group in the left navigation menu, click Employer Portfolio » Employer

Profiles.

Eh

B

Employer Profiles

Corporate Profile

| General Information

| Locations
| Contacts/Users

[ Account Summary

Agents

[ Search History Profile

[ Viewed Résumés
[[1 Pregrams
| Occupations

1 Industries
[ Areas

Communications Profile

may be interested in.

[ Employer Portfolio ]

B

=]

Human Resource Plan

Job Order Plan

Job Orders

| Job Order Templates
Application
Questions

1 Job Skill Sets

Tools and
Technalogy

™ Recruitment Plan

Job Applicants
Favorite Candidates

| Virtual Recruiter

Human Resource

Corporate Profile - Select this option to access your contact information, work sites
and login access.

Search History Profile - Select this option to view the searches you have previously
made for candidates, training programs, occupations, industries and areas that you

Communications Profile - Select this option to view communications options that are
available to you.

Navigating Using the Employer Portfolio “Tree-View”

Each portfolio tab displays as a link in the portfolio, allowing you to move quickly to each work area.

e To navigate to a specific tab, click the plus sign to expand the folder, and then click the tab link.
When you click directly on the folder link, the system navigates to the first tab in that group.

The Employer Profiles group organizes the tabs into three functional categories (folders) as follows:

e Corporate Profile — General Information, Locations, Contacts/Users, Account Summary tabs,
and, if set up for your site, the Documents and Agents tabs. See Chapter 3 — Manage Your
Account for more information on these tabs.

e Search History Profile — Viewed Résumés, Programs, Occupations, Industries, and Areas tabs.
See Chapter 4 — Search History for more information on these tabs.
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e Communications Profile — Messages, Correspondence, Communication Templates,
Subscriptions, and Email Log tabs, and, if set up for your site, the Chat Log tab. See Chapter 8 —
Manage Communications for more information on these tabs.

The Human Resource Plan group organizes the tabs into two functional categories (folders) as follows:

e Job Order Plan —Job Orders, Job Order Templates, Application Questions, Job Skill Sets, and

Tools and Technology tabs. See Chapter 5 — Manage Job Orders for more information on these
tabs.

e Recruitment Plan —Job Applicants, Favorite Candidates, and Virtual Recruiter tabs. See Chapter
6 — Manage Recruitment for more information on these tabs.

Assistance Center

The Assistance Center offers a variety of helpful information, including a site map, site search, quick

reference card, one-stop office listings, and email addresses. See the topic “Assistance Center” in Chapter
13 — Additional Resources for more information.

P To access the Assistance Center options from the left menu:

e From the Other Services group in the left navigation menu, click Assistance Center. The
Assistance Center sub-menu options display (see figure below).

@ Guest Services, Inc G Sign Out

Search menu... Q= I

[ QuickMenu
Assistance Center €

» Services for Employers About this Site
* Reports Quick Reference Cards
- Other Services Site Map

Communication Center > y

Site Search

Appointment Center

My Preferences
A tance Center »
Email Your Questions
Led._lg Center

Contact Us Directly

Service Listing
Assistance Center Sub-Menu Options
P To access the Assistance Center options from your My Employer Dashboard:

1 Atthe top of your Employer Dashboard page, click the Directory of Services tab (see figure below).
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How We Can Help You
Recently View

Quick Menu

Services for Employers

Reporis

B Other Services

Appointment Center
Select this option to view appointments and
upcoming events.

Communication Center
Wiew messages that you may have received.

Assistance Center
General information about the system, such
as service offerings and email contact
addresses.

Learning Center
Select this option to access a menu of training
videos. These self-paced tutorials present
detailed demanstrations to help you take
advantage of the various system resources
available.

Directory of Services Page with Assistance Center Link

2 Click the plus sign + icon to expand the Other Services ribbon.

3 Click the Assistance Center link. The Assistance Center page displays (see figure below).

Welcome to the Online Assistance Center.
Please choose one of the following options to find the assistance you need.

N
m

L
L

About this Site - Select this option if you would like additional information about this site.

Quick Reference Cards - Select this option to view quick reference cards that can help you quickly
learn how to access the main features in this system.

Site Map - Select this option if you would like to view a list of different services available on this
site and their location.

Site Search - Select this option to perform a site search.

My Preferences - Select this option to set your user interface preferences including the default
theme (web, text or screen reader), preferred language and menu options.

Email Your Questions - Select this option if you would like to send us a question on a specific
subject via email.

N® el

Contact Us Directly - Select this option if you require additional assistance.

=

J=C
il

Service Listing - Select this option for an introduction to the services available in this system.

Learning_ Center - Access training videos and tutorials on how to effectively use this website.

Assistance Center Page Options
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Learning Center

The Learning Center (notincluded in all systems) provides numerous videos, transcripts of the videos, and
other information about the system. See the topic “Learning Center” topicin Chapter 13 — Additional
Resources for more information.

P To access the Learning Center from the left menu:

e From the Other Services group in the left navigation menu, click Learning Center (see figure
below). The Learning Center page displays (see figure on following page).

Close X
© Guest Services, Inc. & Sign Out
Search menu... Q=

> Quick Menu

|> My Employer Workspace

!> Services for Employers

!v Other Services
Communication Center >
Appointment Centar 5
Assistance Center >

Learning Center Link on Left Menu
P To access the Learning Center from your My Employer Dashboard:

1 Atthe top of your My Dashboard page, click the Directory of Services tab (see figure below).

My Employer Dashboard How We Can Help You

Recently View

Quick Menu

B Services for Employers

B Reports

B Other Services

Communication Center Appointment Center
View messages that you may have received. Select this option to view appointments and
upcoming events.

Assistance Center Learning Center
General information about the system, such Select this option to access a menu of training
as service offerings and email contact videos. These self-paced tutorials present
addresses. detailed demonstrations to help you take
advantage of the various system resources
available.

Directory of Services Page with Learning Center Link
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2 Click the plus sign + icon to expand the Other Services ribbon.

3 Click the Learning Center link. The Learning Center page displays (see figure below).

General Courses

How to Use These Videos - Learn how to wse the video player to view the training wideos. There are
various control options available to help you manage these self-paced tutorials.

How to Conduct an Ogcupation Search - Learn how to search for and select a desired occupation. The

system uses the O°MET program, the nation's primary source of detailed cccupational information.

Transcript
Hew te Conduct an Industry Search - Leam b

Morth Ametican Industry Classification System (|
classify business establishmants. Transeript

Employers - Posting a Job

" | Importance of Creating Job Orders

[ -
Weltoime te by Employer Workapate Mary Alerer, View
vous Profie snd Conkact bnformation.

Employer Courses

Creating an Employer Agcount - Learn how to

registration. This will enable you to take full adw
searching for candidate resumes. Transcript &

Post a Job - Learn how to create and manage ji
Crder Wizard relies on the O*NET program, the

Transcript -
Candidate Resume Search - Learn how to cong|

will dernonstrate the vanous search options ava osesesn

The Virtual Recruiter for Employers - Leam hy

“an it finds a match, the

¢ PREV

Learning Center Page and Sample Video

NEXT ¥
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2: My Employer Workspace
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My Employer Workspace Overview

The first page that displays when you sign in as an employer is the My Employer Dashboard page. It is also
the first selection in the My Employer Workspace group on the left navigation menu (see figure below).
See the topic “Left Navigation Menu” in Chapter 1 — Overview, Access, Registration for details on the left
navigation menu.

This chapter covers each option in the My Employer Workspace menu group, which includes the My
Employer Dashboard, as well as the Employer Resources option in the Quick Menu group of the left
navigation menu. These options help you quickly access the features you use most, find helpful links to
other features and services, and manage your resources in the system.

1[':!""' o
o (LN el Dincneny of S HOW W SR Hel Yo
D Guest Serviors, inc L Sign Out
——— o= l » Services Preview
* Widgets
 Quick Menu .
~ My Employer Workspace
My Emplayer Dashboard ¥ Recruitment Services * My Messages
Directory of Senvices
How We Can Help You » 1 Job Crders Created . Mana _5 Unread Messages
Viewed by 2 Indnaduals 5 . Sebet‘l this option to add a ! ’*\.
= =
Q Résumes Viewed TP Clue s ,ﬁ 0 Read Messages
b listing you wish t ——
0 Virtual Recruiter Saved Resume P W 5 |
ek display enline using our Job il
Order System. o
iew Your Becruitment Plan &0 T Enter the Message Center

Select this option to find and

review the Résumés of
* My Comespondence candidates that have the w My Calendar
gualifications you need.
( ) Virtual Recpuit—
Aigust 2021 1.3

Two Ways to Access My Employer Workspace Options — Left Menu and Tabs Above Dashboard Area
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My Employer Workspace includes the following navigation starting points:

e My Employer Dashboard — The dashboard contains a collection of data views and links for quick
access to frequently used options. The Services Preview section rotates through suggested
options to help you get started, and the Widgets section displays collapsible/movable boxes
called ‘widgets’ that you can configure to focus on the features you use the most. For more
information on each of these sections, see the topic “My Employer Dashboard” below.

e Directory of Services — This presents an alternate path for seeing left navigation menu groups
and their options using a full menu page. Each group can be expanded to see short descriptions
of each option, rather than selecting the options from the left navigation menu. See the topic
“Directory of Services” for more information.

e How We Can Help You — This presents the options suggested in the Services Preview carousel as
tabs. Each tab has information and links relevant to the category, for example, job orders,
talent searches, or training programs. See the topic “How We Can Help You” for more
information.

e Employer Resources — (in the Quick Menu group) This sub-menu has options to let you quickly
access and manage some common resources for information on your communication and
planning in the system, including Employer Messages, Employer Appointments, Employer Job
Order Templates, Employer Preferences, and Upcoming Events. See the topic “Employer
Resources”, which summarizes each option in this group.
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My Employer Dashboard

My Employer Dashboard gives you a snapshot of, and quick access to, many areas in the system with tools,
links, and configurable widgets that you can organize on the page. There are three ways to access the My
Employer Dashboard page:

P To access My Employer Dashboard at sign-in:

Your dashboard automatically displays when you first sign in (unless it is your initial sign-in). If you
have any unread messages, you will see a pop-up alert (see figure below).

Wiy Employer Dashboard Directory of Services How We Can Help You

W Ping §
Important information for Jenna Hall closel

]

L] & riew
}Ad ‘You have 5 new or unread messages.

w Sen

Finance‘ ;‘;fvicﬂe‘
men
janageme

Post a Job

Supercharge your recruitment efforts by listing your
jobs online. Advertise your jobs to thousands of
qualified candidates at no cost to yow.

-

eX X X XL X NI
w» Widgets

1 Job Orders Created i Manage Jobs 5 Unread Messages

Viewed by 2 Individuals ' : Select this option to add a h M
B Rl Micveed new, or change an existing,
= 2ok fichi : 0 Read Messages
0 Virtual Recruiter Saved Résumeé Jgh g },.fou WI.Sh o ﬁ
Aot display online using our Job N

Order System. o
View Your Recruitment Plan & Enter the Message Center

Candidate Search
Select this option to find

and review the Résumés of
* My Correspondence candidates that have the * My Calendar
qualifications you nead.
E" @ Virtual Recruiter T
11 | aftors — i | L » L
L — Create a systass—" i Hgy =i
e S ——— —
ol e A T Fe

——

My Employer Dashboard at Sign-in with Unread Messages Alert

e To dismiss the alert and enable the My Employer Dashboard page, click Close.
OR...

e To go to your Message Center, click the closed envelope or the number of messages link in the
alert pop-up.
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P To access My Employer Dashboard from the left menu:

e From the My Employer Workspace group in the left navigation menu, click My Employer
Dashboard (see figure below).

Close X
O Guest Senvices, Inc. [ Sign Out

Search menu.. Q= |

> Quick Menu

~ My Employer Workspace
Wy Employer Dashboard

Directory of Services

How We Can Help You Y

My Employer Dashboard Option on Left Navigation Menu
P To access My Employer Dashboard from the top menu bar:

e From the menu bar at the top of any page in the system, click My Dashboard (see figure below).

= Menu A nformation @ Home @ Accessibiity @ My Dashboard [P Sign Out gy Services for Individusls 4 Services for Employers

My Dashboard Selection from Top Menu Bar

When you access your My Employer Dashboard page, you will see two sections that you can collapse or
expand; these sections are described in the topics that follow.

Services Preview Section

The Services Preview section at the top of the dashboard is a rotating photo carousel that presents
suggested options to help guide you to commonly accessed services you may want to explore (see figure
below). Each photo displays for a few seconds and has a text link to a corresponding tab on the How We
Can Help You page. See the topic “How We Can Help You” for details on the options on that page.

iy Employer Dashboserd Drirectony of Sarvices How W Can Haiip You

» Pinned Links

My Employer Datrboand Drectory of Services

Oiher Serecey

¥ Services Preview To view a list of potential candidates, please select from your list of job orders below.

Available Job Orders:

Recruit Ta | accounting - Covid12 (Accountants) # 10573852

the ideal candidate. Immediately access Candidates by job pasting
the résumés of thousands of qualified Below is 2 list of active résumés for candidates that matched your job arder criteria
indnaduals. Automatically match your job
paostings and skill requirements with these
candidates.

T £

- Geosol 2ccountant S0 2021 Master's ANY 100% Details
eCeeeen Testing 43500 b8 Degree
= S — Tampa, FL
Darius & Accogntant 520,20 Bachelor's ANY 100%  Details
X &:35:00 Pad ‘Deg_.'ee

Using the Services Preview Feature to Discover Activities and Resources
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In the Services Preview section, you can:

e Collapse/expand the Services Preview panel — Click the up/down arrow icon in the left-hand
corner of the heading bar (see figure above)

e Stop the carousel rotation — Click the pause icon below the images area
e Move to another option on the carousel — Click a circle below the images area

e Open a page for an option — Click the underlined title link on an image, for example, clicking the
Recruit Talent link opens the Recruit Talent tab on the How We Can Help You page, where you
can perform a candidate search based on your active job orders (see figure above).

Widgets Section

The Widgets section of your My Employer Dashboard page displays a wide range of configurable widgets
that provide quick access to groupings of your information (see figure below). The widgets often include a
data summary view and links to the pages for managing details. For example, the My Recruitment Plan
widget shows the number of job orders you’ve created, the number of résumés you’ve viewed, and the
number of Virtual Recruiter résumé search alerts you’ve saved. The numbers are links to the related tabs
in your Human Resource Plan and Search History Profile folders (see figure below).

w Widgets

1 Job Orders Created = [* Manage jobs ____ 5 Unread Messages
Viewed by 2 Individuals | : Select this opton to add a ;E?:,“
0 Résumés Viewed new, or change an existing,
ey Jjob listing you wish to i () Read Messages
0 Wirtual Recrurter Saved Résumé ] S,
display online using our Job L
Order System.

Enter the Meseags Center ©

.:' ey U npno

| 9 Candidate Search
B [ Employer Profil H [ Human — Selact this option to find
“—Q—Lﬁ‘ Husenan Resource Fan and review the Résumes of
- of! ™ 'gh{".j: if} & s
¥ [ Lorporate Profile B 13eban candidates that have the - My Calendar
[E [0 Search Higtory Profile qualifications you need.
Viewsd Bésym Iob Order Templates Virtual Recruiter B =
- - st 2( . -
| Programs nked Jobs Create a system candidate == Hgus s
Occupations Application search alert S M T W T F
1 Industries Questions nce M i cer & .
Areas Job Skill Sets oty ercoal il Sl bt
[ [ Communications Profils Tools and 1 2 3 4 32 § I
Technalogy dence o o
[ [ Recruibment Flan * Education Services 8 %101 121 =
1o &pglicants 15 16(17 18 19 20 2
Faworit i Training Providers and Schaols 22 23 24 25 26 27 I8
Virtual Recruiter Lacate information on specific
] : 2 0 3 3
—_— ! training providers and schools. L
[T} Y £ Training and Education Praqrams
Find answers to commeonly asked Locate a training or educational { Appointments
guestions abaut the Iocal labor program. 0 All Events
market. Eliible Training Proviger Lict 2 Events Registered
Select this option to view a list of
@ drea Profile P ke Request Appointment

Access a summary of the labor programs approved for financial
A R assistance thraugh the Warkiorce

= Innovation and Opportunity Act
#h [ncustry Prefile B ] e
Access labor market information More Education Services © information

on industries in a selected area.

@ Cccupational Profile Assistance Center
Access labor market information Find the answers to your questions
or issues.

o~ “mein & selected

~ntar

My Employer Dashboard Page Showing Widgets Secﬁon and Links to Employer Portfolio Folders
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Widget Descriptions

Below are descriptions of each of the widgets available in the Widgets section, listed in alphabetical order.
The widgets that display on your dashboard page will depend on the default settings for your site and your
individual configuration of the widgets. For details on how you can collapse, move, hide, or rearrange the

widgets to fit your needs, see the topic “Configuring Your Widgets”.

Education Services

The Education Services widget provides quick links to options that help you review training and education
providers, or find and review specific education programs offered. You can search for education programs
in a specific geography or that are offered online.

You can also access these options (and more) by selecting them from the Education Services sub-menu in
the Services for Employers group on the left navigation menu. For details on all Education Services
options, see Chapter 11 — Education Services.

¥ Education Services

Training Providers and Schools
Locate information on specific training
providers and schoals.

Training and Education Programs
Locate a training or educational program.

Eligible Training Provider List

Select this option to view a list of programs
approved for financial assistance through the
Workforce Innovation and Opportunity Act

More Education Services (9

Education Services Widget

The widget includes links for:

e Training Providers and Schools — Find specific institutions or schools providing training.

e Training and Education Programs — Locate training or educational programs for a specific
occupation or goal.

e Eligible Training Provider List (ETPL) — See a list of training programs approved for financial
assistance through WIOA (Workforce Innovation and Opportunity Act), which are part of a state-
maintained list of approved ETPL programs.

Note: The link for the Eligible Training Provider List may not display on the widget for all sites.
If providers are maintained as WIOA-eligible providers on this site, then your site may
include this link.
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Labor Market Services

The Labor Market Services widget includes quick links for accessing each of the major types of Labor
Market Information (LMI) profiles. The widget includes a link to the Labor Market Facts web page, which
answers some of the most frequently asked questions about the labor market for a selected area or
occupation, or the associated general industry data, as well as links to different profiles.

You can also access these options by selecting them from the Labor Market Services sub-menu in the
Services for Employers group on the left navigation menu. For details on each of these options, see
Chapter 12 — Labor Market Information.

w Labor Market Services

BY 1 abor Market Facts
Find answers to commonly asked
questions about the local labor market.

Q  Area Profile
Access 3 summary of the labor market
in a selected area.

b  Industry Profile
Access labor market information on

industries in a selected area.

& Occupstional Profile
Access labor market information on
occupations in a selected area.

@ Educational Profile
Access labor market information on
education programs in a selected area.

Maore Labor Market Services C’

Labor Market Services Widget

Latest News and Announcements

This rolling-display widget shows timely information provided by your state or local workforce agency,
including the latest news, announcements, or warnings unique to your site. This widget does not appear if
no announcements have been posted recently.

« Latest News and

Announcements

RESEA Qrientation Video

1

Latest News and Announcements Widget

VOS Employer Services User Guide 2-7 VOS Sapphire 09/2021



[ Geographic
w Solgtigns“’

geographicselutions.com My Employer Workspace

My Calendar (Appointments and Events)

The My Calendar widget displays a calendar showing the number of upcoming appointments and
registered events you have scheduled in the current month, with the dates highlighted (see figure below).
You can click on the number links to display your Appointment Calendar, the Events Calendar showing all
available events based on your region, or the Events Calendar filtered to show only events for which you
areregistered. There is also a link to request an appointment with staff who have scheduled time

available for a specific reason.

- 4 July 2021

|%

=
w1

T W

& = B -
|v
B 1w

s 5 & |1
no12 1B M ik
18 19 2 2 2 |24
s 2% Z

Appointment scheduled today

6 Appointments
2 All Events

3 Events Registered

Request Appointment

My Calendar Widget
From this widget you can perform the following tasks:

e See your scheduled appointments for a specific date — Click a link for a highlighted date on the
calendar to display your Appointment Calendar set for Day view for the date selected. Any
scheduled appointments or registered events will display in this view (see figure below).

@ Show All Jobs Filter Criteria

» | today \:—E‘Monday'_ August 23, 2021 Day | Week Month

gam
Fam

" Virtual Job Fair

Appointments/Events for a Date from My Calendar Widget
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See your scheduled appointments — Click the number link to the left of “Appointments” to open
your Appointment Calendar and see appointments you are schedule to attend in the current
month. The Appointment Calendar also includes any events you are registered for, preceded by
the word “Event.”

See the topic “Appointment Center” in Chapter 9 — Manage Appointments for details on the
Appointment Calendar page.

See all events — Click the number link to the left of “All Events” to display the Events Calendar
with no event categories filtered. This will display all events in your area for which you may be
able to register (these are events with online registration or that have no registration required).
An event that is available on multiple days is only counted once for the indicated number.

See your registered events — Click the number link to the left of “Events Registered” to open the
Events Calendar and see only the events that you are registered for in the current month.

See the topic “Events Calendar” in Chapter 9 — Manage Appointments for details on the Events
Calendar page and filtering by categories or regions.

Request an appointment — Click the Request Appointment link to open the Appointment
Request form and request an appointment depending on staff availability for the reason you
select.

Note: Not all sites support an “employer representative” assignment, and if this is the case,
you will not be able to request an appointment with a staff member for that purpose.

See Chapter 9 — Manage Appointments for details on requesting and scheduling an appointment
with available staff.

My Correspondence

The My Correspondence widget lets you see how many letters and correspondence templates you’ve
created. From the number links, you can open the My Letters page to view any saved letters you’ve
created, manage those letters, and create new letters, or you can open the Correspondence Templates
page to view any saved letter templates or create a new letter template. See Chapter 8 — Manage
Communications for details on managing letters and templates.

3 Letters
1 Correspondence Templates

Enter the Correspondence Center (=

My Correspondence Widget
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My Messages

The My Messages widget shows you the number of unread and read messages in your Inbox folder on the
Messages tab of your Communications Profile. See Chapter 8 — Manage Communications for details on

the Message Center.

11 Unread Messages

42 Read Messages

M ZX

Enter the Message Center (=]

My Messages Widget

My Recruitment Plan

The My Recruitment Plan widget summarizes your recruitment activities and includes the following links to
the corresponding tab in your Employer Portfolio. See Chapter 5— Manage Job Orders and Chapter 6 —
Manage Recruitment for details on these tabs.

e View and manage job orders — Click the Job Orders Created link to go to the Job Orders tab of
your Job Order Plan folder.

e View your Résumés Search History — Click the Résumés Viewed link to go to the Viewed
Résumeés tab of your Search History Profile folder.

e View and manage saved résumé search alerts — Click the Virtual Recruiter Saved Résumé Alerts
link to go to the Virtual Recruiter tab of your Recruitment Plan folder.

¥ My Recruitment Plan

7 lob Orders Created
Viewed by 197 Individuals

15 Résumes Viewed

1 Virtual Recruiter Saved Résumé
Alerts

View Your Recruitment Plan '9

My Recruitment Plan Widget
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Need Help or More Information

The Need Help or More Information widget is a quick way to go to the Assistance Center page for access to
many site support options, like Quick Reference Cards, Site Map, or how to contact site administrators,
and to go to the Learning Center page, where you can view various training videos on how to use the
system. For details, see the topics “Assistance Center” and “Learning Center” in Chapter 13 — Additional
Resources.

* Need help or more information

Assistance Center
Find the answers to your questions or issues,

Learning Center
Watch zelf paced training videos and tutorials.

Mote that help is available on most pages by
clicking the infarmation icon

Need Help or More Information Widget

Recruitment Services

The Recruitment Services widget offers two of the same links as the My Recruitment Plan widget—to the
Job Orders and Virtual Recruiter tabs—plus a link to the Candidate Résumé Search page, which has six
different ways to search for résumés. See Chapter 5 —Manage Job Orders and Chapter 6 — Manage
Recruitment for details on these tabs.

* Recruitment Services

Manage lobs

Select this option to add a
new, or change an existing,
Job listing you wish to
display online using our Job
Order System.

Candidate Search
Select this option to find and

e e &

review the Résumés of
candidates that have the
quahﬂcatmns you need.

Virtual Recruiter
Create a system candidate
search alert.

More Recruitment Servicss 0

Recruitment Services Widget
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Unemployment Services

This widget only applies to sites that have the GUS Unemployment module. The Unemployment Services
widget provides access to all links for managing activities on your Ul account. For more information, see

the GUS Employer Services User Guide.

w* Unemployment Services

Claimant Separation Form
The Statement of Potential
Charges and Separation
Beguest can be completad
and submitted here,

2l

View B Protest Employver

“ chargﬁ = piotics of Separation - The Statement of Separation Motice Alegng Disquabification - This should
You can see the most e! Fotenhal Charges and Separatadn Regquest can b complated for all employment separatsans that are not
recent benefit charges to b comphited and submitted here Lack of Weak.
your account. The charges sppegls - You can file an appeal of Protest Potentizl Benefit - Sebact this option to protest
will be arranged by determination you feel i incormedt, respond to a % potential benefit

reotice of Appeal reguest to have an appeal

employes,
Py withdrawm or reopaned, or view any appeal you
Separation Motice Alleging have filed or to which you to are a party.
Disqualification i:‘i Macs Loveff - Select this option to check Mass SIDES E-Response - Select this option for SIDES E-
This should be completed | W' &'s  Layoff Response
P =1 4 - P

for all employment
separations that are not
Lack of Work.

IMore Unemployment Senv +]

iew Past Emplover Charags - Select this option
to view & protest employer charges.

More Unemployment Services Link to Display Complete List of Available Services

Configuring Your Widgets

You can change how widgets display in the Widgets section of your dashboard so their information shows
up where you wantit. For example, if you want to see how many unread messages you have immediately
when you sign in, you can place the My Messages widget at the top of the page. Or, if you do not access
Education Services frequently, you can move the widget to the bottom, collapse it, or remove it altogether.
Your changes are saved immediately; they display anytime you return to the dashboard.

_~——THccess labor Markev.._

& Occupational Profile
Access labor market information
on occupations in a selected
area.

/@ Educational Profile
Access labor market information
on education programs in a
selected area.

More Labor Market Services &

on industries in a selected aras—

L Select thsOpe T
@ Virtual Recruiter programs approved for financial
Create 3 system candidate assistance through the Workforce
search alert. Innovation and Opportunity Act
More Recruitment Services &2 More Education Services &2

T

o5 you need.

=

Configure Dashboard Widgets

Configurability Link in Widgets Section of Dashboard
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P To collapse or expand an individual widget on the dashboard:

e C(Click the down arrow to the left of the widget's title to collapse it.
OR...

Click the right arrow to expand the collapsed widget.

P My Messages

w My Messages

5 Unread Messages

0 Read Messages

b 18

Enter the Message Center o

Collapse / Expand Control on a Widget
P To move a widget in the Widgets section:

e Click on the title bar and hold it (displaying the move cursor {&) to move the widget to another
location. You can ‘drag and drop’ any widget above or below, or to the left or right, of another
widget.

P To change the available widgets that display on your dashboard:

1 Scroll to the bottom of the Widgets section of the dashboard and click the Configure Dashboard
Widgets link to open the Configure Dashboard Widgets page (see figure below).

Note: The specific widgets listed may vary, depending on your site configuration.

Dashboard Widgets Available

Check All | Uncheck All

[ Education Services [¥] My Recruitment Plan
| Labor Market Services [ Need help or more information

W] Latest News and Announcements
{May not appear if news or announcements have not been posted recently.)

[ Recruitment Services

[ My Calendar W] Services Preview
[¥] My Correspondence [ surveys
[ My Messages

Configure Dashboard Widgets Page — Dashboard Widgets Available Section

2 Inthe Dashboard Widgets Available section, check or uncheck boxes for the widgets you want
displayed on the dashboard.

Note: Grayed-out boxes denote widgets that have been locked down by the site administrator
and cannot be changed (see Labor Market Services in figure above).
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3 Click the Save button at the bottom of the page. The dashboard redisplays with your changes
made in the Widgets section.

Note: You mustsave any changes you make to the checked or unchecked dashboard widgets in
the top section of the page first, and then return to the dashboard page, before those
changes to the available widgets will display in the three columns for changing the
widget positions by keyboard, as described below.

P To change widget positions on your dashboard using the keyboard:

1 Scroll to the bottom of the Widgets section of the dashboard and click the Configure Dashboard
Widgets link to open the Configure Dashboard Widgets page.

2 Scroll down to the Dashboard Widget Position Layout (by Keyboard) section (see figure below).

Dashboard Widget Position Layout (by Keyboard)

Widget Column 1 Widget Column 2 Widget Column 3
My Recruitment Plan My Calendar My Messages
My Correspondence Recruitment Services Need help or more information
Labor Market Services Education Services

Latest News and Announcements

Move Focus to Widget Columns: Transfer:

Alt+o moves focus to first widget column. Ctrl + Right Arrow transfers the selected item/s to the
Alt+s moves focus to second widget column, next widget column.

Alt+t moves focus to third widget column. Ctrl + Left Arrow transfers the selected itemys to the

previous widget column.
Arrow Navigation / Selection:

Down Arrow / Up Arrow keys select next/previous Reorder:
widget. Ctrl + Shift + Up Arrow recrders upwards.
Shift + Arrow Keys selects multiple widgets. Ctrl + Shift + Down Arrow reorders downwards.
Ctrl + Space adds or removes the currently active item
o or fram the selection.
Save Cancel

Configure Dashboard Widgets Page — Dashboard Widget Position Layout (by Keyboard) Section

3 Use the keyboard controls identified in the blue text instructions on the page to select and move
widgets up or down in a column, or to move them to the next or previous widget column.

4 When all widgets are arranged in the columns as desired, click Save. The dashboard redisplays
with the selected widget positions changed in the Widgets section of your dashboard.
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Directory of Services

The Directory of Services page is an alternate way to see all the system features and menu options from a
full page, rather than selecting them from the left navigation menu (see figure below).

P To access the Directory of Services page:

Close X
O Guest Services, Inc. [ Sign Out

Search menu...

From the My Employer Workspace group in the left navigation menu, click Directory of Services
OR...

Click the Directory of Services tab at the top of the My Employer Dashboard page.

The Directory of Services page displays with the Services for Employers menu group expanded (see
figure below).

My Eployer Dashboand Dwrechony of Servioe g W IS0 HiEE You

> Quick Menu
My Employer Workapace

hay Employer Dashboard

B Services for Employers

Directory of Services OUlment Seriines Education Services
How We Can Help You et job openings, find qualified candidates, and Find a suitable training or educational program, as well as

awide vaniety of information designed to help information on training providers and schools.

suoceed,
Labor Market Services Staff Provided Senvices
Access information about laber market trends Learn about what services are available 1o you when you
statistics, and economic and demographic data. miake a3 visit to your local One Stop Career Center.
More Resources

Find more information about statistics, college and
unmversity career centers, and state and local partners.

Reports

Other Services

Directory of Services Menu Option and Page

On this page, each menu group is shown as a bar. You can expand each bar by clicking on it to see
descriptions of the menu options, with links to access that area of the system.

If a link opens a sub-menu page with additional options, such as Education Services or Recruitment
Services, that menu page will have a Return to Directory of Services button at the bottom of it.
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How We Can Help You

The How We Can Help You page has a collection of tabs and, in some cases, sub-links to allow you to
quickly access helpful, frequently used features.

P To access the How We Can help You page:

e Click a title link on an image in the Services Preview section of the dashboard to go to a
corresponding tab on the How We Can Help You page.
OR...

e Click the How We Can Help You tab at the top of the dashboard. The Post a Job tab is active
(see figure below).
OR...

e From the My Employer Workspace group in the left navigation menu, click How We Can Help
You, and then click a sub-option to go to a specific tab on the How We Can Help You page.

Wy Employer Dashboard Directory of Services How We Can Help You
Recrurt Talerlt hiaﬁft hl‘ark:Et

Supercharge your recruitment efforts by listing your job online at no cost to you. The job bank works

Post a Job

just like other job banks or like a classified ad in the newspaper, where applicants who are interested
in your position may contact you directly. Search through thousands of résumés for potential
candidates.

One of the biggest benefits about posting your employment opportunity with us is exposure to
potential applicants.

“ For help click the information icon.

Show All Jobs Filter Criteria

0 Records Found

SEARCH CRITERIAzinternal jobs only and Complete jobs

Add New Job Order

Show all jobs (including_inactive and expired)

How We Can Help You Page — Post a Job Tab

Each How We Can Help You tab displays a summary of your account activity related to the specific service
area. From here, you can link to the corresponding area in the system or begin a new task, as described in
the table below.
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LEL N ETNE Key Features

Post alob View or edit your existing job orders, review applicants for a job, or add a new job
order.

Recruit Talent (Must have at least one active job order to access this tab.) View potential candidates
by your available job orders or by saved skill sets, or begin a new candidate search
using more candidate search options.

Analyze the Labor Read about labor market features for an occupation, access a FAQ page, and begin

Market researching area markets, occupations, and industries.

Training View Relevant Training Courses in Your Area for job orders or occupations you select,
as well as view free online courses and sources of financial aid in your area.

Analyze the Job Market | See the salary and job requirements in your job orders as compared to the
competition. View interactive color-coded maps showing potential candidates for a
particular job order or occupation.

Other Services Find out about additional resources, such as the Assistance Center feature.

Employer Resources

The Employer Resources sub-menu in the Quick Menu group is a collection of frequently accessed features
in the system that you will use as an employer, such as managing your messages, appointments and
events, and managing your system display preferences. These options are also accessible from multiple
places within the system.

P To access Employer Resources options:
1 From the Quick Menu group in the left navigation menu, click Employer Resources.

2 Select the desired option from the Employer Resources sub-menu menu (see figure below).

Close X

B Guest Semvices, Inc G Sign Out

Search menu., Q= |
+ Quick Menu &

Employer Resources
Employer Messages

Mianage Jobs

Candidate Search
Employer Appointments

Emploner

“

Employer Job Crder Templates
Aceount In atian 2

_ = g Empioyer Preferences
Employer Portfolio b

Upcoming Events

Employer Resources Options from Quick Menu Group
Each of the Employer Resources options are briefly described below.

e Employer Messages — Opens the Messages tab of your Communications Profile, from which you
can send and receive internal messages with staff and job seekers. See the topic “Message
Center” in Chapter 8 — Manage Communications for details.

e Employer Appointments — Opens your Appointment Calendar. This lets you view and manage
appointments you have with one-stop staff, or keep track of other appointments you make,
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including changing your status for the appointments. See the topic “Appointment Calendar” in
Chapter 9 — Manage Appointments for details.

Employer Job Order Templates — Opens the Job Order Templates tab of your Job Order Plan,
where you can create and manage templates for creating job orders, and if your employer
account has been set up for it, you can mass import job order templates. See the topic
“Creating a Job Order Template” in Chapter 5 — Manage Job Orders for details.

Employer Preferences — Opens the Display Preferences window, where you can change your
settings for page theme and language, and configure your left navigation menus. See the
description for “Page Preferences” under the “Footer Bar Options” topic in Chapter 1 — System
Overview, Access, Registration.

Upcoming Events — Opens the Events Calendar filtered to display upcoming events in your area
that you may be able to register for, as well as any events you are already registered for, such as
workshops or job fairs. You can click on an event in the calendar to view the event’s details,
register for it, or change your status for an event for which you are already registered. See the
topic “Events Calendar” in Chapter 9 — Manage Appointments for details on the Events Calendar
page, including filtering options, event details, and options to download to external calendars.
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Chapter Contents
ACCOUNT MaANAZEMENT OVEIVIEW ...ciiiiiieieiiiiiiitiirere et et e et et e e e e e e e s e s e se bbbt et e aaaaeaeetetaeaaeaesesessssssesnsssssssrnranaeaeerans 3-1
GeNEral INFOrMatioN Tab.. .. c.uii i e e e et e st e e e beeeessteeseaseeesnseeeenteeensseeesnsananns 3-3
Updating Your Account INfOrmMation ........coouieiioiiiiiieie ettt st 3-3
Changing Your User Name OF PASSWOIT......ccccuieeiiieieiiiesieeeesieeeseeeesteeeeseseeseneeeessseeessseeessseessssessssesesnsens 3-4
Creating a CompPany Profile ... ..t st e e st e e et e e s aae e e sn e e e e areeeeneeas 3-6
[WeTor Y dTe s I F- | « FS PO PP SOURRRRROE 3-8
AddiNG @ NEW LOCATION ..eeiiuiiieciiie ettt ettt e et e e e st e e e e tte e e e taeeebbe e e staeesaseaeantaeessseeeassaeesnteeennses 39
CONTACES/USEIS TAD ..eiiviiiireeiee it eetee ettt et ete et e et e et e e beeebeeeaveesteeeateeeteeeaseenbeesaseenseesaseessessssentesenseentessaseenseesares 3-11
AdAING @ NEW CONTACE/USEN ..o.viruiieiiiieiesiesieieieie et teeeet et st stestessestessessessensenseneeneeseeseesessessessessesessessensn 3-12
F Yool 10T LA ¥ [y oL a o T TV I | o S 3-17
DOCUMENTS TAD ittt ettt e ettt e e sttt e st e e e b be e s e abaeesabaeesabbeeeaabeeesasteesbbeesnnbeesnasaeesbaeanas 3-18
(U] o]l F=Ye [T a¥=4 T Lo Yol Ul a o =T o} A USRI 3-19
SCANNING @ DOCUMEBNT ... e e e re e e e e e eaeeeeaaaeeeesesasas s ansabssraeaaareaeeeaeaaeaeeeeeesns 3-20
Yo=Y} A IF- o TSR 3-22

Account Management Overview

You can access and maintain your employer account information from the tabs in your Corporate Profile
folder. Account information includes your company name and primary address, locations, contacts, users
and their privileges, company profile, special characteristics (e.g., veteran or disability friendly), benefits,
account statistics, uploaded documents, and any associated agent relationships, if applicable. You can
access these tabs from multiple places on the left navigation menu and your Employer Dashboard (see
figure below).
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ik orraior. Wiiome @ Acwmitiny By Daiboard (9 5gn Cus s Services for inciickests KB Savicm for Employers

Welcome to My Employer Workspace
Thes page ininoduces you ta leabures available = the system. lets ke
suggesticns to you. Please make 3 selection from the items below.

[ oo [T

b PFinned Links
b [Services Previee

- Widgeis

vy

Search menu... Q=
H [ Emnplover Profiles B
 Quick Menu B Comomts Profils

Manage Jobs Ganerpl Jofermaten

Loations
Candidate Search Contacts/Users

Ascoint SUmmBary
Employer Resources > rcumants

Agents

IF — Caarch Hiziory Brofoe

Empheyer Portfolio B Commanications Frofile

ContacteLbsers

Search menu...

~ Quick Menu
Manage Jobs

"I e Profile
Search're tory Profile

Candidate Search

Employer Resources ommunicaticns Profile

Account Information
~  Human Resource Plan

Job Order Plan

Recruitment Plan

Viewe your Profile and Contact Infermation.

I Uninad Mesages

| Emalover Portfalic |

Accourt. Summary Rotuments #aunts

Enchaln click, the mformation icon next to each section

Corporate Profile Tabs and Three Ways to Access Them

P To access your Corporate Profile tabs:

e From the top of the My Employer Dashboard page, click the View your Profile and Contact
Information link. The General Information tab displays (see figure above).

OR...

e From the Quick Menu group of the left navigation menu, click Account Information. The

General Information tab displays (see figure above).
OR...

e From the Quick Menu group of the left navigation menu, click Employer Portfolio » Corporate
Profile. The General Information tab displays (see figure above).

Each of the tabs is described in the following sections.
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General Information Tab

You provide the information on your General Information tab when you register your new account, and
may update it at any time. This information includes employer identification, primary location and mailing
address, primary contact, company facts and profile write-up, special characteristics, and benefits.

‘General Information

» Indicates required fields.

Locations

Employer Identification

Contacls/Users

Account Summary Documents Agents

For help dick the information icon next to each section.

Registration Date: 11/19/2012 1:15:14 PM

H For help click the information icon.

*Company Name: | Dassing Accounting Inc.

Company Name as registered with the State of Florida

“Trade Name / Doing
Business As:

trade dassing

Primary Location Information

" Street Address 1: 123 Main Street

Street Address 2: apartment 12

Street Address 3:

Il

" City: Clearwater
“ State Florida
* County/Borough/Parish: | 500 County b
Country: ‘ United States ki |
*2ipcode:

ﬂ For help click the information icon.

Update Links on General Information Tab

The following topics describe some of the key changes you can make to your account information on the

General Information tab.

Updating Your Account Information

If you have the privileges to do so, you may update the information in each section of the General
Information tab. If you do not have privileges to edit a particular section, the fields will be display-only,
and if you need editing access, you should consult with the Primary Contact designated for the account or

contact staff at your local one-stop office.

P To update your account information:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General

Information tab displays.

2 Ineach section, make the desired changes and click the Update link at the bottom of the section

(see figure above).
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3 Inthe Primary Location Information section, if you need to change more than just the physical
address information displayed on screen, click the Edit Location link (see figure above). This opens
the Edit Location page, where you can change the physical address, mailing address, primary
contact information, company website URL, assigned contact person, and business operations
performed at the location. See the topic “Adding a New Location” for details.

4 If you need to make changes to other sections on the General Information tab and you have the
designated privileges, you will be able to edit each section and click the Update link. As some
changes affect your system identification, the system will acknowledge your request is being
processed. To ensure all updates have been recorded, scroll to the bottom of the page and click

the Save button.

Changing Your User Name or Password

All users with Sign-In privileges can update their own Sign In information, including user name, password,
security question/answer, and preferred notification method.

P To change your sign in information:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Scroll down to the Contact Information section and click the Edit Profile link at the bottom of that
section (see figure below).

Contact Information

£ iy

Applhi. -l
&g

(http://www.companywebsite.com)

Change P; d: Click here to change password

Edit Profile Link on General Information Tab

The Sign In Information tab of the Edit Contact page displays, with links to change your user name
or password (see figure below).
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Contact Contact Sign in User Other
Informafion Designaficns Information Privileges Informatien

Sign In Information

| Give this contact the ability to Sign in.

Contact: John Dassing

Enter User Mame (3 - 20 characters, and
must include characters, letters or
numbers. Allowable characters are + @ . _

Change password

| What is your mather’s maiden name? .

Password:

" Security Question:

“ Security Question
Response:

smith Use Letters 2nd numbsrs. Special char

Preferred Notification Method

Please select a method in which you Internal Message - |
prefer to receive your notifi 5
Save Cancel MNext >>

Links to Change User Name and Password on Sign In Information Tab

P To change your user name:

1 OntheSign In Information tab, click the Change User Name link. An additional New User Name

field displays.

2 Enter a new user name and click the Save button. The General Information tab redisplays.

P To change your password:

1 OntheSign In Information tab, click the Change password link. A Change Password pop-up

window displays (see figure below).

Change password for G SIEMPEMD

“ New Password: |

Enter Password (2 - 16 characters, and

must include at least one uppercase letter,
one lowercase letter, one number and one
specizl character. Allowable characters are

F@FWRANLT_4)

* Confirm New Password: | |

* Current Password: | |

Update Password Cancel

Changing Your Password

VOS Employer Services User Guide 3-5

VOS Sapphire 09/2021



-

\ Geographic
\v Solgtigns“’

geographicsolutions.com

Manage Your Account

2 Enter a New Password, reenter to confirm, and then enter your Current Password.

3 Click the Update Password button. The system will save your new password and indicate that the
request was successful.

4 Click the Close button to return to the previous page.

Creating a Company Profile

Employers have the option to create a Company Profile, which can include a corporate statement, a fully
formatted narrative, and uploaded images. The profile will become part of your Employer Summary,
which displays above each Job Order.

P To create a company profile:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

Scroll down to the Company Profile section and enter a narrative description of your company in
the textbox. Click the Update link when finished to save the text (see figure below).

The description can include a mission or vision statement or a summary of your major products
and services. Use the formatting tools to help improve the appearance.

Company Profile

Enter a profile of your company for job seskers to view including a surmmary of your major products and services.

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved
BI UL |z ss|z=/Z 0@ @
Heading2 = | Font - | 18 - | A-| B | - @ | o9

We strive to develop innovative software to improve the efficiency and effectiveness of
workforce development organizations throughout the United States.

body hZ span

[ Clear Text | Remove All Formatting ]

[Update ]

Employer Summary Profile

Here is a link for the Employer Summary page that you can add to your website:

| https://tinyurl.com/yBcmwpts |

dlick link to copy

| View Employer Summary Profile | Upload Images for Employer Summary Profile |

Company Profile and Employer Summary Profile Sections

3 To preview the Employer Summary page, click the View Employer Summary Profile link in the
Employer Summary Profile section below the Company Profile text box.

4 To include company logo or branding images to display on your Employer Summary page or at the
top of your Job Order pages:
VOS Employer Services User Guide 3-6
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In the Employer Summary Profile section, click the Upload Images for Employer Summary

Profile link (see figure above).

In either the Employer Summary Page Image or Job Order Summary Image section, click the

Select File button (or similarly named button in different browsers).

Find and open

the desired image file, and then click the Upload button. The selected image

displays in an Image Preview box (see figure below).

Employer Summary Page Image

Please click the Select File button to select your image and then Upload to add to our system.

Image Preview

»

Job Order Summary Image

Geographic ...
Solutions’ .

geographicsolutions.com

Please click the Select File button to select your image and then Upload to add te our system.

Uploading Images for Employer Summary Profile

d. Repeat this process for either the Employer Summary Page or the Job Order Summary of

your Company

Profile.

5 Click the Return to Previous Page button after uploading the images.

6 To review your company profile as it will display with the uploaded image, you can again click the
View Employer Summary Profile link.

7 When finished enteri

Geographic
Solutions’

geographicsolutions.com

Ny

Inc.
PALM HARBOR, FL 34683
hittp://vnwtoro.com

Industry Title (NAICS):
446110 - Pharmacies and Drug Stores

No. of Employees (Company Size):
10-19

Type of Employer:
Private Sector

Company Profile :
We strive to develop innovative software to improve the efficiency and effectiveness of workforce development
organizations throughout the United States.

Available Job Orders:
Click the job title below to see a summary of the job order
To o1t on any column, elick a column title.

Last Modified date Job Title

L=

Winter Park FL

Salary

10574237 7/19/2021 accountant IV 5253010

$40.50 per Hour

10574207 7/14/2021 Accountant Winter Park FL $1265t0

525,53 per Hour

cook hasis =210

Sample Emp/oyer Summary Profile Page

ing or modifying the text or images, scroll down and click the Save button.
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Locations Tab

The Locations tab lets you manage your company’s physical worksites. Your primary worksite location and
primary contact person were established during account registration. You can add as many additional
locations as needed, and each must have an associated contact, because when you create job orders, each
listing must be linked to a specific location and contact.

General Information Contacts/Users Account Summary Agents

“ For help click the information icon.

® Show All Worksite Filter Criteria

To sort on any column, click a column title.

I =R R

GS INTERNATIONAL DISTRIBUTORS, INC. 840 111TH AVENUE NORTH SUITE 14 Active Contacts Edit Location
{Recruiting) Naples, FL 34108 Serrano (Primary Contact)
(Primary Location) View Contacts
Inactive Contacts
None Listed Inactivate
G5 Intemational Distributors, Inc. 840 111th Avenue N. Active Contacts Edit Location
{Recruiting) Suite 17 Serrano
Maples, FL 34108 Wiew Contacts
Inactive Contacts
MNane Listed Inactivate
GS Intemnational Distributors, Inc. 840 111th Avenue, North, Suite 14 Active Contacts Edit Location
{Recruiting) Naples, FL 34108 Gonzalez

view Contacts
Inactive Contacts

None Listed Inactivate

Add Location Add Location and Contact

Locations Tab
P To access the Locations tab:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Locations tab. All existing locations are listed in a table, with the primary location listed
first (see figure above).

3 From this tab, you can perform the following actions:

= Edit location Information — Click the Edit Location link in the Action column for the desired
location. This opens the Edit Location page, where you can change the physical address,
mailing address, phone number and email, company website URL, assigned contact person,
and business operations performed at the location.

= View contacts for a location — Click the View Contacts link in the Action column for the
desired location. This displays the Contacts/Users tab filtered to the location you select.

= |nactivate a location — Click the Inactivate link in the Action column for the desired location.
To see inactivated locations, you must change the filter criteria. To reactivate a site, click
the Activate link.
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Note: You can only inactivate a location that has no contacts associated with it. If you
want to inactivate the primary location, you must first select another location to be
the primary location.

= Add a new location — Click the Add Location button below the table. See the topic “Adding
a New Location” below for details.

Note: Since you must designate a contact person when you create a new location, the
system also allows you to add a contact as part of adding an employer location.
Click the Add Location and Contact button to combine the steps.

Adding a New Location

To save a new location, your account must already have one or more contacts to choose from to associate
with the new location. If you don’t already have a contact for the location you want to add, use the Add
Location and Contact button instead of Add Location.

P To add a new location to your employer account:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Locations tab. Existing locations display in a table, which you can filter after clicking the
Show All Worksite Filter Criteria link.

3 Click the Add Location button below the table. The Edit Location page displays (see figure below).

Location
*Loocation Mama: I Mailing Address . S =
- Location Designation(s})
"B Cade; s cliek 3 enlumn title
] checkinere if hading address is ihe same & the sdgre 10 S2r AN any £alumn, clicx 2 column Hve.
Primary Location Information * Maifing Address 1: e
“ Street Address 1: b
Mailing Address 2: Call/Data Center
Street Address 2
Malling Addreis 3: Cosporate Office or Head Office
Street Address 3:
" Mailing City: Employee Relatrons/Human Resource
* City:
* Malling State: : = Home Cffice
" State: G
| el e * Maifing Courttry: i T IT & Communcitons
couwmmuwpmm:; r selected | * Maifing Tip " Manufatturing
" Country: Other
* Zip code: ‘Location Contact Information Professional Employer Organization
* Phone: T '_ I '_ To saut an sy columin, dick & column tiths Retail
Secondary location
Fax:
: Sub-Contractor
Ermail: @ Brgrn sales
Traning/Education
&g pink123@scl.com
T 2 Roeardy F~ " H
Company Wab 5ite: hitps:/dassing com . Warehouse
&g http ww iomparmpvebsite.com
Company Job [ ;Irq\_ﬂm_?'m "Select the employer type functionality  [¥] Fecruiting

Application Web Site: fior this location:

® Inchustry Tithe (NAICSE:  Search “or Ingusiry
Save Cancel

Edit Location Page
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Enter a Location Name to easily identify it (e.g., Home Office or Warehouse).

Enter the location Zip Code. This will populate the City, State, County, and Country fields.
Complete the remaining address, phone, email, and website information fields, as desired.
Search for and select the appropriate Industry Title (NAICS) code for the location.

Complete the required Mailing Address fields.

© oo N o a »

In the Location Contact Information section, check the boxes to select one or more existing
contacts to be associated with this location (see figure above).

10 Inthe Location Designation(s) section, to select applicable business functions that take place at
this location, check the corresponding boxes.

11 If the checked Employer type functionality for this location box at the bottom of the page does
not apply, uncheck the box.

12 Click Save. The Locations tab redisplays with the new addition (which may be on a different page
of the table).

P To change the primary location status:

1 Click the Edit Location link in the Action column in the Locations table for the desired location.

Location

Primary Location:

*Location Name: | Dassing Accounting Inc |

" Zip Code: | 33761 |

99999 or 99999-9999

Primary Location Status Link on Edit Location Page

2 Onthe Edit Location page, click the link at the top of the page that indicates primary location
status, This is the primary location or This is not the primary location (see figure above). A pop-up
window opens with a list of locations to choose from (see figure below).

Primary Location

B I e e |

clearwater Clearwater, FL
= Dassing Accounting = Clearwater, FL
Inc
Home Office PALM HARBOR, FL
miami Miami, FL
Palm Harbor Palm Harbor, FL
Warehouse
12 Next
Save Cancel

Primary Location Selection
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3 Thecurrent primary location is bolded. Click a radio button to select another location to be the
primary location, and click Save to record your change and close the window.

4 Click Cancel to leave the Edit Location page and see your change on the Locations tab.

Contacts/Users Tab

The Contacts/Users tab lets you manage information about your worksite contacts and account users.
Your primary contact and primary location were established during account registration, and you can add
as many additional contacts as needed. Having one or more contacts on record is crucial to job order
creation because you must associate each job order to a specific worksite location and contact person. A
user is a special designation as someone who can access their account on this system with sign-in

credentials.
General Information Locations Contacts/Users Account Summary Documents Agenis

H For help click the information icon.

[ Show All Filter Criteria

To sort on any column, click a column title

John Dassing winter park location Cpa (727) 555-1515 Yes
{Primary Contact)
(Recruiting) Delete
Last Successful Login: 8/23/2021 3:10:34 P
Inactivate
Joe Brown Dassing Accounting Inc sales (888) 288-8888 Yes Edit
(Recruiting)
Last Successful Login: 8/20/2021 10:58:00 AM Delete
Inactivate

Add Contact Add Contact and Location

Contacts/Users Tab
P To access the Contacts/Users tab:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Contacts/Users tab. All existing contacts are listed in a table, with the primary contact
listed first (see figure above).

3 From this tab, you can perform the following actions:

= Edit contact Information — Click the contact’s name link or the Edit link for the desired
contact. This opens the Edit Contact page, where you can edit details for the contact.

Note: If you are the primary contact, or another contact with full privileges, you may
access the account of any contact/user for your account and edit their information,
including Contact Information, Status (Active/Inactive), Associated Locations, Sign in
Information, and User Privileges. However, user privileges cannot be changed for
the designated primary contact.
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Delete a contact — Click the Delete link in the Action column for the desired contact. If the
contact is associated with active job orders, you will receive an alert that they cannot be
deleted in that state. A warning message displays about deleting a contact; to continue with
the deletion, click OK to confirm.

Inactivate a contact — Click the Inactivate link in the Action column for the desired contact.
If the contact is associated with active job orders, you will receive an alert that they cannot
be inactivated in that state. To see inactivated contacts, you must change the filter criteria.
To reactivate a contact, click the Activate link.

Add a new contact — Click the Add Contact button below the table. See the topic “Adding a
New Contact/User” below for details.

Note: Since you must designate a location when you create a new contact, the system also
allows you to add a location as part of adding a contact. Click the Add Contact and
Location button to combine the steps.

Adding a New Contact/User

To save a new contact, your account must already have one or more locations to choose from to associate
with the new contact. If you don’t already have a location for the contact you want to add, use the Add
Contact and Location button instead of Add Contact.

P To add a new contact/user to your employer account:

1

From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

Click the Contacts/Users tab. Existing contacts display in a table, which you can filter after clicking
the filter criteria link.

Click the Add Contact button below the table. The Edit Contact page displays (see figure below).

Contact Contact Sign In User Other
Information Designations Information Privileges Infermafion

Contact Information

“ First Name: I:l
Middle Initial: I:I
* Job Title: |:|

“ Phone: | |_ | | | |Ext: ‘ |
O O
Alternate Phone: | |, | | | |Ext: ‘ |

Text Message Cell I:I I:I I:I

Phone:
For receiving virtual recruiter job alerts

* Email Address: | |

* Confirm Email Address: | |

“ Status: @ active O Inactive

Edit Contact Page — Contact Information Section
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4 Complete all required fields in the Contact Information section.

5 Toassociate the contact with an existing location, in the Associated Location(s) section, select one
or more corresponding checkboxes in the Associated Location(s) column. By default, the contact

will be associated with the primary location (see figure below).

6 Click a radio button to designate the contact’s Default Location.

Associated Location{;lm_

Please select one or more location(s) from the list below to

associate the contact with the location(s). Also select a default
location for the current contact (all contacts must be associated to
at least one worksite and they must have a default location assigned)

To sort on any column, click a column title.

Address

Dassing Accounting Inc 123 Main Street
Clearwater, FL 33761

winter park location 123 Main
Winter Park, FL 32789

clearwater 123 main
Clearwater, FL 33761

miami 123 Main
Miami, FL 23168

Palm Harbor Warehouse 905 12 st
Palm Harbor, FL 34683-4036

Home Office 1001 OMAHA CIR
PALM HARBOR, FL 34683

Cancel Next > >

Edit Contact Page — Associated Location(s) Section

7 Click Next to proceed to the Contact Designations tab (see figure below).
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Contact Contact Sign In User Other
Information Designations Information Privileges Information

Contact Designations

To sort on any column, click a column title.

Benefits
[0 | Employee Relations/Human Resources
[ IT & Communications
O | Office Manager
Officer
O | Other
[ Cwner
Partner
Payroll/Taxes
Power of Attorney
Sales
O | Sub-Contractor
Training/Education

O | Unemployment Tax

Edit Contact Page — Contact Designations Tab

8 Inthe Contact Designations section, to select applicable business functions that this contact
performs, check the corresponding boxes.

9 Click Next to proceed to the Sign In Information tab (see figure below).

10 If this contact will not be a user of this system, leave this tab blank and click the Finish button to
save the contact and return to the Contacts/Users tab.

Note: If this contact will be performing system tasks on behalf of the employer, such as
creating job orders, searching for candidates, or editing contact and worksite
information, they must be able to sign in to the system. In most situations, it is
preferable to give contacts their own ability to sign in; however, this may not be true if
you added the contact solely for informational purposes (e.g., to display the name and
contact information of your recruitment officer on job postings).

11 To designate this contact a system user, check the Give this contact the ability to Sign in checkbox
at the top of the page. The page refreshes with all the credential fields enabled (see figure below).
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Contact Contact Sign In User
Information Designations Information Privileges

Sign In Information

Other
Informaticn

[ Give this contact the ability to Sign in.

Contact: Susan Bair

Enter User Name (3 - 20 characters, and
must include characters, letters or
numbers, Allowable characters are + @ . _

“New Password: I:l Enter Password (& - 16 characters, and

must include at least one uppercase letter,
one lowercase letter, one number and one
special character. Allowable characters are
E@ERNLT_+)

* Security Question:

| What is your mother's maiden name? -

Response:

Preferred Notification Method

Please select a method in which you | Nane Selected -
prefer to receive your notifications:

<< Back Next >>

Edit Contact Page — Sign In Information Tab

12 Complete all required sign-in credential fields, following the rules stated in blue text on screen.

13 Select their Preferred Notification Method, and then click Next to proceed to the User Privileges

tab (see figure below).

14 To identify specific areas in the system that the user may access, as well as specific tasks they may
perform, check all applicable boxes. For example, you may grant the user permission to create

and edit job orders, but not to delete them.
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Cortscd {onladd
Infarmaton Desagnasong

User Privileges

[ Sesect o ¢ Un-Select A0
Comtact: Susan Bair

Basic Contact Privileges

User Privileges for Corporate Information
[ Ecit Genesal information

User Privileges for Locations

[] asd and Edit Locations

User Privileges for Locations Assaciated wit
D Edit Locations

[0 activate and inactivaie Locations

User Privileges for Locations NOT Associate
[ edit Lacations

[ Activate and inactivate Locations

User Privileges for Contacts at the Lecation
[ acd and Edit Contacts

[ Edis cortacts

E] Activate and Inactivale Contacts

Uzer Privileges for Contacts 2t the Le<ation
[ Add and Edit Contacts

[ Eedit cornacts
[ Activate and inactivate Contacts

User Privileges for Messages
[ view Messages

Diifer
Information

Recruiting Privileges
User Privileges for Job Orders at the Location(s) Associated with thiz User
[ create jeb Crders

O edit lob Orders

[ Deleta job Orders

O copy Job Orders

[ change Job Order Status

D View Job Apphcant Details

[ =dit Job Applicant Detasks

User Privileges for Job Orders at the Location(s) MOT Associated with this User
O create sob rders

[ Edit ok Orcers

[ pelete job rders

O copy Job Crders

O change Job Order Status

O view job applicant Details

[ edit job Applicant Detais

User Privileges for Candidate Searches
[ search for Candidate Resumes

D Save Candidate Searches (Virtual Recruiter)
Usar Privileges for Viewing Reports

[ view EEQ/VEVRAA report

Usar Privileges for Recruiting Messages
[ Recruiting Messages

Agent Administration Privileges
Usar Privileges for Agent services
D Approve Agent relationship and privileges

* Salect the emplayer type
functionality this contact  [#1 Fedruiting
will be using

<<Back | | Finish

Edit Contact Page — User Privileges Tab
15 Click the Finish button to save this user account in the system.
P To change the primary contact status:

1 Click the Edit link in the Action column in the Contacts/User table for the desired contact.

Contact Name Primary Contact | Secondary Contact
John Dassing (Primary Contact) - O
Susan Bair O O
Joe Brown O e
Save Cancel

Primary Location Selection

2 Onthe Contact Information tab of the Edit Contact page, click the link at the top of the page that
indicates primary contact status, This is the primary contact or This is not a primary or secondary
contact (see figure above). A page opens with a list of contacts to choose from (see figure below).
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3 Thecurrent primary contactis bolded. Click a radio button to select another contact to be the
primary.

4 If desired, click a radio button to designate a contact as secondary.

5 Click Save to record your change and see your change on the Contacts/Users tab.

Account Summary Tab

The Account Summary tab lists statistics for the key item activities of your employer account, including
numbers of items like company contacts, locations, job orders, viewed résumés, and job applicants. Each
number is a link so you can view details and manage items in that area of the system (see figure below).

General Infermation Locations Contacts/Users Account Summary Documents

Employer Information
Dassing Accounting Inc.

123 Main Street

apartment 12

Clearwater, FL 33761

(727) 555-1515

Jehn Dassing (Primary Contact)

Contacts:

Users (Sign in Capable):
Locations:

Job Orders:

Job Applicants:

Viewed Résumés:
Favarite Candidates:
Virtual Recruiters:

Templates:

B Employer Summary Statistics

Current Statistics (click link to view item):

2 Active 1 Inactive

2 Active 1 Inactive

5 Active 0 Inactive

28 Active 110 Inactive
14 Active 10 Inactive
48 Résumés

16 Candidates

0 Active 1 Inactive

0 Correspondence, 3 Interview Questions, 3 Skill Sets

Account Summary Tab

P To access the Account Summary tab:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Account Summary tab. The tab shows the total count of the following items:

Contacts (Active and Inactive)

Users (Sign-in Capable) (Active and Inactive)

Locations (Active and Inactive)

Job Orders (Active and Inactive)

Job Applicants (Active and Inactive)

Viewed Résumés
Favorite Candidates

Virtual Recruiters (Active and Inactive)

Templates (Correspondence, Interview Questions, Skill Sets)

3 Click on a number link to go to the tab for that item.
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Documents Tab

For systems with the optional Document Management module, the Documents tab lets you upload, view,
and manage documents you have uploaded into the system, and for systems with the optional Document
Imaging module, you can also scan documents directly into the system.

Common type of documents that employers upload are Power of Attorney for an agent-employer
relationship, or any other authorization, business, or agreement documents. Employers who provide
Unemployment Insurance benefits through the GUS Unemployment module may have many other types
of documents they are required to maintain in the system, as well.

Note: This tab only displays if your site has the optional Document Management module.

General Information Locafions Contacts/Users Account Summary Agents

B Show Filter Options (Showing_all records)

Click & column title to sort.

SSA_Agreement.pdf Dassing Employment 8/25/2021 ViewDelete
Accounting Inc. Recards Mats
Data

POA_Dass.pdf POA, power of | Dassing Power of 8/25/2021 ViewDelete
attorney Accounting Inc. Attorney Jiats

Data

# 4 Page El of1 ¢ W Rows S

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers. These spaces
will be replaced with _ when saving the document in our system.

Upload a Document Scan a Document

Documents Tab
P To access the Documents tab:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Documents tab.
3 From this tab, you can perform the following actions:

= View a document — Click the View link in the Action column to see the actual documentin
an “image viewer” window. You must enter your system password to be able to see the
document.

= Delete a document — Click the Delete link in the Action column, then click OK to confirm.
You must enter your system password to be able to delete the document.
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= View document meta data — Click the Meta Data link in the Action column to see all the
information about the document, including document type and tags, date and time it was
uploaded, and edit date and time, if applicable. You must enter your system password to be
able to see meta data.

=  Upload a document — Click the Upload a Document button. See the topic “Uploading a
Document” below for details.

= Scan a document — (only for systems with Document Imaging module) Click the Scan a
Document button. You must have a scanner connected to your computer to complete this
operation. See the topic “Scanning a Document” for details.

Uploading a Document
» To upload a document:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Documents tab. Any previously added documents are displayed (see figure above).
3 Click the Upload a Document button below the table. The Upload Document page displays (see

figure below).

Document Information

Dacument Bower of Attomey = _.ﬂ;altcaticmjs;
iption: icles of Incor ion/By Law:

Description Articles of Incorporation/By Laws
Attendance Records

* Document Tags: Do not enter Personal Identifiable information : o
Business Financial Records

Keywords that will  (P1l) into this field .

b inclaxad with oy 1 Court documentation

= e POA, power of attormey - 3
this attachment. : “, Decrze of court

" Employer Signature Date on Power
of Attorney:

Start date on Power of Attarney: | i
*End date on Power of Attorney:

Agent name on Power of Attorney: |

Denal Letter
Employment Records
Layoff Notice/Letter
Other Tax Document
PED Agreement

Power of Attorney
Progress Reports
Release of iInformation
Requested Information

Staff Approved: Other
Reason:
Attach Document
Select File
rultiple documents can be uploaded simultaneoushy, but must be selected one-by-one.
Save Cancel

Upload Document Page Showing Extra POA Fields

4 Select the type of document from the Document Description drop-down list. If a good match is

not listed, select Other.

5 Enter one or more keywords in the Document Tags box that could be used to search for the
document, for example, for a Power of Attorney, you could enter power of attorney, POA.

VOS Employer Services User Guide 3-19

VOS Sapphire 09/2021



) Geographic

5 — &
Solutions
geographicsolutions.com Manage Your Account

Note: Power of Attorney is a special document type in the system, and if selected, additional
fields will display below the keywords box, and at a minimum, you must enter the date
your employer representative signed the document and the end date on the POA (see
figure above).

6 Inthe Attach Document section, click the Select File button (or similarly named button in different
browsers), and locate and open the file to upload.

7 Click Save to complete the upload and add it to your Documents tab.

Scanning a Document

The system must have the optional Document Imaging module, and you must have a scanner and
associated software on your computer to use this feature.

P Toscan a document:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Documents tab. Any previously added documents are displayed (see figure above).

3 Click the Scan a Document button below the table. The Scan Document page displays (see figure
below).

Document Information

Document

‘ None Selected "
Description:

"Document Tags: Do not enter Personal Identifiable Information
Keywords that will  (PIl] into this field.
be indexed with ‘
this attachment.

]

Document Name ‘ |
{Opticnal):

Specifying a document name for this scanned decument is optional, If you do not provide a document name, the system will
either use the Verification Type document selected, if available, or the current date and time as the document name.

Scan Options

Select Source: ‘

Pixel Type: O BW ® Gray O RGB
Resolution: ‘ o ‘

Settings

[[] show Source User Interface [[] Discard Blank Page

[] Use Auto Document Feed ] Duplex

[ insert new scanned image before current image

Scan Document

Scan Document Page

4 Select the type of document from the Document Description drop-down list. If a good match is
not listed, select Other.
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5 Enter one or more keywords in the Document Tags box that could be used to search for the
document, for example, for a Power of Attorney, you could enter power of attorney, POA.

Note: Power of Attorney is a special document type in the system, and if selected, additional
fields will display below the keywords box, and at a minimum, you must enter the date
your employer representative signed the document and the end date on the POA.

6 Enter a Document Name so you can easily identify it in a list. If you do not provide a document
name, the system will use the current date and time as the document name.

7 Inthe Scan Options section:
a. Use the drop-down list to Select Source, if you have more than one scanner available.
b. Select the Pixel Type.

Note: RGB may be desirable for color images that will not scan well in black and white.
However, resolution settings and pixel types for RGB color, black and white (BW), or
gray scale selections affect the file size. You will receive an error message if the
image size is larger than a system maximum, but you can change scan options to
limit the file size.

c. Select the Resolution level.
d. Select any Settings checkboxes if they apply.

e. Ensure thatthe document is on the scanner, then click the Scan Document button.
The image and a thumbnail will display in the Scanned Images section (see figure below).

Scanned Images l

Thumbnails Zoom 1 Image Edit
I 6] 4L =P B

- FYER i

[ Remove Current Image | Remove All Images |

E Display interactive messages.

Scan Documents Page with Scanned Image
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8 Inthe Scanned Images section, to adjust the displayed image, use the mouse to define an area on
the image and click the Hand or Crop button.

9 Click the Upload Document button to add the scanned document. The added file displays at the
top of your Documents tab.

Agents Tab

The Agents tab is optional for employers who engage with third party administrators (TPA) and displays
any pending or existing relationships your company has established with TPAs, which you can manage
from here.

Note: If you are a TPA employer, the Representing Employers tab displays instead of an Agents tab.
See the topic “Agent Request to Represent an Employer” in Chapter 1 — System Overview, Access,
Registration for details on the Representing Employers tab options.

General Informafion Leocations Contacis/Users Account Summary Documents Agents

[ Show Filter Options

To sort on any column, click a column title.

Agent Name Sig Ending | Authorization Docs
Date Amess

Third Party Susan Third Party 1001 8/3/2021 8/3/2023 | \erification- Pending View
Agency Bair Administrator Agent Omaha Cir Ipa Activate
Palm
Harbor, FL

34683

Agents Tab with Pending Agent Request
P To access the Agents tab:

1 From the Quick Menu group of the left navigation menu, click Account Information. The General
Information tab displays.

2 Click the Agents tab.
3 From this tab, you can perform the following actions:

=  View TPA information — Click the agent name link or View link in the Action column.

=  View TPA verification document (POA) — Click the document link in the Authorization Docs
column.

= Modify TPA privileges — Click the agent name link or View link in the Action column.

= Change TPA status — Click the agent name link or Activate/Inactivate link in the Action
column. Atthe bottom the displayed page, you can set the status to Pending, Active, or
Inactive.

For details on activating or inactivating an agent-employer relationship, see the topic
“Employers Activate Agents” in Chapter 1 — System Overview, Access, Registration.
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When it comes to researching potential candidates, education/training programs, and labor market
information, the system makes it easy for you to build on your past activity. You can easily perform
searches for résumés, or for area, industry, occupational, and educational profiles and providers, from two
widgets on your Employer Dashboard, Recruitment Services and Labor Market Services, as shown in the
figure below.

¥ Recuitment Services ¥ |abor Market Services

* o Manage Jobs Y | zhor Markst Facts
' ® Select this option to add a Find answers to commonly
g new, or change an existing, asked guestions about the local
job listing you wish to labor market.

display online using our Job Q
Qrder System.

Candidate Search

lectThis option 10 find B Industry Profile
and review the Résumes of Access labor market information
candidates that have the on industries in a selected area.
qualifications you need. .
Virtual Recruiter
Create a system candidate
search alert.

Area Profile
Access a summary of the labar
market in 3 selected area.

Occupational Profile

Access labor market information
on occupations in 2 selected
area,

More Recruitment Services &9 ® Educational Profile

Access labor market information
on education programs in a
selected area.

Searches That Get Saved to Your Search History Profile

For every résumé, provider, or profile page you view, the system automatically tracks them on one of your
five Search History Profile tabs so you can quickly revisit them anytime (see figure below).
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[ Employer Portfolio ]

B [ Employer Profiles ) Human Resource Plan
[= [ Corporate Profile
General Information
) Locations
Contacts/Users
Account Summary
Documents
Agents

' Search History P

) Programs
) Occupations
Industries
| Areas
[~ Communications Profile

Programs Occupations Industries Arsas

Search History Tabs
P To access your Search History tabs:

1 From the Quick Menu group in the left navigation menu, click Employer Portfolio » Search History
Profile. The Viewed Résumés tab of your Search History Profile displays as the active tab.

2 Click onthe desired tab title.

Each tab is covered in more detail in the topics that follow.
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Viewed Résumeés

All résumés you've viewed from Candidate Résumé Search results pages are stored on the Viewed
Résumés tab. You can also perform new searches from here.

Hia Me Farmer Test
Accountant Jorge Alicea
Banciz Jenny Doe
Cook - Chat 2 Jenny Doe
ASDF Cooy Harold Hecuba

Qcrugabiony

82072021

Joe Brown

87202021 Evan Langoria (Statf)

TRzron John Dassing

T 2021 John Ciassing

72072021 John Dassing
Search for Candidate Résumeés

Tljetaes
Aty iy
o ey e

Ermplipmarii Hatary

v chrwetly wity sl
aration_ and ckianing dis

sy b et (TR

[aFUIE R

Accessing Previously Viewed Résumés

From this tab, you can perform the following tasks:

View a candidate résumé — Click a Résumé Title link.

See a list of who viewed the résumé and when — Click a View History link in the Action column.

Remove a résumé from the list — Click the checkbox in the Select column, and then click the
Delete link at the bottom of the table.

Search for résumés — Click the Search for Candidate Résumés button to display the Résumé
Search criteria page. See the topic “Searching for Candidates” in Chapter 6 - Manage
Recruitment for more information.
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Education/Training Programs

The Programs tab lists educational or training programs you have previously researched using the Labor
Market Services features. Use the list to quickly return to a program provider summary page.

R . [

H For help dick the mformation icon.
M Show All

To sort o any column, chek 3 columin tille

Programs Select

Esychaboay, General at University of Central Flonda

Program Summary

Delete

Program Title: Frychology, Genera

arch for Training Programs
Classification Peychology, Genera 5! rog E
[{a1H
Provider's Pyychology, Geners that focuses on the scientific study of individual and collective
Program beburicr, the phy
Duscription: problemms and

methods, and prychedogical assessment and testing metheds.

Certification: Bachelors

Program Length Information

Length; Linknown

Accessing Previously Viewed Education Programs
From this tab, you can perform the following tasks:

e View a training program — Click a Programs link to see the provider summary page.

e Remove a program from the list — Click the checkbox in the Select column, and then click the
Delete link at the bottom of the table.

e Search for a training program — Click the Search for Training Programs button to display the
Training Programs Search criteria page.

For complete information, see the topic “Education Profiles” in Chapter 12 - Labor Market Information
(LMI).

VOS Employer Services User Guide 4-4 VOS Sapphire 09/2021



[ Geographic
Solgtigns“"

geographicsolutions.com

Search History

Occupations

The Occupations tab lists any occupations that you have previously researched using the Labor Market

Services features. Use the list to quickly return to an occupation profile to see the most recent labor
market information.

Yiewed Résgmés Erporams Cecupations |rtysires Arsps

“ For help click the information icon
B Show all Eiiter Critena

To sort on any column, click a column title

Occupations Salect
]
Accountants 'n E'ns 25 County, Florda
Chiefs and Head Coois in Pinallss County Fiards @ Technical Writers ElmﬂaLC.Qu’_w_FL
Software Developers Applications in Flogda Summary | Cescngtion | obs | Cancidates | Supnty ang Cemand | S | Educabion gnd Veprk Experience |
Employmant ged Weoes | Nature of fhe Wik | iob Reouirements | Dther
Child. Faritv_and School Social Woerkers in Flodda Nou e
Community and Social Senvice Speaalsts All Other in Flonda T —

Technical Writers £ Vides - Wire techrical matenals. such a2 squipment marual, appendices, of operafing and mainderance
rabructions. May asst o layoul work,

m iarar[ﬂcmpm Seurce: T

o - i wigaeied geageRans 4red = 2 E
Advertised Job Skills Top Employers Posting Jobs
Adwertised Detailed Job Job Opening Match Jabs
Shill Comt  CPlyerNamia Openings
i 8 Geographe: Soksions, Inc. +
i Cotaley i
H AanulBactufing S Enginsening 4
E cldings LS i H
Expeess Employment Frodessionals 1
Advertived Toolk and Technology Advertitad Job Certifications
Advertized Detailed Tool ar Job Opening Match . 25 Jok Opening
Technalogy Cownt 0 il ooy Match Count
Meypaeriat e |G s Connecied Inli

P ol Mesting

ML Professionals i P

&

Accessing Previously Viewed Occupation Profiles

From this tab, you can perform the following tasks:

e View an occupational profile — Click an Occupations link.

e Remove an occupation from the list — Click the checkbox in the Select column, and then click
the Delete link at the bottom of the table.

e Search for an occupational profile — Click the Search for an Occupation button to display the
Occupation Search criteria page.

For complete information, see the topic “Occupation Profiles” in Chapter 12 - Labor Market Information
(LMI).
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The Industries tab lists any industries that you have researched using the Labor Market Services features.
Use the list to quickly return to an industry profile to see the most recent labor market information.
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Accessing Previously Viewed Industry Profiles
From this tab, you can perform the following tasks:

e View an industry profile — Click an Industry link.

e Search for an industry profile — Click the Search for an Industry button to display the Industry
Search criteria page.

For complete information, see the topic “Industry Profiles” in Chapter 12 - Labor Market Information (LMI).
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Search History

Areas

The Areas tab lists the areas you have researched using the Labor Market Services features. Use the list to
quickly return to an area profile to see the most recent labor market information.
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1 ki A0 acchvrtisaaiths Zapiyrthity and Dade City 3
4

Fasco Counby 56
Vievied Besumis Broorams Qooupaficns Ingusisies “ hcDirabas CoMpenation

r boln chck § s i
H For heip click the information scon Advartissd Job Openings in Flarida by County

B Show All Filter Crit@na

To sort on any column, click a column title.

Elorida

Paszco County, FL

Search for an Arez

Accessing Previously Viewed Area Profiles
From this tab, you can perform the following tasks:
e View an area profile — Click an Area Name link.

e Remove an area from the list — Click the checkbox in the Select column, and then click the
Delete link at the bottom of the table.

e Search for an area profile — Click the Search for an Area button to display the Area Search
criteria page.

For complete information, see the topic “Area Profiles” in Chapter 12 - Labor Market Information (LMI).
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5: Manage Job Orders

Chapter Contents
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Manage Job Orders Overview

As a recruiting employer, you can create and post job openings that job seekers, and workforce staff on
their behalf, can search for, view, and apply to. You manage all aspects of your job orders from the Job
Order Plan tabs within your Human Resource Plan (see figure below), including:

e Creating, editing, copying, deleting, and changing the status of job orders

e Mass importing job orders

e Creating job order templates

e Searching for candidate résumés that match your jobs (see Chapter 6 — Manage Recruitment)

e \Viewing, rating, and setting status of job applicants (see Chapter 6 — Manage Recruitment)

e Creating and managing sets of skills and application questions for job orders
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& ) Employer Profiles H_ Human Besoyrge Plan
B C 1ok Grder Plan

1ok Qrders

dzh Qrder Temniates

m Jab Ordes Temelates Linked Jobs fasdcation Questions ~ Job Skl Sets et
H For help click the information icon,
F Show All lobs Filler Criteria

Besults View: Summary | Detaited
Ta sort on any column, click a column titke,

] Job Title |Employer| On- | System | Created | Inastive |Actual|Views|Applicants) Action | Select
lob ling | Status After Close

Status |Status Date

11242404 Accountant Open on-  Open 8/31/2021 10/30/2021 NA O [+]
and line and
avlable avadable Eait

Applicants
Ergwgw
Tempiate

Mag
Expory

 Add New Job Order
Show all jobe (inchyding ingctive and expired)
Job Order Plan Tabs with Job Orders Active
P To access the Job Order Plan tabs:

e From the Quick Menu group in the left navigation menu, click Manage Jobs.
OR...
From the Recruitment Services widget on your Employer Dashboard, click the Manage Jobs link.

The Job Orders tab displays (see figure above).

Each of these tabs is briefly described below and covered in more detail in this chapter.
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e Job Orders — Lets you create and manage your job orders, as well as search for candidates
matching job order requirements. See the topics under “Working with Existing Job Orders” and
the topic “Creating Job Orders” for details on what you can do from the Job Orders tab.

e Job Order Templates — Lets you create and manage templates that you can use to quickly and
consistently create job orders. See the topic “Managing Job Order Templates” for details.

e Linked Jobs — An additional tab will display for employers who have external jobs that are
imported to the system by importing companies, such as Broadbean or Job Target, who have
authorization from the employer to have the jobs imported for them. This lets these employers
view those jobs from the Linked Jobs tab. See the topic “Linked Jobs Tab” for details.

e Application Questions — Lets you create and manage sets of questions that you can attach to
job orders you create. These become questions that job applicants answer when applying for
your jobs. See the topic “Managing Application Question Sets” for details.

e Job Skill Sets — Lets you create and manage sets of job-related skills that you can attach to job
orders you create. These become desired or required skills for job applicants. See the topic
“Managing Job Skill Sets” for details.

e Tools and Technology — Lets you create and manage sets of tools and technologies that you can
attach to job orders you create. These become desired or required skills for job applicants. See
the topic “Managing Tools and Technology Sets” for details.
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Creating Job Orders

There are several methods for adding job orders to the system. Each creation method offers unique
advantages, building on your account information, existing job orders, and job order templates stored in
the system. If you are a newly registered employer, workforce staff will need to verify your company
before making your jobs orders visible to job seekers.

The table below will help you evaluate each available job creation option.

Creation Option

Basic Functions and Benefits

Considerations

Manual Entry Basic Job Order

Presents a shortened Job Order
Wizard (Faster)

Uses default values to minimize
data entry

Designed for first-time users with
limited time up front

Manual Entry Custom Job Order

Presents the full Job Order
Wizard (Thorough)

Completely customizable on the
spot

Designed for first time users with time
to complete all the Wizard steps

See the topic “Creatinga Job Order
Using the Job Order Wizard” for details

Copy Existing Job Order

Makes an exact copy (Quick)
Makes a copy with preview and
updating features (Two steps in
one)

Designed for experienced users with an
understanding of job order parameters

Requires an existing job order to use as
a model

See the topic “Copying a Job Order” for
details

Create Job from Template

Works with established library of
job orders (Control and
consistency over time)

Designed for experienced users with an
understanding of job order parameters
Requires an existing template to use as
a model

See the topic “Creatinga Job Order
Template” for details

Mass Job Orders Import

Transfers a large number of job
ordersin one step (Scalable;
Ample instructions provided)

Designed for experienced users with
ability to define and/or import data into
an Excel spreadsheet

May require time to learn and perfect
Excel procedures

See the topic “Mass Job Order Import”
for details

The following procedure takes you through the comprehensive Job Order Wizard steps in a Manual Entry

Custom Job Order.
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Creating a Job Order Using the Job Order Wizard

When you create a job order from scratch, you launch the Job Order Wizard which presents each step with
clear instructions and numbering so you will always know how to proceed and how far you have
progressed.

Several areas of the Job Order Wizard allow you to complete tangential tasks without ever losing your
place. For example, you may add a new employer contact as part of the Job Order Wizard. You may also
access your locations, application question sets, and skill sets to bring in existing records or create new
records on the spot. When you finish, you are returned to the next step in the wizard.

P To create a new job order using the Job Order Wizard:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see figure below).

[ swown [TV s v sot o s et

H For help click the information icon.

B Show All fobs Filter Criteria

Results View: Summary | Detailed
To sort on any codumn, ick @ column title. Current Sort: Job Title ascending
JobTitle |Employer| On- | System
Job | ling | Status

Status | Status

10574207 Accountant Cpen on- Open &/2/2021 | 10/11/2021 WA S o
=t angd fine and
available. - e

Add New Job Order
showy il ipbs (including inactive and expired) bass fob Crder import

Job Orders Tab

2 Click the Add New Job Order button at the bottom of the tab (see figure above). The Create Job
Order page displays (see figure below).
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Job Creation Method

(O Manual Entry Basic Job Order - Minimal Data entry will use some default settings.

(® Manual Entry Custom Job Order - Build your Job Order using a step-by-step data entry process. More
Flexibility and custom settings.

O Copy Existing Job Order - Build your new Job Order by transferring the information from an existing Job
Order (quickest)

O Create Job from Template

Job Title

Please accurately describe the position in the job title as this will be searched by individuals using keywords. As
you are entering the job title, you may see a list of common job titles similar to what you are entering. If you see
your job title in the list, select it.

Job Title: Accountant Supervisor

Job Occupation

Please select the occupation that best matches your job title. You may either select from the Suggested
Occupations drop-down list,
cccupation using the search link.

ich is populated based on the job title above, or you can search for an

Suggested occupation(s):

Financial Managers, Branch¢ »

[ Search for an occupation ]

“Joh Financial Managers, Branch or Department
Occupation:

Creating a New Job Order — Job Creation Method, Job Title and Job Occupation Sections
3 Specify a Job Creation Method, Job Title, and Job Occupation.
a. Choose a Job Creation Method:

¢ Manual Entry Basic Job Order — Builds the job order through a step-by-step wizard
process, requiring minimal pages limited to: Job Description, Compensation and Hours,
Driver's License, Job Skills, and Education, Experience and Age Requirements.

¢ Manual Entry Custom Job Order — Builds the job order through the same step-by-step
wizard process as the Basic version above, but also offers more flexibility and custom
settings. For example, it includes options for job types such as Internship,
Apprenticeship, or On-the-Job Training.

¢ Copy Existing Job Order — (Only available if you have existing job orders) Copies the
information previously entered in an existing job order and uses it to build a new job
order, which can then be modified. After clicking this radio button, a drop-down list
displays, from which to select the job order to copy.

¢+ Create Job from Template — (Only available if you have existing job order templates)
Creates a new job order based on one of your job order templates. After clicking this
radio button, a drop-down list displays, from which to select the job order template to
use. See the topic “Creating a Job Order from a Template” for details.
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Note: This procedure follows the steps for creating a comprehensive Manual Entry Custom
Job Order, which has more fields to complete than Basic. A Basic job order only has
two pages of information that must be completed; therefore, some of the pages
presented below will not be shown when completing a Basic job order.

b. Job Title — Enter a title for the job in the Job Title field. This is what job seekers will search by.
The system’s predictive text feature will attempt to auto-complete the selection using known
Job Titles. If the system displays the correct Job Title, select it from the drop-down list. This
will either populate the Occupation Code with a standard NAICS code, or if more than one
standard occupation matches your entry, pre-populate a list of Suggested occupation(s).

c. Job Occupation — If the Suggested occupation(s) is not the desired occupation, click the
Search for an occupation link to manually search for an associated occupation. An Occupation
Search page displays options to search for and select an occupation. For more information on
how to search for occupations, see the topic “Select an Occupation” in Appendix A —Common
System Tools.

4 If thereis aninternal job ID assigned to this job, enter itin the Agency Job ID field. For example,
state agencies and universities sometimes use internal job IDs. This field can be searchable by
system users.

5 Click the Next button to proceed to the next page (see figure below).

Note: Each time you click Next, the information on the current page is saved. If you are timed
out or have to stop by clicking the Exit Wizard link, you can return later and continue the
wizard, starting from the step where you left off. See the topic “Finding Incomplete Job
Orders” to learn how to find ‘Incomplete’ jobs on the Job Orders tab.

Location/Work Site of this job

These are your currently active location/worksite. Please select a location fer this job.

© G5IQAMM Test Co 0302
9901 Test Avenue
Palm Harbor, FL 34683

[ Add New Location ]

Contact Person for this Job

These are the iated to the | ion/worksite above. Please select a contact.

(® Daniel Tester
Manager
Tel: (528) 111-1113
Email:

do302@geosolinc.com

Email: rorown@gmail.com

[ Add New Contact ]

Exit Wizard

<< Back Next ==

Creating a New Job Order — Location/Work Site and Contact Person for This Job Sections
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6 Verify the default selections, or select a new location and/or contact person for the job.

a.

If necessary and you have the required privileges, you can click an Add New... link to create a
new location or contact, and this information will be added to your Corporate Profile record.
See the topics “Adding a New Location” and “Adding a New Contact/User” in Chapter 3 —
Manage Your Account for details.

7 Click the Next button to proceed to the next page (see figure below).

Job Order Information to be Displayed Online

Display online to job seekers: @® ves O No
Display your company name: (Confidential) ® ves O nNo
Display worksite full address: @ ves (O) No
Display worksite street address: @ ves (O No

Have a local workforce staff member screen (@) Yes () No
your applicants: (Suppressed)

Require the applicant to meet the staff QO Yes @ No
member that is screening:

Display company name as:
@ company Name (O Trade Name / Doing Business As

(O Company Name and Trade Name / Doing Business As

Creating a New Job Order — Job Order Information to be Displayed Online Section

8 IntheJob Order Information to be Displayed Online section, select your preferences as to how the
job order displays online and how applicants may apply, as described below:

Display online to job seekers — Yes = the job will be available for job seekers, with a full job
description and contact information; No = only authorized staff will see the job; selecting No
causes all subsequent display questions to be removed.

Display your company name (Confidential) — Yes = display the company name in the online
job order (Yes must be selected for previous question); No = the company name is replaced
by the word ‘Confidential’.

Display worksite full address — Yes = display the worksite’s street address, city, state, Zip
Code, and website address, if available; No = only city and state are displayed (and the
Display worksite street address prompt is disabled).

Note: Keep in mind the following combinations when making company name and address
selections:

¢+ ‘No'to Company Name and 'Yes'to Address would display the street address, but not
the name and website.
¢+ 'No'to Company Name and ‘No'to Address will display only city and state.

¢+ 'Yes'to Company Name and 'No' to Address displays the company name and website,
but not the street address.
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= Have a local workforce staff member screen your applicants (Suppressed) — Yes = require
that applications be screened by the appropriate local workforce staff, rather than by your
company representative. This is considered a Suppressed job order. Selecting Yes causes an
additional field to display, where you will indicate if applicants are required to meet with
workforce staff in person.

Notes: For a job order to display online, the following two conditions must exist:

¢ The Display online to job seekers field must be set to ‘Yes’.

¢ The System Status displayed on the Job Order tab, and controlled by staff, must be set to
‘Open and Available’.

Once a job order with these settings is posted to the system, it is immediately available for
job seekers to view. When the job is not displayed online, job seekers’ résumés and job
applications are verified and validated by one-stop staff who, in turn, will forward only
qualified candidates to you.

9 Inthe Job Details section, complete all required fields; most are pre-populated with system
defaults (see figure below).

Job Details

" Positions:

{max: 993)

" Earliest date to display this job order Today,

on the system:

* Last date this job order will be 14542021 = Todlay,
displayed on the system:

Job order follow up date: 12/06,2020

Anticipated hire date:

Today

* Type of job: R

-

i
=1
£

* Full-Time or Part-Time:

Full Time (30 Hours or More)

Work At Home: O Yes @ No (O Not Specified

* Anticipated job duration:

Does this job fall within any of the
following special categories:

“ Maximum number of applicants you M -
would like to consider at this time:

| Mane Selected v|

Creating a New Job Order — Job Details Section

a. ForType of Job, you can select from:

¢ Regular - If the job is a permanent position.
¢ Temporary — If the job has a known end date.
¢ Seasonal — If the job is for summer or other seasonal employment.

¢ Contract— If the job is for a set duration of time at a predetermined pay rate. Contract
jobs often have fewer benefits than regular jobs, but with higher pay.

¢+ Volunteer — If the job is for a position that is unpaid.
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¢ Internship — If the position is paid or unpaid and temporary for students (high school,
college, or university), or post-graduate adults.

*  Apprenticeship — If the job is for a full-time job combined with training and related
technical instruction conducted in the work setting.

¢ On-the-Job Training — If the job provides employee training, conducted by a professional
trainer or experienced employee, while the actual job is being performed.

b. Specify whether the job has the option to Work At Home.

c. For Maximum number of applicants, this is the maximum number of people that can be
referred either by staff (when it is a suppressed job order) or individuals self-referring (when
the job order is unsuppressed). When this number is met, the system automatically sets the
job order status to Fully Referred (staff status) and prevents more job seekers from applying.

10 Click the Next button to proceed to the next page (see figure below).

Job Description

*Job Description
Click the Insert Sample Text link to insert the occupational description or create your own job
description by entering the text below.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

BI UL 3|z =s|ZE00&E

Naormal - | Font - | 14 - A-| B |« N

Analyze financial infermation and prepare financial reporis to determine or maintain record of assets, liabilities, profit and
loss, tax liability, or other financial activities within an organization.

body p span

I[Text Templates (Cpens in a new window) | [nsert Sample Text || Clear Text | Remove All Formatting ]

Exit Wizard

<< Back Next >

Creating a New Job Order — Job Description Section

11 Inthe Job Description text box, enter the detailed description for the job and format the text as
desired.

a. Touse any text you previously saved to a Saved Text Template, click the Text Templates link
below the text box (see figure above). See the topic “Saved Text Templates” in Chapter 8 —
Manage Communications for details on using these templates.

b. To use the standard O*NET description for the occupation, click the Insert Sample Text link
below the text box, and make your selection for a Summary Description or Detailed
Description from the radio buttons.

12 Click the Next button to proceed to the next page (see figure below).
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Skill Set Select Method

“ Please select the method which you would like to get a list of
skills for:

@ Use the default skills for the occupation

O Copy the skills from an existing job order to this new job order

O Select skills for this job from a list of all available skills

Tools and Technology Skills

Include Tools and Technology skills with this O Yes @ No
joh:

Other Skills

Special Software/Hardware skills needed: O ves @ Mo

Enter other specific skills required (2.g. degrees, certification, software, etc.)

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.
BI UL | = a8 |3 E00G&
Format ot -|A-| = N )
[ Clear Text | Remove All Formatting |

Creating a New Job Order — Skill Set Select Method Sections

13 Select the method to use to get a list of skills for the job order:

Use the default skills for the occupation —Includes the default list of skills for the
occupation from the O*NET database. This skills list will display after clicking the Next
button.

Copy the skills from an existing job order to this new job order — Lets you select skills
associated with other jobs you created, using a drop-down list that displays below the radio
buttons. This skills list will display after clicking the Next button.

Select skills for this job from a list of all available skills — Lets you select from the list of all
available skills to create a unique skill list for the job order. This skills list will display after
clicking the Next button.

Use one of your employer saved skill sets for this job order — (Only displays if you have
saved skill sets) Lets you select from skill sets that were previously saved, using a drop-down
list that displays below the radio buttons. See the topic “Managing Job Skill Sets” for details.

14 Inthe Tools and Technology Skills section, specify whether to Include Tools and Technology skills
with this job. The tools and technology lists come from the O*NET database and will display after
clicking the Next button.
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15 In the Other Skills section, specify if there are other Special Software/Hardware skills needed.

a. If Yes, enter information about other required skills, such as degrees, certification, licenses,
software, in the text box.

16 Click the Next button to proceed to the next page. The content of the skills selection page
depends on your selections on the previous page for how skills lists should be obtained (see a
sample skills selection page in the figure below).

Select Skills for Job Order

Current Technology

Gansrsl Skills ()
Comgriers & Mathematicy {1} | —— 5 B
Canstruction {0} | =
Estucation & Socisl Seevices (11
Enterisinement & Meiia (18] Adobe Systems Adebe Captivate -]
Einangial Serviges |
" Adobe Systems Adobe Dreamweaver
Apoicysiyre & Wadiie (0}
¥ Heabthaace 1) Adobe Systems Adobe Flash Player Current Tools
¥ Leoalh Profectis Servines ()
Manaotment & Offize Services 05 Adobe Systems Adobe FrameMaker Tools Select
Seience & Enginesing (11 u
v Adobe Systems Adobe lllustrator
Compact digital camaras
- Ehifled Traces [5) Adobe Systems Adobe InDesign
* Traosporation (1Y Computer data input scanners
Adobe Systems Adebe RoboHelp
Desktop computers a
Caseading Style Sheets £S5
Laptop computers: -]
“=nhics Suite
Personal computers

Universal serinl bus USE flash drives

[ Agbo tooss and technghogy by keysond |

| Agd tooks and technodogy by occupation |

<< Back Next >»

Creating a New Job Order — Select Skills for Job Order Sections

The page displays all skills (as selected on the previous page) grouped by category, allowing you to
modify the skills associated with the job order. The number in parentheses after each category in
the Select Skills for Job Order section indicates how many skills in that category are included in the
job order.

17 To add or remove skills in the Select Skills for Job Order section, click the plus sigh symbol beside a
category of skills to expand that category, and then check or uncheck the skill boxes that apply.
Click the minus sign symbol to collapse a category.

a. To clear all selected skills, click the Delete All Saved Skills link at the top of the list.

18 Inthe Current Technology and Current Tools list sections, click the Select checkbox in the header
row to uncheck (or check) all, and then select associated technologies and tools as needed.
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a. Toadd more technologies or tools to the lists, click either the Add tools and technology by
keyword link or the Add tools and technology by occupation link at the bottom of the page
(see figure above). A search page will display. Once you search for a keyword or occupation,
you can then select tools and technology skills to add, and then click the Add these tools and
technology button to add them to your saved lists.

19 Click the Next button to proceed to the next page (see figure below).

Hiring Requirements

Chack any hiring
requirements for this
job:

" Test Requirement:

A Cvug Testing/seres

Minimum Education, Experience, & Age Requirements.

M yau have a minlmum age

raquinement for this job, what is that

requinemant:

Reason for age
reguinement:

* Minimum education
required:

Typleal Education
Reguirad:

“ Minimum Months of
Experience

In Selected Occupation:

Typical Experiense
Reguired:

Wb Typicad ek Fapsrir

* Does this job requirea ) ves () Mo

License/Certification?

Transportation Requirements

* Iz this job accessible by public
transportation?

® ves O No

*Is a driver's license required fer this
position?

Specialized Requirements

Minimum Typing
Speed:

Please select the level
of

security dearance
required:

Language: Nore Selected -|

Proficienay: [ Mone Selected =

Exit Wizard

<= Back Mext = >

Creating a New Job Order — Miscellaneous Sections

20 Complete all required fields and known information in the Hiring Requirements, Minimum
Education, Experience & Age Requirements, Transportation Requirements, and Specialized
Requirements sections. Certain selections will cause additional required fields to display.

Note: The minimum education and minimum experience requirements are required; however,
you can enter 0 for Minimum Months of Experience to encourage job seekers without

previous experience to apply.

21 Click the Next button to proceed to the next page (see figure below).
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Compensation and Hours

Employment Wage Statistics

This section shows the estimated employment wage statistics for individuals in Pinellas County
employed for Accountants and Auditors in 2015, Use the sliders to adjust the Minimum and
Maximum salary you wish to offer candidates.

Experienced
$83,552.00

- -

Median
$63,225.00

Lowest Advertised
$£22811.50

Highest Advertised
$95,4583.00

© Use the sliders to adjust the Minimum and Maximum salary you wish to offer candidates. Jab postings that
meet or exceed market average will attract more applicants

Minimum Salary: $| 45,623

Maximum Salary: $| 83552

* Units: Year

I
II

‘ Comments:

DOE (Depends on Experience) ~

Creating a New Job Order — Compensation and Hours Section

23 Inthe Compensation and Hours section, specify the following:

a.

Specify the Minimum Salary and Maximum Salary for the position by 1) using the sliders, or 2)
entering values directly into the fields, or 3) selecting Entry Level, Median, or Experienced from
the field drop-down lists. To enter an exact salary, enter the same value in both Minimum and
Maximum fields.

Note: Default wage values are pre-populated on this page from your state or county labor

market statistics.

Select the Units for the compensation. For jobs that don’t have a regular compensation unit,
such as working for tips only or on commission only, select Other, and then specify the
circumstance by selecting the appropriate statement from the Comments drop-down list.

Note: Adjusting the slider will automatically change the values in the fields below it, in the
same way as changing the field values will automatically adjust the slider. Changing
the Units (e.qg., hour, day, week, year) will change the values in the salary fields and

on the slider.

To view a page of detailed Wage Information for the occupation, click on a salary level link in
the slider area (Entry Level, Median, Experienced). If Wage Rates on Advertised Jobs data is
available, you can click on that tab to view the data (your site may not have this tab).

Select an appropriate statement about the wages from the Comments drop-down list (see
figure below).

VOS Employer Services User Guide

5-14 VOS Sapphire 09/2021



r

’ _ ’ Geographic
§g!hl.'cls§!ggﬂ§ Manage Job Orders

" Comments: | DIOE (Depends on Experience]{ T )
| DOE (Depends on Experience) =
) h None Selected
Supplemental Compensation: [] Use of Car DOE (Depénds 6h EXpeience)
[] Expense allowance Will discuss with applicant
[] Pager andyor Cell Phone Commissicn Only
[ other Salary + Commission
Not Applicable
- Piece Rate
Hours Per Week: L HO'..JI'S Not Specified "‘ Salary + Tips
Salary + Bonus
* . Per Diem Cnly
Shift: | Mot Applicable '|
* Display Salary on job order ~ (® ves (O Mo
D Posted job orders that include salary have a higher visibility in the system znd attract 43% more applicants.
Salary requiremants are visible o job seekers

Compensation and Hours Section — Other Compensation Fields

e. |If there are any forms of Supplemental Compensation, check as many boxes as applicable.

f. Select the applicable option from the Hours Per Week drop-down list: Hours Not Specified,
Hours Vary, or Hours are Specific.

¢ If Hours are Specific, a Specific Hours field appears below, where you must enter the
number of hours per week.

g. Select the Shift from the drop-down list.

h. Specify whether to Display Salary on Job Order (defaultis Yes). Keep in mind that job orders
that include salary have a higher visibility in the system and attract 43% more applicants.

24 In the Benefits Offered section, specify if benefits are offered, and if so, check all applicable boxes
(see figure below).

Benefits Offered

(O Benefits not specified
Benefits offered for thisO No benefits provided

job: ® Genefits provided outlined below

W wedical [ Tuition Assistance [0 company vehicle

[ oental [ sob share O other

M e insurance [] Flex-Time [ norne

E Vision D 401K D Expense Account

[ childcare [ Stock Options [ profit Sharing

[ vacation [ Retirement/Pension  [] extended Sick Leave
[ Halidays [ Relacation Assistance [] Flexible Benefit Account

[ sick Leave [ uniform allowance  [] Travel Allowance

Enter a brief description of other benefits you may offer (1000
characters max):

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved,

[ Clear Text |

Creating a New Job Order — Benefits Offered Section
25 Click Next to proceed to the next page (see figure below).
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Job Application Methods Accepted

« Check the methods that individuals may use to apply for this job
E Pravide an Resumé Cnline or uploaded Resumé {recommended)
E Provide an Application Cnline
[ via Email @geosolinc.com)  Edit

E By Mail: (9901 Test Avenue, Palm Harbor, FL 34683} Edit
By Fax (the contact for this job does not have a fax number) Edit
[ By Phone: (528) 111-1 ] Edit
E In Person {8901 Test Avenue, Palm Harbor, FL 34683)  Edit
D At the Nearest One-Stop
E Via Company Website (aAddress provided below)

“Company URL

e.g.(httpy/www.applicationwebsite.com)

Enter a brief description of the application process: {2500 characters max.)
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

BI UL | =38 8|z E0D0E

Format - | Font - | sz - A- B | % TN ;]
Wideo interviews required

body

[Clear Text | Remaove All Formatting ]

Creating a New Job Order — Job Application Methods Accepted Section
26 Inthe Job Application Methods Accepted section, specify the following:

a. Check as many boxes as desired for each applicable method that job seekers can use to apply
for the job.

¢+ For methods that use your contact information (e.g., phone, fax, email), you can use an
Edit link to add or change the information (both in your contact record and the job
order).

¢ For a company website, check the box and enter the full Company URL.

b. Inthe text box provided, if desired, Enter a brief description of the application process. Use
this field to explain to applicants the steps that are part of the application process. This field
gives you the opportunity to enter any pertinent details that haven't been documented
already. For example, a job may require video or online interviews as part of its application
process prior to an in-person interview.

27 Inthe Job Applicant Information Needed section (see figure below), check the Required
checkboxes beside the sections of an individual's résumé that must be completed in order for
them to apply for the job. The system will show applicants whether they meet the requirements
or not and let them add missing information before submitting an application.
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Job Applicant Information Needed

-— e
Contact Information
Employment History
O Allow individuals that have never had a job to apply (eg. college graduates)
/] Education History
(] Certifications (if any)
O Desired Job Type (Employment type, work hours, travel percent, etc.)
Application Question Set
Application Question Writing/Editing Questions =
Set:
[ Create Job Applicant Questions | Edit Applicant Questions ]
Applicant Notification Method

Job applicants can be viewed by selecting the Manage Jobs option and clicking on the number in the applicants
column or the applicants link.

Would you like to be notified when a job seeker ® ves O no
applies for this job?

If you would like to be notified, select a notification |« Message Center
method. O email

Creating a New Job Order — Applicant-related Sections

28 Inthe Application Question Set section (see figure above), you can select from any previously
saved Application Question Set to include questions that you want asked of job seekers when
they are completing the application for the job.

Note: If no question sets were created previously, you can click the Create Job Applicant
Questions link to begin that process; if they were, you can click the Edit Applicant
Questions link to make changes. You will be returned to this step after creating or editing
the question set. See the topic “Managing Application Question Sets” for details on
creating questions sets.

29 Inthe Applicant Notification Method section (see figure above), specify if you Would like to be
notified when a job seeker applies for this job.

a. If Yes, indicate whether you would like to receive an email notification (in addition to the
Message Center notification, which is standard).

30 Click Next to proceed to the next page (see figure below).
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Job Order Upload Options

Which sites would you like to upload your job to?
D Americas Job Exchange (visit)
[] National Labor Exchange (visit)

Note: By checking the Naticnal Labor Exchange box, your job order will be uploaded to the MNational Labor
exchange, which may share it with other sites.

Creating a New Job Order — Job Order Upload Options

31 IntheJob Order Upload Options section, to upload the job order to external job exchange sites,
click the desired checkboxes. Click a visit link to open a site in a new browser window.

32 Inthe Other Information section, answer the questions with a Yes or No. Be sure to read each one
carefully, as default responses are set initially (see figure below). Answering Yes to some
guestions will display additional fields that will require entries. Your site may also be configured
for additional questions.

Other Information

Is Veterans Preference given to this job order? o Yes @ Mo
Is this a Green Job? click here for a definition O Yes @ Mo
Are you a Federal Contractor? ® Yes O No
Does a court ordered affirmative action plan require O Yes @ No

posting this job order?

Is this job order for an Enterprise Zone? O Yes @ No

Is Disability Preference given to this job order? O Yes O No @ Not Specified

Foreign Labor Certification
Is this a mandatery job order being filed in connection QO ves
with an application to the Department of Labor to O no
employ H-2B, temporary non-agricultural, guest workers @ Not Specified
in the United States? click here for a definition
Is this job order being filed in connection with an O ‘fes
application to the Department of Labor to employ H-2A O Mo
temporary agricultural workers to perform agricultural @ Mot Specified
labor or services of a temporary or seasonal nature in
the United States? click here for a definition

Is this a mandatoery job order being filed in connection O ‘fes
with an application to the Department of Labor to O No
employ a foreign worker to work permanently in the @ Mo

t Specified
United States? click here for a definition

Preview Job
Exit Wizard

<< Back Finish

Creating a New Job Order — Other Information Section
Below are some things to note about these selections:

= Veterans Preference — Veterans Preference is a law concerning employment in federal
government positions. Veterans who are disabled, or who served on active duty in the
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Armed Forces during certain specified periods or in military campaigns, are generally
entitled to preference over non-veterans, both in federal hiring practices and in retention
during reductions in force. Veterans Preference laws do not guarantee veterans a job.

Green Jobs — Green jobs are generally found in those industries involved in energy or

environmental efficiency and renewal. Click the link for a more specific definition of Green
Jobs for your area.

Enterprise Zone — An Enterprise Zone is a community that has been targeted by the federal
government for revitalization through federal tax incentives and grants. You can find out if
your business is located in an Enterprise Zone by using the address locator on the
Department of Housing and Urban Development (HUD) website.

Foreign Labor Certification — If this job order is being filed in connection with an H-2B
temporary labor certification, and you have met the specific regulatory requirements to
bring foreign nonimmigrant workers to the United States, select Yes. Summaries of H-2B

and H-2A requirements can be accessed through the click here for a definition links, or on
the U.S. Department of Labor website.

33 To preview the job as it will display to job seekers, click the Preview Job link at the bottom of the

page (see figure above). A pop-up window opens with the Job Details page (see figure below).
See the topic “Job Details Page Overview” below for more information on this page.

ﬂ UNICQUE ABILITIES .' Employ Florida Vets Medallion

Technical Writer
ll GSIQAMM Test Co 0302

Qccupation: Technical Writers

Palm Harbor, FL - 34683 Job #: -850611

Between 2k and

s/ 1K

Per Year

Site: Emplay Florida

Expires: 1/3/2021

Job Requirements Job Properties
DO O PO B!

06e OO0

Employer Research [—]i]
Connect with

GSIQAMM Test Co 0302 - GSIQAMM Test Co 0302
s a Private Sector employer
Company Profile: r
Test Company nm B

20-49 employees
Jobs from this Employer

See sll jobs from GSIOAMM Test Co 0302

Location/Work Site Information =28
Address: 9901 Test Avenue, Palm Harbor, FL 34683
Public Yes
Transportation
Accessible:
Location/Work Site Full-Service Restaurants (722511)
Industry (NAICS):
Cost of Livina: Wiew cost of living information based an-this Iacation
Partial Job Details Page
VOS Employer Services User Guide 5-19
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34 Click the Finish button on the Job Order Creation page to complete the job order.

After saving the job, the system immediately begins searching the database for matching candidates and
displays any matches on a results page (see figure below). Note your Job Order number in the gray bar at
the top of the page. See the topic “Searching for Candidates by Job Order Criteria” in Chapter 6 for details
on working with candidate search results.
[ .Yourj.oi: has been saved successfully
Here is a list of active resumes for candidates that matched your criteria. If you are a
newly registered emplayer, your company will need to be verified by staff before any of

your jobs orders are visible to candidates. Please select one of the following options
below.

Job Order: 11061215 - Technical Writer

Resume Updated = | IF | Refer 4 10f23 » Print

B &= Brown, Robert C
ADA Tester
$19.25 hourly (Approx. $4...

WO @
Resume Summary: Robert was most recently emplayed
with Geosol Inc for the past 3 years, 4 months. He has
mere than 5 years, 4 months of experience as Chief

Specialized Degree (2.g....
Chief Executives (40 mont...

Oldsmar, FL == Brown, Robert C Executives, and Postal Service Clerks. He eamed a
Updated: 10/26/2020 2523 Old Village \Way Specialized Degree (e.g. MD, DDS) at Citadel. He is

B Cldsmar, FL 34677 US currently pursuing a career in Software Quality Assurance
D TEST-THREE, EFU ) Engineers and Testers. View Resume
EFU3 UPLOAD 10-23-20
£24.00 hourly (Approx. $5...
Bachelor's Degree
Accountants (178 months) Overview = Qualifications Skills Driver's License References Resume
Hialeah, FL
Updated: 10/23/2020

Notes

[] = Brown, RobertC 43

Test Emp {copy} — . e .
£19.25 hourly (Approx. $4... App“cant Qua“flcat|0n5

Specialized Degree (2.g..

Chief Executives (40 mont... Name and Location Brown, Robert C - Cldsmar, FL 34677 US

Oldsmar, FL

Updated: 10/23/2020 Occupation Experience Chief Executives {40 months), Postal Service Clerks (25
N months)

[0 = vety, Jack ‘53‘_‘; View Typical Work Experience for Technical Wiiter

Modify1
$19.25 hourly (Approx. $4...

Associate's Degree Highest Level of Education Specialized Degree {e.g. MD, DDS)

Aircraft Mechanics and Se... Wiew Typical Education Requirements for Technical Writer
Tampa, FL
Updated: 10/23/2020 Indicators =3 Vieteran - Yes, Eligible Veteran
SBE Veteran
[ Fredenrich, Brent &)
My New Resume i Specialized Requirements No
ANY
Bachelor's Degres

General Requirements 60%
ComputasReassasamors (35.. e

o i g
Matching Candidates Results Page

This job will now display on your Job Orders tab. See the topic “Working with Existing Job Orders” for
details on managing existing jobs.
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Job Details Page Overview

This section describes the layout and some key features of the Job Details page, which shows how the job
appears to job seekers and other users of the system.

P To view the Job Details page for a job order:

e On the Job Orders tab, click the Preview link in the Action column for the desired job (see figure
below).

Job Title Employer | On-line Created Inactive Actual | Views| Applicants
Job Status | Status Siatus After Close

11242404 | Accountant | Openand | on-line | Openand | 8/31/2021 | 10/30/2021 | N/A
available available

Copy

(agl

dlit

Delete

Search by Job
Criteria

Prefill
Advanced
Resume Search
Applicants

Preview I

Template

Preview Link on Job Orders Tab to Open Job Details Page
The Job Details page displays (see figure below).
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Here are the details for the selected job.
You may need to scroll down to see all the information about the job, including the job
description. WARNING: Always be on the lookout for job scams! Learn more

6 UNIQUE ABILITIES Employ Vets Medallion

Accountant - Main Office

EBetwesn $25.30 and 3 @
U10)1 {1y Dassing Accounting Inc.
$4 0 5 0 Occupation: Accountants

Per Hour Locati 3 Job# 10574294

Position range in Tampa-5t Posi Source: Employ

Patersburg-Clearwater, FL i

Metropaltan Statistical Area Site: Employ

$25.30 - 540.50 Per hour
Job Requirements Job Properties

60 06060
L oL g Duraticn,

Job Description =28

Analyze financial information and prepare financial reports to determine or maintain record of assets,
liabilities, profit and loss, tax liability, or other financial activities within an organization.

Employer Research =0
b Connect with

Dassing Accounting Inc. Dassing Accounting

Is a Private Sector employer with & locations Inc.

http://www.toro.com

10-19 employeas nmg

Company Profile:

We strive to develop innovative software to
improve the efficiency and effectiveness of
workforce development organizations
throughout the United States.

Partial Job Details Page for an Internal Job

Below are some special features to note on the Job Details page:

e If you are a HIRE Vets Medallion Award recipient, as designated on the General Information tab
of your Corporate Profile, the Vets Medallion icon appears at the top of the page (see figure
above), along with a toggle link that reveals the award level and program year in which it was
received.

e The Unique Abilities icon appears at the top of the page if the Unique Abilities Partner field was
set to ‘Yes’ by staff in the Company Information section of your Corporate Profile (see figure
above).

e If an actual salary is provided for the job, it displays in a blue box; even if no actual salary is
provided, wage data averages, if available, are shown for the occupation in a gray box.
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Working with Existing Job Orders

All job orders associated with your account appear on the Job Orders tab, which you can display in either
Summary or Detailed view, and provides direct access to the many job order functions in the Action
column. By default, only completed, active job orders are listed, but you can list any incomplete jobs by
changing the Jobs Filter Criteria.

Jobr Orders

Show All lobs Filter Criteria

Job Order Templates Linked Jobs Applicafion Questions Job Skill Sels Tools and Technology

“ For help click the information icon,

Results View: Summary\ Detailed

orton any column; a column title,

0si
Job Title Employer Created Inactive }\clual Views| Applicants
Job Status Slntus After
[}ate

11242404 8/31/2021 | 10/30,/2021

Accol untant Open and on-line | Open and

available

Copy

available

Edit

Delete

Search by Job
Criteria

Rl

re-fill

Advanced
Besume Search

Applicants
Preview

Template

A/ 14 Page El of 1 L2l (W Rows | 100 =

SEARCH CRITERIA:Internal jobs only and Complete jobs

Add Mew Job Order

| Show all jobs {including_inactive and expired)

Action Links on Job Orders Tab

From this tab, you can perform the following actions:

e Filter job order list — Click the Show All Jobs Filter Criteria link at the top left of the list to display
the criteria you can filter by. Make your selections, and then click the Filter link to refresh the
list of jobs. Clicking Complete or Incomplete as Complete Status causes the list to refresh
automatically.

= To display only those job orders that match a specific status, select from the Job Order
Status drop-down list: Active, Open and available, Position no longer available, Position
filled, Expired, Maximum Positions Met (Placed), Maximum Applicant Met (Fully Referred),
or Any.

= To see all jobs you’ve created, click the Show all jobs (including inactive and expired) link at
the bottom of the page.
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Sort job order list — Click an underlined column heading to sort by it; click a column heading
again to reverse the sort order.

See detailed job information — Click the Detailed Results View link at the top left of the list; click
Summary to return to the default view.

Create a new job order —Click the Add New Job Order button at the bottom of the page. See
the topic “Creating a Job Order Using the Job Order Wizard” for details.

Edit a job order — Click either the Job Title link or the Edit link in the Action column. See the
topic “Editing a Job Order” for details.

Change a job order status or thresholds — Click the Employer Job Status link (a variety of
statuses may display). You may have to change the selected Job Orders Status in the Filter
Criteria section to find the desired job. Thresholds include number of open positions and
maximum number of applicants accepted. See the topic “Updating Job Order Status or
Thresholds” for details.

View job applicant details — Click either the Applicants link in the Action column or the number
link in the Applicants column. See the topic “Managing Job Applicants” in Chapter 6 — Manage
Recruitment for details.

Copy a job order — Click the Copy link in the Action column for the desired job. See the topic
“Copying a Job Order” for details.

Delete a job order — Click the Delete link in the Action column, and then click OK to confirm.
You can only delete job orders that have been posted less than 24 hours and that have no
applicants or referrals.

Search for matching candidates — To launch a search based only on the job order with no
modifications, click the Search by Job Criteria link in the Action column. To have job order data
pre-fill advanced résumé search criteria that can be modified, click the Pre-fill Advanced Resume
Search link. See the topic “Searching for Candidates by Job Order Criteria” in Chapter 6 —
Manage Recruitment for details.

Preview a formatted job order — Click the Preview link in the Action column to open the Job
Details page that job seekers will see. See the topic “Job Details Page Overview” for details.

Save a job order as a template — Click the Template link in the Action column. See the topic
“Creating a Job Order Template” for details.

Display a job location on a map — Select the corresponding checkbox for the job order to be
viewed on a map, and then click the Map link at the bottom of the Select column.

Export job order data —Select the corresponding checkboxes for the job orders to export, and
then click the Export link at the bottom of the Select column. Select the Download Type from
the list that displays below the table, and then click the Export button. The file downloads to
your computer (it may go to your Downloads folder, or you may be prompted where to save it).
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Finding Incomplete Job Orders

If you have job orders that you were not able to complete (e.g., exiting out of the wizard before hitting the
Finish button), you can easily find them and complete them from your Job Orders tab.

P To find and complete incomplete job orders:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see figure below).

2 Click the Show All Jobs Filter Criteria link to display the filter criteria fields (see figure below).
. E Hide All Jobs Filter Criteria

Filter Criteria

Complete Status: @ complete O Incomplete
Job Orders Status: | — = |
Associated (O Active Locations () Inactive Locations (@ Al Locations

Location/Work Site:
e Lk Any Location/Worksite

Global Sourcing International - 4601 SW 34th St Orlando FL, 32811

-

Keywords (e.g. | |
Accountant):

M +Show Keyword Search Options

Job Order Number: | |

Filter Options: @ Equals
O Contains
OR

Job Order N

(Comma delimited list.
Limit your entry to 200
characters):

Agency Job ID: | |

Dates: | Mone Selected '” Anytime v|

[ Filter | Reset Filters |

Filter Criteria on Job Orders Tab

3 Select Incomplete from the Complete Status radio buttons. The page refreshes, displaying only
incomplete job orders (see figure below).

To sort on any column, dick a column title.

T T N

Delete

Screen Door Maker 1/12/2021 1/12/2021 Wizard

Delete

Incomplete Job Orders on Job Orders Tab
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4 Click on the Job Title link or Wizard link in the Action column to continue creating the job order.
The Job Order Wizard will open on the last step saved.

5 Continue creating the job order by completing the steps in the Job Order Wizard. See the topic
“Creating a Job Order Using the Job Order Wizard” for details.

Editing a Job Order

Job orders can be edited from either a job search results page or your Job Orders tab.
P To edit an existing job order:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
dlsplays (see flgu re below).

Job Title Employer On-line Created | Inactive | Actual |Views Apphcants Action
Job Status | Status Close
Date

11242338 |JScreen Openand | on-line  Openand | 1/13/2021  3/14/2021  N/A
Door available available

Copy

Maker Edit

Delete

Search by
Job
Criteria

Ere-fill
Advanced
Resume

Search
Applicants

Preview

Job Orders Tab — Links to Edit a Job Order

2  Click either the Job Title link or the Edit link in the Action column (see figure above). The Edit Job
Order page displays (see figure below).
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Use this form to review the job order information.
You may use the links below to jump to a specific section for review. To modify this job
aorder, click the Edit link underneath the section you want to edit.

[iob Title and Occupation | Location/Work Site of this job | Contact Person for this Job | Job order information to be displayed online | Jok
Details | Job Post Sites | Job Description | Skills | Other Skills | Hiring_Requirements | Specialized Requirements | Minimum Education, Experience,
& Age Requirements | Transportation Reguirements | Compensation & Hours | Benefits Offered | Job Application Methods Accepted | Job
Applicant Information Needed | Application Question Set | Applicant Nofification Methed | Job Order Upload Options | Other Information ]

ﬂ For help click the information icon.

Job Order Number 10574294

Job Order Summary Image

This loge will appear when job seekers are searching for your job order and when they view your Job Details page.
If you do not provide an image the system will automatically attempt to locate one related to your company from

the Internet for you, Changes made to Hide or Display the company logo on this job order will be company wide
and will Hide or Display the company logo for all job orders you have in the system.

Using the link provided below, you may edit this image or select to have no image shown by selecting "Don't
show.

@) Show Job Order Summary Image.

Don't Show Job Order Summary Image.

[ Edit Job Crder Summary Image Setfings |

Job Title and Occupation

Joh Title: A
Qccupation: A

guntant - Main Office
guntants (13201101)

CC
CC

Typical
Employment Data:
Agency Job ID:

View Typical Job and Employment Data for Accountants

[ Edit Job Title and Occupation ]

Location/Work Site of this job

Partial Edit Job Order Page — Jump, Labor Market and Edit Links

At the top and bottom of the Edit Job Order page are several links to “jump” to that section to
review and change the information. Each section of the Edit Job Order page contains a link to edit
the information in that section. Some sections also contain links to view labor market information
(see figure above).

3 Use the links at the top or scroll down to navigate to the desired section, and then click the Edit...
link to modify the appropriate information. An edit page for that data opens, where you will make
your changes and click Save. The main Edit Job Order page redisplays with your changes. See the
topic “Creating a Job Order Using the Job Order Wizard” for descriptions of the fields.

Some items of note when editing sections of a job order are:

= Locations — The locations available for selection include all worksite locations associated
with your employer account. Any additions or modifications will become part of your
account and be available for future job orders or other uses. In addition, if a job order is
already associated with a location you modify, the system will apply all updates to the
location.

= Contacts — The contacts available for selection include all contacts associated with the
location selected above. You may change contact information or location associations, if
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necessary. You may also add new contacts. Any additions or modifications will become part
of your employer account and will be available for future job orders or other uses. In
addition, if a job order is already associated with a contact you modify, the system will apply
all updates.

=  Online Status — Selections made in the Job Details section may impact the online display
status of the job order. A job order will no longer display online if any of the following

apply:
¢ The Last Date setting has passed, causing the job order to expire —a Close Date will
display

¢ The Maximum Applicants setting has been met, making the job order “fully referred”

¢ The Maximum Positions setting has been met

4 At the bottom of the Edit Job Order page are several buttons and links that you may find useful
(see figure and descriptions below).

—piodd Options | Ofhgrsy

View Applicants Preview Job Search Candidate(s) Create Template

Candidates that match this lob

[ f Copy Job Order | & Print Job Order | 3% Print QR Code ]

Return to Job Orders

Share this Job

B Linksdin Share ) Facebook Share W Tweet This Eima

Edit Job Order Page — Additional Options at Bottom
Following is a brief description of each button or link:

= View Applicants — Opens the Job Order Statistics/Applicant Information page. This is the
same page that opens from the Applicants link in the Action column on the Job Orders tab.
See the topic “Managing Job Applicants” in Chapter 6 — Manage Recruitment for details.

=  Preview Job — Opens the Job Details page, where you can view the job posting as it appears
to job seekers and other system users. See the topic “Job Details Page Overview” for
details.

= Search Candidate(s) — Opens the Advanced Résumé Search tab, where you can search for
candidates that match this job. See the topic “Searching for Candidates by Job Order
Criteria” in Chapter 6 — Manage Recruitment for details.

= Create Template — Opens the Create New Job Order Template page so the job order can be
saved as a template. See the topic “Creating a Job Order Template” for details.

= Candidates That Match This Job — Launches a search for candidates that match the job
order. Arésumé search results page displays a list of résumés that match the job order. See
the end of the topic “Creating a Job Order Using the Job Order Wizard” for an example of
that page. This option does not allow you to modify the search criteria before running the
search. Use the Search Candidate(s) option above for that ability.
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=  Copy Job Order — Opens the Copy Job Options page, where you can copy this job to create a
new one. See the topic “Copying a Job Order” for details.

=  Print Job Order —Opens a pop-up window where you can select to print the job order or
download it to a PDF file.

= Print QR Code — Opens a window where you can scan or print the QR code for the job.

= Share This Job — Each of the social media links in this section opens a new browser window
where you can log into a social media site and create a posting for the job, or email it to an
external recipient (fields display below after clicking the Email link).

Updating Job Order Status or Thresholds

You can review the activity of a job order and evaluate whether to modify a threshold parameter. For
example, if the job order has reached the maximum number of applicants, you may want to increase the
maximum allowable. Or, if an applicant has filled the position or the position is no longer available, you
may want to change the job order status.

P To change the job order status:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see f|gu re below).

JobTitle | Employer | On-line | System Created | Inactive | Aclual |Views|Applicants Action
Job Status | Status Status After Close
Date

11242338 Scresn Open and on-line | Openand | 1/13/2021 | 3/14/2021  N/A
Door available available

Maker Edit

Delete

Search by
Job
Criteria

Pre-fill
Advanced

Resume
Search

Applicants

Preview

—

emplate

Employer Job Status Link on Job Orders Tab

2 Locate the desired job order and click the Employer Job Status link (see figure above). A variety of
statuses may display. You may have to change the selected Job Orders Status in the Filter Criteria
section and click the Filter link to find the desired job. The Job Order Statistics/Status page
displays (see figure below).
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Update Job Order Status

*Employer Status: Open and available

Closed by staff

Employer Filled Position

Employer Position no longer available
On Hold

Open and available

Staff Status:

Job Order Statistics/Status Page

3 Inthe Update Job Order Status section, select the new status from the Employer Status drop-
down list, and click the Save button. To remove the job order from the online status, select either
Employer Position no longer available or Employer Position filled.

When changing the job order status, workforce staff may contact you to confirm the status
change. The Staff Status field, which ultimately controls whether the job displays online, will
update to match the new Employer Status selected.

Note: If the staff-controlled status in the System Status column does not indicate ‘Open and
available’, then the system will not display the job order, even if the employer status is
still set to ‘Open and available’.

P To change the number of positions or applicants for a job order:

Job Order Statistics

Job Order Number: 11051214
Job Order Title
On-Line Status:
Employer Statux

BAvailable Online:

Hpphicants H

Positions REmaming:

Maodify Number of Positions Available

[
25
Modi ax Number of Applicants to be Considered

Current Max Number of 25
Current Positions Setting: 1 Applicants:
* New Number of Pasitions [ 3 - 595 * New Max Applicant Value:

Available:

= = Save cancel
save | | Camee!

Modify Number of Positions Available and Maximum Number of Applicants to Consider

e Inthe Job Order Statistics section:

= To change the number of open positions, click the Positions Available link. On the resulting
page, enter the new value, and click Save.

=  To change the maximum number of candidates who can apply for the job (either through a
staff referral or directly), click the Number of Applicants Requested link. On the resulting
page, enter the value, and click Save.
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Discontinue Online Display
A job order will no longer display online if any of the following apply:

e The Last Date setting has passed causing the job to expire — a Close Date will display

e The Number of Applicants Requested threshold has been met, making the job “fully referred”
e The Positions Available threshold has been met

e The job has been marked for deletion by staff

e Employer access has been revoked by staff

Copying a Job Order

Copying a job order allows you to use an existing job order as the basis for creating a new job posting, and
then make simple modifications. For example, the new job order may only need a different Display Date,
Worksite, or Contact Person, but all other elements are the same. By starting with the existing job order,

you need not re-enter the same job order details twice.

» To copy a job order:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
dlsplays (see flgu re below).

Job Title Employer Created Views gppll
Job Status Sta'lus Close
Date

10990998  Electrician Openand  on- Open 7/2/2019 71372024 | N/A 22
Career- avzilable  line and
Journeym available Edit
an/Apprentice

Job
Criteria

Pre-fill
Advanced
Resume
Search
Applicants

Preview

Template

Job Orders Tab — Copy Link

2 Click the Copy link in the Action column for the desired job (see figure above). You may have to
filter or sort the list. The Copy Job Options page displays (see figure below).
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Job Order: 11242328 - Accountant

Copy job options

Please select the method for @ Copy job as is (exact copy)

copying your job: O Copy job with advanced options
Job Details
* Work At Home: QO Yes O No O Not Specified

| Cop}-‘Job| | Cancel |

Copy Job Options Page

3 Choose the method for copying the job: Copy job as is (exact copy) or Copy job with advanced
options (allows you to modify it).

If you select Copy job as is, specify if Work At Home will be allowed, and then click the Copy
Job button. An exact copy is made with a new Job Order ID number, but same title, and a
search begins for any matching candidates. Matches display on a résumé search results
page. See the end of the topic “Creating a Job Order Using the Job Order Wizard” for an
example of that page. You can still make any changes to this job by clicking the Edit link for
it on the Job Orders tab.

If you select Copy job with advanced options, the page refreshes with additional sections,
followed by a series of pages that allow you to edit each section of the job order, as needed.
See the topic “Creating a Job Order Using the Job Order Wizard” for descriptions of the
available fields.

¢+ Modify the sections that need to be altered and click the Next button to continue.

Tip: To distinguish job orders with similar titles, you may want to add a defining
characteristic, such as ‘Account — Main Office’, ‘Accountant — Branch Office’, or you
may simply add a number after the title, such as ‘Accountant-01’, ‘Accountant-02’.

¢ On any page, if you are done making changes, click the Copy Job button to save the new
job order.

A copy is made with changes with a new Job Order ID number and a search begins for any
matching candidates. Matches display on a résumé search results page. See the end of the
topic “Creating a Job Order Using the Job Order Wizard” for an example of that page.
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Managing Job Order Templates

From the Job Order Templates tab you can create, edit, copy, and delete your templates, as well as create
new job orders from them and perform mass job imports, if your account is configured for that feature.
See the topic “Mass Job Order Import” for details on that process.

Job Orders ELLEC G DR Rt Application Questions Job Skill Sets Tools and Technology

Job Order Templates

Show Filter Criteria

Templates for Employer: Dassing Accounting Inc.
Template Name

[l

Accountants Edit | Copy »

Create Job
From
Template

m

Broker

|5

dit | Copy O

Create Job
From
Template

Intern Edit | Copy O

Create Job
From
Template

Delete

Create New Job Order Template

Job Order Templates Tab

From this tab, you can perform the following actions:

e Edit a template —Click the Edit link in the Action column. On the Edit Job Order Template page,
scroll down to the desired section, and then click the Edit... link to modify the appropriate
information. An edit page for that data opens, where you will make your changes and click
Save.

e Copy a template — Click the Copy link in the Action column. Enter a Template Name for the new
template and click the Copy button. The Edit Job Order Template page displays. Modify this
new template as you would edit any other template, as outlined in the bullet above.

e Delete a template — Click the desired Select checkbox, then click the Delete link at the bottom of
the Select column; click OK to confirm.

e Create a job order from a template — Click the Create Job From Template link in the Action
column. See the topic “Creating a Job Order from a Template” for details.

e Create a new template — Click the Create New Job Order Template button. See the topic
“Creating a Job Order Template” for details.
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Creating a Job Order Template

Job order templates contain basic job information that can be reused over and over again to create new
job orders. This saves time and is useful when you will be posting the same type of job repeatedly and
need consistency. You can easily create a template in one of two ways: 1) by saving an existing job order
as a template, or 2) by creating a new template from scratch from the Job Order Templates tab. Both
methods are described in the following sections.

P To save an existing job order as a template:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
dlsplays (see flgu re below).

JobTitle | Employer | On-line | System Created | Inactive | Actual |Views| Applicants
Job Status | Status Status After Close
Date

11242338 Scresn Openand | on-line | Openand | 1/13/2021  3/14/2021 | N/A Copy
Door available available

Maker Edit

Delete

Search by
Job
Criteria

Pre-fill
Advanced
Resume
Search

Applicants

Preview

Template

Job Orders Tab - Template Link

2 Click the Template link in the Action column for the desired job (see figure above). The Create
New Job Order Template page displays (see figure below).

Create a new job order template

*Template Name: | Accountants |

Benefits offered (8 Use benefits specified by employer
for this job: (O No benefits specified

Save | Cancel |

Create New Job Order Template Page

3 Enter a descriptive name in the Template Name field.

4 Specify if you are offering standard benefits or not.

5 Click Save to save the template. A search begins for any matching candidates. Matches display on

a résumé search results page. See the end of the topic “Creating a Job Order Using the Job Order
Wizard” for an example of that page. If no matches are found, a What would you like to next?
page displays (see figure below).
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There are no matching candidates for the job order

What would you like to do next?

«
B Edit Job Order Template
.

o
L1
H— This opticn will allow you to edit your newly created job order template.

View all of your Job Order Templates
X This option will allow you to review and madify all your job order templates.

»
1

Return to Job Order
%3 This option will allow you to return to the job order you were working with before you created your new job order
# template.

Return o your Dashboard
o} Use this option to navigate to your dashboard page and manage jobs, search for candidates, create a candidate
: search alert (Virtual Recruiter), search available labor market information, schedule appointments on your calendar
and manage your message center.

What Would You Like to Do Next Page for Job Order Templates

You can edit the template now, or manage it at any time from your Job Order Templates tab (see
figure below).

P To create a job order template using the full Job Order Wizard:
1  From the Quick Menu group in the left navigation menu, click Manage Jobs.

2 OnthelJob Orders tab, click the Job Order Templates tab (see figure below).

Job Orders Job Order Templates Question Job Skill Sets Tocls and Technology

Job Order Templates

Show Filter Criteria

Templates for Employer: Dassing Accounting Inc.
Template Name

Accountants Edit

Copy D

Create Job
Erom
Template

Broker Edit

o
]

2

Create Job
From
Template

Intern Edit

Copy.

Create Job
From
Template

Delete

Create New Job Order Template

Job Order Templates Tab
3 Click the Create New Job Order Template button.

4 Enter a Template Name, then complete the remaining sections and pages just as if you were
creating a new job order. See the topic “Creating a Job Order Using the Job Order Wizard” for
details.
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Creating a Job Order from a Template

P To create a job order from a template:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays.

2 Click the Job Order Templates tab (see figure below).

Job Orders Job Order Templates Question Job Skill Sets Tools and Technology.

Job Order Templates

Show Filter Criteria

Templates for Employer: Dassing Accounting Inc.
Template Name

Accountants Edit | Copy, m

Create Job
From
Template

Broker Edit | Copy, [

Create Job
From
Template

Intern Edit | Copy [

Create Job
From
Template

Celste
Create New Job Order Template

Job Order Templates Tab

3 Click the Create Job From Template link in the Action column. The Create Job from Template page
displays (see figure below).

Job Order Template

Template Name: Sr. Sales Associate
“Job Title: Sales Associate
Occupation: Retail Salespersons
Job Details
*Work At Home: QO Yes O MNo (O Mot Specified
Create Job From Template Cancel

Create Job from Template Page
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4 Verify or enter a new Job Title.
5 Specify if this job will allow Work At Home.
6 Click the Create Job From Template button.

After saving the job, the system immediately begins searching the database for matching
candidates and displays any matches on a results page. Note the new Job Order number in the
gray bar at the top of the page. See the topic “Searching for Candidates by Job Order Criteria” in
Chapter 6 — Manage recruitment for details on working with candidate search results.

Mass Job Order Import

For employers that have been enabled by workforce staff to do mass job order imports, the Mass Job
Order Import function allows you to import a specifically formatted Excel file (.xls) that contains data on
multiple jobs, which is then used to automatically create job orders. This method may be useful if you
prefer to collect the data for many jobs in one spreadsheet and review those jobs from the spreadsheet
before entering them all at once into the system.

During the import process, the system verifies that the imported data is in the correct format and indicates
the number of records successfully uploaded. Once the upload is complete, the jobs will be available on
the Job Orders tab for immediate use.

P To mass import job orders:
Note: If you have not yet been enabled to do mass job imports, workforce staff must enable you first.

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see figure below).

2 Click the Job Order Templates tab, and then scroll down to the Mass Job Order Import Templates
section (see figure below).

Mass Job Order Import Templates

Download Excel Import Template

Please use the links below ta view information you may need to create the Job Order file:
Migw locstion/worksite and Contacts

/ Jation Coges

Vi

o} i+

Yiew Minimum Education Requrements

Import Job Crders Add New Job Order

Show gl jodbs |

Mass Job Order Import Button and Link on Job Order Templates Tab and Job Orders Tab
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0 A e e

3 If not already downloaded, click the Download Excel Import Template link (see figure above) to
save a copy of the Excel spreadsheet to your computer, to be used as a template for data entry
and upload of jobs data.

4 Open the downloaded Excel template file and select the About tab at the bottom of the worksheet
to read directions on how to save the file, enable the macros (Enable Content button), enter the
required and optional data, as well as preview the format of the Job Order Entry tab for the fields
that will be completed (see figure below).

5 To create a valid import file, several pieces of information require a numeric code for the data
(e.g., the occupation code). Click each of the View... links in the Mass Job Order Import Templates
section of the Job Order Templates tab (see figure above) to review important information needed
to properly create the import file.

Aot Tte i % E ] 5 & 7 i 4 i
Jeb Title 13
| {RECIUIRED) 14
Ioh arder tile. iE] St

| 16 Thin teeplite i used for oreabing Excel workshests for entenng lob Oeder
1T trfprmeten to ke mported intn the W05 databee,
:: ROTE: Flisron st be erabbed o use this beeplate
:ﬂ Heowe B sawe @ wor kibook Troe a Eeenplate
L i Ok the s tab.
a i Gk Save s,
|z L SIPCHTANT: In the Save s dialag Bom, in the S s bype lst, sl ot
2 Ema 97 -0 War lebecec | "A16] THIS 5 THE ORLY FORNAT
2 SUPFORTED BY THE |MINET,
o A i e File nama Bo, rier & e 1or pour soriood,
i + eamoie) RobOrdertInguty1200_ 1107003 Las
A 5. Crek daveta firaih,
o]
L
11 ok Orades Istry
] Trey meseanet b Used b rgat |0b erder dala, The poberng ie 1psofc bo e
] weryeon of VWL The cobomn headegs highlighicd in red are regursd columng at
i) it b awilue. The celuma headings Rigrlighisd mn mpgte et blank
- v mpweprate defpult valus wik be passed oo ehe V0% dststans. AN other
% ooty mury alow MULL (Dlank| waue,
Iz Fiie: The ol (bems may b seiected from the VDS By fob Oner Upload
& page o atares dvecty 00 the coresponding spresohest ook
Lol * ‘Workste Code
B = Conkat Code
|41 * koacpkoant Questions
42
= ot OF Akoss Jots irdfer Uipload poge wil or oo s

and comtact whan $he seiection made s TWerate ang Coninct

= )
&5
b In scdfine, on the V05 Mass kob Order Uplosd page under Helpial Links, there
Fra e

=t bo v Information you may pes “liah Orger:

Mass Job Order Import Excel Template — Field Layout and Instructions

6 Save As the Excel template as a Microsoft Excel 97-2003 Worksheet (.xIs) file and begin the data
entry. Save again when complete.

7 Tosetupanimport, you can either click the Import Job Orders button on the Job Order Templates
tab.

OR...

Click the Mass Job Order Import link at the bottom of the Job Orders tab. A page displays key
parameters for the import (see figure below).
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Job Location/Worksite

il
n File® Option if you want 1o use the location/worksite idit) from your excel file. Otherwse,
=d fo7 adl uploaded jobs
@ vocation/Warksite and Contact Codes: O Test Empo
Proded in File 123 et
Radesgh, =
Upload File
[ A Nes
Job Skills | Select File |
Sedect job siolks for all uploaded Jobs [ Dowmloag Excel import Template |
Bl DR Helgful Links
Jih_Aj_!ﬂﬁGant ng%_ﬁ_ﬂ_l_‘l_s jow te view information you may need to create the Job Order file:

Wigw Driver's Lice:

Wigw Drivers License En

@ Do not defire job 4
0 lob Applicant Questions Provided in File

S @ @

Mass Job Order Import Details Page

8 Select a Job Location/Worksite to apply to all uploaded jobs, or to use the location that is in the
source Excel file, select Location/Worksite and Contact Codes Provided in File.

9 IntheJob Skills section, specify whether to Use the default skills for the occupation or Do not
define any skills for the jobs. Occupation codes are required for each job in the source upload file.
Default skills will be based on the occupation codes included in the job order file, if default skills
are selected.

10 Inthe Job Applicant Questions section, choose an option to determine if applicant question sets
will be associated with the job orders uploaded to the system. See the topic “Creating an
Application Question Set” for details on creating question sets.

11 Inthe Upload File section, click the Select File button (may have different name depending on
browser) to locate and select the file to upload (see figure below).

Note: The file must have an .xIs extension.

Upload File

® JobOrdersinputFile_11-17-20.xls | X Remow

Upload File Section
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12 Click the Upload button at the bottom of the page. After a successful upload, the jobs will display
on the Job Orders tab. If there are any issues with the file, red error text will display in the Helpful
Links section (see figure below).

An error occurred. The file is not in the correct format. Please save the document using "Save As' with
‘Save as type'= 'Excel 97-2003 Workbook (*xls) and try importing again. Mote: if prompted when
closing the document to Save, choose ‘Don't Save', This is where the file corruption occurs.

Cancel Upload

Sample Error Text for a Failed Upload

Linked Jobs Tab

The Linked Jobs tab is a convenient way for specific employers to identify, preview, and monitor any jobs
that their agents (OFCCP-compliant partners) import for them. When authorized importing companies,
such as Broadbean or Job Target, import jobs from an employer, these jobs are not treated as standard
spidered jobs; instead, these employers will have an additional Linked Jobs tab to identify those imported
jobs (see figure below).

Note: These linked jobs are not internal jobs, and cannot be converted to Preferred jobs.

Job Orders Job Crder Templates Linked Jobs Application Questions Juob Skill Sets Tools and Technology

To sort on any column, click a column title.

req2135 4E0ABDS0-3C5C-35CA-ADOA-ED20502D5FA0  Prep Cook CareerBuilder Compliance | 8/7/2020 2/9/2021 Dreview
req2322 TE454E59-A153-358F-9CE3-1BCT40379E03 Naturalist/First Mate CareerBuilder Compliance | 11/26/2020 | 2/9/2021 Preview
req2253 9AE0801F-956E-3F90-9CB9-4E04990BADSS Cook - All Shifts available! FT and PT opportunities! | CareerBuilder Compliance | 10/22/2020 | 2/7/2021 Proview
req2047 ATTFE4B3-8ACF-20B5-B165-FCAB2TABSFIS Front Gate Guard CareerBuilder Compliance | 5/18/2020 171372021 Prévici
req1745 2C310127-0DEB-3972-B1B4-A1567FD4A206 Busperson CareerBuilder Compliance | 1/30/2020  3/11/2021 Preview

Linked Jobs Tab

This tab will automatically display any external jobs that were loaded via import files. If your site is
configured to show this tab, but there are no jobs imported, then the Linked Jobs tab will not display.

You can see the Distributer Job ID for each job and the source (the importing company), and use a Preview
link in the Action column to view job details.
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Managing Application Question Sets

From the Application Questions tab, you can define sets of question for applicants to complete when they
apply for jobs with your company. When attached to a job order, the question set will display as part of
the job application. You can then review the applicants’ responses to help you decide which applicants to
consider for interviews. For more information, see the topic “Managing Job Applicants” in Chapter 6 —
Manage Recruitment.

Whether you create a question set as part of creating a job order or directly from the Application
Questions tab, it will become part of the question set library tied to your employer account. Whenever
you create or modify a job order, you can review and attach question sets from your library in one step.

Job Orders Job Order Templates Application Guestions Job Skill Sefs Tools and Technology

B Show All Filter Criteria

To sort on any column, click a column title.

General Barista Training 2/16/2021 Preview
Edit

Barista Training 12/15/2020 2 [i] ik C
Edit

Advanced Barista Training 2/16/2021 0 0 Eehib n

Edit

Delete

Filtered By: Current records

Create Application Questions

Application Questions Tab

From this tab, you can perform the following actions:

Preview how the questions will look to applicants — Click the Preview link in the Action column
to open the question set as it will display for job applicants.

Edit a question set — Click the Edit link in the Action column. See the topic “Creating an
Application Question Set” for details.

Delete a question set — Click the desired Select checkbox, then click the Delete link at the
bottom of the Select column; click OK to confirm.

Create a question set — Click the Create Application Questions button. See the topic “Creating
an Application Question Set” for details.
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Creating an Application Question Set

A question set can consist of just one open-ended question or a series of questions of varying types, such
as Text Entry, Yes/No, Numeric, and single-select or multiple-select Multiple Choice. You may also define
guestions as required or optional.

P To create an application questions set:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays.

2 Click the Application Questions tab.

3 Click the Create Application Questions button. The Create Question Set page displays (see figure

below).

Question Set Information

" Question set name: Writing/Editing Questions

Example: Accountant

« Question set

instructions: Please take a few moments and answer the following
questions below:

[ Insert Sample Text | Clear Text ]
(2000 characters max)
Current Characters: 67

Add a Question

* Question:

How many years of editing experience do you have?

B

[ Insert Sample Text | Clear Text]
(1000 characters max)
Current Characters: 49

Do you require a response to @ Yes O Mo
this question?

Save Cancel

Create Question Set Page
4 Enter a descriptive Question set name and Question set instructions statement for the questions
that will follow. The figure above shows the text thatis provided if you click the Insert Sample
Text link below the text box.
5 Inthe Add a Question section, type in the first Question, select the correct Response Type for it:
Numeric, Yes/No, Text, Yes/No/Maybe, Multiple Choice, Date, Phone Number, or Currency, and
specify if you require a response to this question.
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+Response Type: Multiple Choice =

Enter an item into the textbox and click Add fo List. To remave an item, select it from the list and click Remaove

from list.

Add tolist > = MS Word

; y Framemaker
<« Bemaove from list
Adobe Acrobat

Robohelp

[[] Allow job seeker to select more than one choice

Do you require a responseto (@ Yes (O Mo
this question?

Do you have a preferred ® ves O No
response for this question?
What is that preference? WS Weord
Framemaker

Adobe Acrobat
Robohelp

Adding a Multiple Choice Question

For the Multiple Choice selection, enter an item in the displayed text box, then click the
Add to list >> link. The item displays in the list box (see figure above).

Repeat the step above for each item you wish to add to the multiple choices.

Specify if you have a preferred response for this question and if Yes, click on the
preferred response in the box.

6 Click Save. The question is saved and the page refreshes so another question may be added to the

set (see figure below).

Question Set Information

Question set name: Whiting/Editing Questions
Question set Please take a few moments and answer the following guestions below:
instructions:

Number of candidate 0

responses:
[ Edit ]
Questions to be Asked
Question Response Type Response Action
Required
How many years of editing experience do you have? Numeric True Delete | Edit |
Copy.
Do you have indexing experience? Yes / Mo True Delets | Edit |
Copy
Which tool do you prefer for online help authoring? Multiple Choice True Delete | Edit |
Copy
[ Preview Question Set ] [ Add a Question ] [ Enter Response Preferences ]
Return to Question Set List

Adding More Questions to a Set
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7 Toadd another question to this set, click the Add a Question link and repeat steps 5 and 6. Repeat
this for as many questions as desired for the set.

8 From this page, you can perform the following actions:

=  Edit the set name or instructions — Click the Edit link in the Question Set Information
section above the table.

= Delete, edit, or copy a question — Click the corresponding link in the Action column.

= Change saved response preferences — Click the Enter Response Preferences link.

=  Preview what the questions will look like to applicants — Click the Preview Question Set link
(see example below).

Application Question Set

Please take a few moments and answer the following questions below:

How many years of editing experience do you have? I:l

Do you have indexing experience? O Yes O No

Which tool do you prefer for online help authering? (O Robohelp
(O Madcap Flare
Q HTML

Sample Application Question Set Preview

9 When you are finished with this question set, click the Return to Question Set List button. The
Application Questions tab redisplays with the set listed.
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Managing Job Skill Sets

The Job Skill Sets tab lets you create, edit, and delete sets of job skills that you can attach to job orders or
templates when you are creating them. Once a skill set is attached to a job order, you can modify the
specific skills for that job without affecting the saved job skill set.

There are two methods by which you can create job skill sets: Analyze Skills and Skill Matching. These
methods are explained in the following topics.

Creating a Job Skill Set Using Analyze Skills Method

Use the Analyze Skills method to pick and choose skills from lists of all possible skills, divided into common
categories. The Skill Categories page displays all available skills with no skills checked in any category.

P To create a job skill set using the Analyze Skills method:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays.

2 Click the Job Skill Sets tab (see figure below).

Job Order Application e Tools and
Job Brdecs Templates Questions s alEEs Technology

“ For help click the information icon next to each
saction.

To sort on any column, click a column title.

Epidemic Testing O
Health Safety Testing (COWID) O
geo developer O

Delete
Add Skill Set

Job Skill Sets Tab
3 Click the Add Skill Set button. A method selection page displays (see figure below).

L] @ =
@ Analyze Skills
@ ZEcr s opuon to analyze skills that best suit your paosition you are trying to fill.

Skill Matching
Select this optien to find an cccupation, display its skills, and select which skills are bast
4 suited for you and store them in your Skills folder.

Selecting Analyze Skills Method of Creating Job Skill Sets
4 Click the Analyze Skills link. The Skill Categories page displays (see figure below).
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Job Skill Categories

General Skills (0

m: _Csmzﬂmw_rt ion i - Entertainment & Media (0]
atics [ [ wices (0
Enancial Services (0 A Healthcare (00 L:gd_&_&u.uf.l.vr_h_ Eﬂgﬂnﬁm
] wices (0 ¥ (1]
i : i ) i i
i;mﬁ:ﬁ.&qu_ Service & Sales () Shﬂhﬁlﬁ}rm Transportation (01

(Subcategories for the skill group
IComputers & Mathematics

|Compuer - secone ]  [lomemierSupeennl )
I Mathematics (1 Prograsnmindg 8 Desgsn (04

Confer With Personnel To Disouss Security Viclations Or Programming

Dresign Data Security Systems
Follow Data Security Procedures
Install Security Measures
Maonitor Use Of Computer Data Files To Safequard Information

Plan Computer Security Measures

Top

Adjust Computer Operation System

Anabesm

Use Dbject-Oriented Computes..
Use Relational Database Software

Write Computer Software, Programs, Or Code

Top
‘Save Skills and Continue

Adding Job Skills Using Skill Categories

5 To expand a Job Skill Category, select a tab at the top of the page. If applicable, click a subcategory
link to jump to that location on the page (see figure above).

In the example shown above, main category Computers & Mathematics has five subcategories.

6 To select the skills to be included in the set, select individual checkboxes in the Select column, or
to select all skills in a category or subcategory, click the checkbox in the heading banner. To clear
selections, click the checkbox again.

7 When finished, click the Save Skills and Continue button at the bottom of the page. All skills
selected for the skill set will now display on the Skills List page for you to review.
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8 Toremove a skill from the set, simply deselect the corresponding checkbox.
9 Click the Continue button on the Skills List page to save changes.

10 Enter a Skill Set Description and click the Save button. The Job Skill Sets tab redisplays with the
new set added.

Creating a Job Skill Set Using Skill Matching

Use the Skill Matching method of creating a job skills set to start from a pre-defined skills list associated
with an occupation. After you select the occupation, you can then tailor the skills list to suit your specific
needs.

P To create a job skill set using the Skill Matching method:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays.

2 Click the Job Skill Sets tab (see figure below).

Job Order Application z Tools and
JabiBrdecs Templates Questions alaliias Technology

“ For help click the information icon next to each
section.

To sort on any column, click a column title.

Epidemic Testing O
Hesalth Safety Testing (COVID) O
geo developer (m

Add Skill Set

Adding a Skill Set
3 Click the Add Skill Set button. A method selection page displays (see figure beIow)

Analyze Skills
@ Select this option to analyze skills that best suit your position you are trying to fill.

skill Matching
3 Select this option to find an cccupation, display its skills, and select which skills are best
7 : . R

suited for you and store them in your Skills folder.

Selecting Skill Matching Method of Creating Job Skill Sets
4 Click the Skill Matching link. The Occupation Search page displays.

5 Search for an occupation using your preferred method. See the topic “Select an Occupation” in
Appendix A — Common System Tools for details.

6 Review the skills list that displays and uncheck any skills that do not relate to your job orders.
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Note: If you want to add skills not already included in the list for the occupation, you must first
save the skill set and then use the edit feature.

Adapt Course Of Study To Meet Student Needs -]
Advise Students
Assess Educational Potential Or Need Of Students a
Communicate Student Progress ]
Conduct Training For Personnel
Convert Information Into Instructional Program
Design Classroom Presentations
Develop Course Or Training Objectives

e oterials ot B |

Use Teaching Techniques
Write Public Sector Or Educational Grant Proposals

Write Research Or Project Grant Proposals

Continue

Choose dAnother Decupation

Reviewing and Customizing the Skills List

7 Click the Continue button on the Skills List page to save changes.

8 Enter a Skill Set Description and click the Save button. The Job Skill Sets tab redisplays with the
new set added.

VOS Employer Services User Guide 5-48 VOS Sapphire 09/2021



J Geographic

§g!h'.'c's§!9nﬂ§ Manage Job Orders

Managing Tools and Technology Sets

The Tools and Technology tab lets you create, edit, and delete sets of tools and technology skills that you
can attach to job orders or templates when you are creating them. Once a set is attached to a job order,
you can modify the specific tools and technologies for that job without affecting the saved set.

You can define different tools and technologies required for a job from a recognized list of those tools or
technologies already defined for similar occupation skill sets. You can associate any or all of the tools and
technology skills associated with an occupation as skills required for a job.

Creating a Tools and Technology Set
P To create a tools and technology set:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays.

2 Click the Tools and Technology tab (see figure below).

Job Order Application . Tools and
Job Orders Templates Euesti ons Job Skill Sets Technology

“ For help click the information icon.

To sort on any column, click a column title,

Skill Set Select
u

Chef tools and tech expertise O

Delete

Add Tools and Technology

Tools and Technology Tab
3 Click the Add Tools and Technology button. The Occupation Search page displays.

4 Search for an occupation using your preferred method. See the topic “Select an Occupation” in
Appendix A — Common System Tools for details.

5 Review the list of tools and technologies that displays for the occupation and check all that relate
to your job orders (see figure below).
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Technology for the selected occupation

Technatogy Commodity Titke Sebect
]
Appointment schedulimg software Calendar and scheduling saftware
Bookkeeping saltware Agdounting softwane
Googhe Doxs Ward procesting saftwane
Microsoft Access Data base user interface and query softwarne

- Spreadshe

Tools for the selected occupation

Toals Commadity Title Select
L]

Compater laser printers Laser printers
Compater terminals Mairframe condobe ar durmb termnals
Data input scanners Scanners

| skt
Typewriters -]
Switchboards Premize branch exchange PBX systems
DHctation equipment Drictation machines
10-key calculators Desitop caloulatar

- Continue

List of Tools and Technologies for Selected Occupation
6 Click the Continue button at the bottom of the page to save changes.

7 Enter a Set Description and click the Save button. The Tools and Technology tab redisplays with
the new set added.
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6: Manage Recruitment
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Manage Recruitment Overview

To help your organization identify and hire the right people for your open positions, the system offers two
key recruitment methods:

Create job orders to attract qualified applicants (they find you)

Employ search strategies to identify qualified candidates (you find them)

To support each of these recruitment methods, the system provides several features that you can access in
multiple ways to:

Search for candidate résumés that match your jobs using a wide variety of criteria
Save résumé search criteria as automated Virtual Recruiter searches

Review candidate details
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e Rate and save candidates as ‘favorites’

e Review, rate, and update the status of job applicants and see how they measure up to job
requirements

e View job and candidate market trends

.

B Services Preview

P Pinned Links

Labor Market Services | Manage Jobs

staff Provided Services | Candidate Search * Widgets
More Resources Manage Job Applicants
7| Job Market Trends
Candidate Market Trends 141 Job Orders Created = [® Mana
Viewed by 1835 individuals ' : Se]ect this option to add a
Virtual Recruiter 192 Résumés Viewed new, or change an existing,

job fisting you wish to
display online using our
Jeb Order System

View Your Recruitment Plan © @; fate s

1 wirtuzal Recrurter Saved Résumeé
Alerts

Select this option to find

and review the Résumés of
= =1 candsdates that have the
|~ Quick Menu qualifications you need.

Account Information 46 Unread Messages mmmmw
| Manage Jobs <] search alert
|| ﬁ 2 Read Messages More Recruitment Services ©
EmpmyEMources
Empbyer portfolio
Ern oyer Portfolio
|~ Employer Profiles
Corporate Profile
Search History Profile
———| Communications Profile
| | [ ) Human Resource Plan
|~ Human Resource Plan B ) Job Ordar Bian
| Job Order Plan | EI™ Recru#mant lan
H - nt Plan Job Apolicants
[ .E.. ! Favorite Candidates
Ayl : b B sl s
Job Applicants Favorite Candidates Virtual Recruiter
ﬂ For help click the information icon.

The Many Ways to Access Recruitment Features
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Accessing Recruitment Features

The system provides numerous ways to access all the recruitment features available to employers, which
offers flexibility to navigate the system as you desire. You can access recruitment features as follows:

P To search for candidate résumés on the Résumé Search page:

e From the Quick Menu group in the left navigation menu, click Candidate Search (see figure on
previous page, middle left).
OR...

e From the Services for Employers group in the left navigation menu, click Recruitment
Services P Candidate Search (see figure on previous page, top left).
OR...

e Click the Candidate Search link in the Recruitment Services dashboard widget (see figure on
previous page, top right).

See the topic “Searching for Candidates” for details.
P To review and manage applicants who have applied for your jobs on the Job Applicants tab:

e From the Services for Employers group in the left navigation menu, click Recruitment
Services » Manage Job Applicants (see figure on previous page, top left).
OR...

e From the Quick Menu group in the left navigation menu, click Employer Portfolio » Recruitment
Plan » Job Applicants tab (see figure on previous page, bottom).
See the topic “Managing Job Applicants” for details.

P To create and manage Virtual Recruiter résumé search alerts on the Virtual Recruiter tab:

e From the Services for Employers group in the left navigation menu, click Recruitment
Services » Virtual Recruiter (see figure on previous page, top left).
OR...

e In the Recruitment Services dashboard widget, click the Virtual Recruiter link (see figure on
previous page, top right).
OR...

e In the My Recruitment Plan dashboard widget, click the number link to the left of Virtual
Recruiter Saved Résumé Alerts (see figure on previous page, top right).

See the topic “Managing Virtual Recruiter Résumé Search Alerts” for details.
P To review and manage your favorite candidates on the Favorite Candidates tab:

e From the Quick Menu group in the left navigation menu, click Employer Portfolio » Recruitment
Plan » Favorite Candidates tab (see figure on previous page, bottom). See the topic “Managing
Favorite Candidates” for details.

P To review résumés you’ve previously viewed on the Viewed Résumés tab:

e In the My Recruitment Plan dashboard widget, click the number link to the left of Résumés
Viewed (see figure on previous page, top right). See the topic “Viewed Résumés” in Chapter 4 —
Search History for details.
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Managing Candidates

This section covers topics related to finding and working with prospective job candidates, which includes:
e Searching for candidates using numerous criteria
e Reviewing résumé search results
e Saving search criteria as Virtual Recruiter automated searches
e Viewing candidate details

e Rating and saving favorite candidates

Searching for Candidates

Using the candidate search and evaluation tools, you can easily identify suitable candidates for your job
openings, as well as tag favorites and conduct follow-up activities.

P To search for candidate résumés on the Résumé Search page:

e From the Quick Menu group in the left navigation menu, click Candidate Search.
OR...

e From the Services for Employers group in the left navigation menu, click Recruitment
Services » Candidate Search.
OR...

e C(Click the Candidate Search link in the Recruitment Services dashboard widget.

The Résumé Search page displays with the Quick tab active (see figure below).

Advanced Skills Job Order Number External

Expand All / Collzpss All
Desired Work Location

Area (click to change): Florida

Keyword(s)

Keywords (e.g. ‘ |
Accountant):

® Show Keyword Search Cptions

Occupation
Education Level

Salary

Résumé Modification Date

Veteran

Advanced Résumé Search Reset Criteria

Résumé Search Tabs
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Each Résumé Search tab offers a different search strategy, as briefly described below and in more detail on
the following pages:

e Quick — Search by keyword in a defined geographic area. You can also set some commonly used
parameters, including occupation, education level, salary, or veteran status. See the topic
“Quick Résumé Search” for details.

e Advanced — Select from a wide range of ranking and filtering criteria for a targeted résumé
search. See the topic “Advanced Résumé Search” for details.

e Skills — Use saved skill sets as search criteria. See the topic “Skills Résumé Search” for details.

e Job Order — Use a specific job order’s parameters to pre-fill certain search criteria on the
Advanced tab. See the topics “Advanced Résumé Search” and “Job Order Résumé Search” for
details.

e Number — Enter a résumé ID number to quickly find a specific résumé. See the topic “Résumé
Number Search” for details.

e External —Search exclusively for résumés posted on external résumé sites, such as
CareerBuilder.com or Monster.com. See the topic “External Résumé Search” for details.
Quick Résumé Search

The Quick tab lets you focus primarily on a keyword and location search, while offering other parameters
to narrow down results, if desired.

“ hdvaneed st Job Order s Extermal

‘Expand All / Collspse All

Desired Work Location

Area (click to change): Florida

Keyword(s)

Keywords (.g. Accountant): ‘ ‘

E Hide Keyword Search Options

Type of Keyword (@ Résumés containing this exact wording or phrase
Search (Most fecused search)

(O Résumés containing all of these wards
(Broader search using AND in between words)

(O Résumés containing one or more of these words
(Broadest search using OR in between words)

Occupation

Occupation Group: ‘ None Selectad ,|

[ Select Specific Occupation |

Education Level

l

Minimum Education Level: ‘ None Selected e ‘

Salary

!

Maximum Acceptable

‘ None Selected - ‘
Salary:

Résumé Modification Date

Résume Madification Date: | o0 calacted

Veteran

Advanced Résumé Search | Reset Criteria

!

Search

Résumé Search Quick Tab in Expanded Form
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» To perform a quick résumé search:

e On the Quick tab, enter a Keyword and click the Search button. A search results page displays
all matching résumés. See the topic “Reviewing Résumé Search Results” for details.

You can perform the following actions from the Quick tab:

e Expand or collapse all sections — Click the Expand All / Collapse All link in the upper right of the
criteria section banners (see figure above).

e Expand or collapse a specific section — Click the plus or minus sign at the far right of the criteria
section banner.

e Change the default search location — Click the current Area link to change it, then select an
Area Type and Area from the drop-down lists that display; or click the Select by Map link to
open an interactive map.

e Define how keywords will be used in search — Click the Show Keyword Search Options link.
Explanations for each options display on screen (see figure above).

e Select additional parameters in other categories — Select from any of the drop-down lists for
Occupation Group, Minimum Education Level, Maximum Acceptable Salary, Résumé
Modification Date, or Veteran status.

e Clear all selected criteria — Click the Reset Criteria link in the lower left corner of the page.

e Choose from additional search criteria — Click the Advanced Résumé Search link in the lower
left corner of the page to got to the Advanced tab. See the topic “Advanced Résumé Search” for
details.

External Résumé Library Source

Some sites may be configured to let employers search for external résumés to find candidates for jobs
using a third-party résumé service called Résumé Library. Employers can then see the matches for these
external résumés in their candidate search results (see figure below).

Results View: Summary | Detailed
To sort on any column, click a column title. Current Sort: Name and Location ascending

Name and Résumé Title Résumé Résumé Education Desired Salary Ranking
Location Status | Modified Date Level

Confidential Resume Information Technology Business Systems  Online 10/2/2019 Masters $90,000.00 - $100,000.00 Details Details
Charleston, SC Library Analyst #6702646 12:00:00 AM Email this
29464 (View Résumé) Résumé
Confidential Resume Supply Chain Manager #7940910 Online 10/1/2019 Masters $90,000.00 - $90,000.00 Details Details
Charleston, SC Library jLMéwrr]é- 12:00:00 AM Email this
29464 Résumé
Lawless, LauraB  SC Works Administrative and Customer Service Active, 10/01/2019 Bachelor's $14.50 hourly (Approx. 200 % Details
Lancaster, SC Online #3324051 Online 02:58:00 PM Degree $30,000 annually) or

L7 Services View Résumé mare Email this

Résumé

Change résumé search criteria

Résumé Library as a Source in Résumé Search Results

Only employers who have a subscription to the Résumé Library service can click on the View Résumé link
for these external résumés and see additional details for a full résumé without any redactions. The
employer user set with these privileges can save the access information for the subscription service in their
employer’s General Information tab. These employers can choose to see external résumés while
performing a Quick, Advanced, or Skills-based résumé search (see figure below).

VOS Employer Services User Guide 6-6 VOS Sapphire 09/2021



Geographic

- ®
Solutions ,
geographicsolutions.com Manage Recruitment

m“m ok Orger Mambss External

| Rusired Work Location | Ranking | Eiter | Besidell |

“amm swn . - p—

Desired Work Location Bseansl Al ¢ Sokages A

Desired Work Location
Area (dick to changel: Zoyth Carcling
Keywords (e.g. Accountant) | |

8 Show Kevword Search Oglions

Area (click to changel  South Carcing

Résumé Sources

[ inchude internal Résumé
[0 indude Edternal Résumé

External Résumid may contain incomplate militany ser

_am—

Education Level

RESUME SOUITESs

Select Résumé Sources:
B indude internal Résumé
O incude External Resurmé

Extesmal Résumeé may contain incomplete
military service information and may
include gvilian contractors. Some résume
pronadars may requine an sccount of

subsoription.

BGEnced Recume Searh  BesaLClens
Résumé Sources Sections on Quick and Advanced Résumé Search Tabs
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Advanced Résumé Search

The Advanced Résumé Search tab gives you the flexibility to perform targeted résumé searches by
selecting from a wide array of ranking and filtering criteria options.

Ranking includes criteria that will find résumés based on information in the résumé, such as education
level, training, occupational experience, as well as some Employer Searchable Items, like desired
occupation, salary, work location, and job type (see figure below).

Each candidate’s ranking will display in search results as a percentage for easy evaluation. Candidates
matching the Required or Desired attributes appear at the top of the list.

Desired Work Location

Area (click to change): Flosida
Ethcation Leved e
Ranking criteria Select the minimum completed sducation level that you wish candidates i have schieved from the list below

Sebect an peevpation by clicking the Chocss an sccupation | I O Required (O Desived (@ WA !
employed n the past or m which they are curently looking

Sedect where to search for selected ONET code Cradficalions (-]

If you wish a candidate to have completed a particulas education or training pragram please select by chicking the Choose a program link
eplow:

Mone Selected
Mone Selected

[ Choots & oocupaton | Clear salacted scouphtion | =
| Shegscs Prosmam | Clearsclected progrem |

. A
1 you would ke to seaech by an occupation group, Click Hy O Required O Desired @ WA

Ocoupational Experience Emplmyment Typs =)

1f you are looking far candidates with experience in your sel  If you would like to further fifter the returned ranked results by job type, make a sefection from the list befow,

Manths of experience in selected eccupation: Nene Selected

(O FReguired () Desired (@ WA

Salary Full Teme / Part Taime e

Sebest the madmum salary that you ane wiling to pay acand 1 you would like to further Bter the returned ranked results by full ime/part trme postions, make a selectan from the lst below,

Mone Lelected - Npne Selected -

D Required () Desired (@) K&

If you would like to further ffter the returred ranked results by a candidate’s veteran status. make a sefection from the list below.

Mone Selected 'I
(O FReguired () Desired (@ WA

Drivers License POSSESSon

If wou would fike to further fiter the returned ranked results by an individual's possession of a drvers license, specify that below.

| None Selected -|

(O FReguired () Desired (@ WA

Advanced Résumé Search Tab — Ranking Criteria Options

Filtering includes criteria that matches the other Employer Searchable Items in the résumés, like the
candidate’s job skills, driver’s license type or endorsements, shift availability, travel preference, security
clearance, or proficiency in a language (see figure on next page).

Filtering also includes some criteria that is associated with scores for the individual managed by staff, like
WorkKeys® and Career Readiness certification.
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Filtering criteria

Select 3 match level below 1o filter candicmes by how ciosely their il match o saved shill set in the list below.

Mo feiacted -

(D Display candidiates that dosely match your reguined skills [75% or higher}
) Display canchcutes 1hat maderntaly match your reguined skills (S0% or highes)

() Display canciciates that incsely match your requined siolly (25% o hgher)

Resumé ModiRcation Date

Candidate Tooks and Technology

Select a match level belaw 1o filter candidates B of dirys, make & selecban bom 1he kot below

Mone Selected Mone Selected =
(D) Display cancedates that chosely match your
O ey el il icesatly ek _“
(:) Display candhcates that locsely match yous wIETEnEng: |
Listening For Understanding: |
|
]

Keyword(s) Observation: None Selectsd & |

Hone Salach |
None Salected
i you would ke to further |

o further filter the neturned rl

H you weld ik

A you would like b further fitber the retumed ranked results by candidate’s Career Readiness Certificate Level [if amy.

1
=

MNone Selected

Dmvers Liense Endorsement
2
) '.

H you would e fo further fiter the neturned g

list below.

. . Select &1 Deselect Al
Nome Selected v

(B) Selected security clear, [ Flovics Internations! University
O selected security ciean. L] Flocica Mamorial University
() Selected sacurity clean [] 5t Thomas University

Residential criteria
Residential Location

O include "None Selected

Advanced Résumé Search Tab — Filtering Criteria Options
P To perform an Advanced résumé search:

1 Onthe Advanced tab, to expand (or collapse) all sections click the Expand All/Collapse All link at
the top right of the Desired Work Location section (see figure on previous page).

2 Inthe Ranking criteria section, select one or more of the criteria to rank candidates in the search
results, as explained below.
Candidate Ranking Options
When selecting options for your custom ranking, you may select as many criteria as you would
like. The system will combine all selections to generate a ranking percentage for each candidate.

For every criterion you select, you must indicate whether it is Required or Desired. By default, the
N/A radio button is selected, indicating the criteria will not be used. The system will automatically
select Desired when you define the criteria.
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The significance of each option is described below:

= Required — The search results will only include candidates who possess the selected criteria.
The system will not display those candidates who do not possess your selected criteria.

= Desired — The search results will first display the candidates who best match your desired
criteria, and then display those candidates who lack the criteria. That means the system will
not exclude candidates if they do not possess a criteria marked as Desired.

= N/A-The system will not use the criteria when qualifying candidates for the search.
The following is a list of the different ranking criteria that can be used:

= Occupation — Identify candidates who possess the occupation you select either in their
employment history and/or as their current desired occupation. Use the Choose an
occupation link to select among NAICS occupation codes.

=  Occupational Experience — Narrow your search by the desired number of months’
experience in the selected occupation.

= Salary — Narrow your search based on the maximum salary you are willing to pay. Use the
drop-down list to select salary ranges.

= Education Level — Narrow your search by the minimum completed education level
completed by the candidate.

= Qualifications — Search for candidates that have completed a specific education or training
program. Use the Choose a Program link to select from a variety of education/training
program types.

= Employment Type — Limit your search to candidates looking for a specific type of
employment, such as Seasonal or Temporary.

=  Full Time / Part Time — Limit your search to those candidates desiring full-time or part-time
work.

= Veteran — Limit your search to candidates who are veterans.
= Driver’s License Possession — Limit your search to candidates who possess a driver’s license.

3 Inthe Filtering criteria section, select one or more of the criteria to filter your ranked list of
candidate résumés, as explained below.

Candidate Filter Criteria Options

You can exclude candidates from your search that do not meet certain filter criteria. By default, all
filter criteria is marked as N/A and you are not required to use any filters. You must select
Required to use a filter. The significance of each option is described below:

=  Required — Candidate must meet this filter to qualify for the search.

= N/A-The system does not use the criteria when qualifying candidates for the search.
Each filter option is described below:

= Candidate Skills or Tools and Technology — Matches any skills or tools and technology sets
you have saved previously to filter your ranking criteria. See the topics “Managing Job Skill
Sets” and “Managing Tools and Technology Sets” in Chapter 5 — Manage Job Orders for
details on creating skill/tools sets.
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There are three options to choose from when you filter by skill/tools and technology set:

¢ Closely Match — Shows only candidates that match at least 70% of the selected skill set.

¢+ Moderately Match — Shows only candidates that match at least 50% of the selected skill
set.

¢ Loosely Match — Shows only candidates that match at least 25% of the selected skill set.

= Keyword(s) — Lets you search for keywords in candidates’ résumés. For example, if you
search for the word “Writer,” the search will only qualify candidates that have the word
“Writer” in the correct fields of their résumé.

= Driver’s License Type — Filters results by candidates’ driver’s licenses.
= Driver’s License Endorsement — Based on the driver’s license type selected, you may select
a driver’s license endorsement type to further narrow your filter criteria.

= Résumé Modification Date — Restrict your results to those résumés that individuals or staff
have created or modified within the selected time frame.

= Shift Availability — Filters results by the shift availability of candidates.
=  Minimum Age — Filters results by a minimum age requirement you enter.

= Travel — Filters results by the percentage of work hours candidates have specified that they
are willing to travel.

=  Security Clearance — Filters results by a security clearance level and match level. Use the
Include “None Selected” checkbox to include candidates who do not indicate security
clearance.

=  Typing Speed — Filters results by the selected typing speed range and match level. Use the
Include “None Selected” checkbox to include candidates who do not indicate a typing speed.

= Language Proficiency — Filters results by a specific language and the candidate’s ability to
speak the language. Select a language, proficiency, and the desired match level.

=  WorkKeys Assessment Scores — Filters résumés by the candidate’s scores on the WorkKeys®
assessment tests. Select a score for any or all of the listed WorkKeys assessment tests.

= Career Readiness Certificate — Filters résumés by the candidate’s stated Career Readiness
Certificate Level, if any.

= Residential Location — Filters candidate résumés by their home address. This may be
imperative for certain occupations, such as law enforcement or firefighters. Choose the
desired state, area type, and specific area. When you select the area type, the page will
update to display related information for the selection.

4 Click the Search button. A search results page displays all matching résumés. If you selected any
ranking criteria, candidates matching the Desired attributes appearing at the top of the list and the
table with have a Ranking column (see figure below).
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Results View: Summary | Detailed

To sort on any column, click a column title. Current Sort: Ranking ascending

Name and Résumé Title Résumé |Résumé Modified | Education Desired Salary
Location Status Date Level

Doe, Jenny V
Palm Harbor,
FL

tc 3

Test, Gwen
Palm Harbar,
L

Dwarner,
Gsidev
Clearwater, FL

o d

Doe, Jenny V
Palm Harbor,
FL

ot

Doe, Jenny V
Palm Harbor,
FL:

o 3

Note:

Employ
Florida

Employ
Florida

Employ
Florida

Employ
Florida

Employ
Florida

Sous Chef 219799
(View Résume)

test 123 #2379
(Wiew Résumeé)

Test Resume-MWS
Insert #4628
(View Résume)

Barista #19801
(View Résume)

Teacher #20881
(View Résumé)

Active,
Online

Active,
Online

Active,
Online

Active,
Online

Active,
Online

0772172021
01:13:00 PM

09/03/2021
03:27:00 PM

08/17/2021
12:50:00 PM

07/21/2021
04:22:00 PM

07/21/2021
02:56:00 PM

Master's
Degree

Bachelor's
Degree

Doctorate
Degree

Master's
Degree

Master's
Degree

H 4 Page gf4" L]

20 Records Found

Change résume search criteria

$12.00 hourly (Approx
$25,000 annually) or more

$16.75 hourly (Approx.
§35,000 annually} or more

$33.75 hourly (Approx.
$70,000 annually) or more

$12.00 hourly (Approx.
$25,000 annually) or more

$14.50 hourly (Approx.
530,000 annually) or more

Ranlu'ngl

5%

100 %

100 %

Advanced Résumé Search Results Page with Ranking Column

Action

Details

Email this

Résumé

Details

Email this

Résumé

Details

Email this

Résumé

Details

Email this

Résumé

Details

Email this

Résumé

Rows |5 ~

If you’re not getting enough résumé results, click the Change résumé search criteria

button below the table to modify the criteria. Remove one or more filters until you find a

workable list of candidates to consider.

Ranking Candidates

When conducting an Advanced résumé search, you can fully evaluate the candidate pool according to the
ranking criteria selected when creating the search. In both Summary and Detailed views, the Ranking
column gives the overall percentage of the match to help you identify the most desirable candidates (see
figure above). Candidates receive a higher score for each criteria met, whether Required or Desired.

To re-sort the records by a ranking percentage, click on the Ranking column heading (in Summary or
Detailed view). Click the same heading again to reverse the sort order. In the Detailed view, you can also
click on the Details column heading to display a Details View Sorting Options list from which you can select
and sort on a specific ranking criteria or on another criteria. See the topic “Detailed View” under
“Reviewing Résumé Search Results” for more on this sorting option.
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Reviewing Search Results — Both Detailed Views Shown

Skills Résumé Search

Resumé Details. Ranking Detailed
Information
Name and Location: Del Reeves of Palm Harbor, FL 100%  Contact
L nformation
Sk dite festethitove Resumé Title / Number Total | Ranking Detailed
Resumé Number: # 5509419 (view resume) Pis Information
Resumé Create Date: 12/15/2016 12:32:59 PM
; O || Bestest chef Ever (5500419) 100f 100%  Contact
Resumé Modified Date: 12/15/2016 12:42:00 PM Emﬂl_ﬂ me: nt / 10 Inf ation
Desired Location: Florida Qualifications information
Desired Occupation: Chefs and Head Cooks skils Candidate
Occupational Experience: Accountants (100 months) eryi
Desired Salary: $12.00 hourly ($25,000 annually) or more Beferences
Education Level: High School Diph Emp.oyment
jucation Level: gl 001 Liploma DIFIVETS ™ £ c: ﬁon
Certificates: Culinary Arts License
] Information
Security Clearance: No Clearance Skills
Typing Speed: Notes
Language/Proficiency: References
Pring
“Indicators:
Dri o
Source: Employ Florida Lo - =
) Information
Save Save to Favorites
s s |
Notes
Name and Location: Kevin Tester of Palm Harbor, FL 100%  Confact
Information
Resumé Title: Chef Print
Resumé Number: #5509402 (view resumé) Candidate | |
Resumé Create Date: 11/21/2016 10:01:57 AM e Chef (5509412) 10of 100% Contact
W 10 Information
Candidate
Overview

The Skills tab lets you search for candidates who match a skill set you have previously saved, and you can
specify how closely they must match the skills. See the topic “Managing Job Skill Sets” in Chapter 5 —

Manage Job Orders for details on creating skill sets.

ui was [ o —

Desired Work Location

Area (click to change): Florida

MNone Selected «

‘ Chefs for Special Service Skills ;4

(O Display résumés that closely match your required skills (70% aor higher)
® Display résumés that moderately match your required skills (50% or higher)
(O Display résumés that loosely match your required skills (255 or higher)

[ Add Mew Skill Set ]

Search

External

Expand All / Collapse All

Résumé Modification Date @

Your Saved Skill Sel(s) (-

Résumé Search Skills Tab
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P To perform a skill set-based résumé search:

1 Onthe Skills tab, if desired, you can change the Area or select a Résumé Modification Date time
frame (see figure above).

2 Select the Saved Skill Set you want to use as criteria from the drop-down list, and select a radio
button for how closely you want the results to match your required skills. The higher the
percentage, the fewer the results will be.

3 Click the Search button. A search results page displays all matching résumés. See the topic
“Reviewing Résumé Search Results” for details.

Job Order Résumé Search

The Job Order tab lets you use a specific job order’s parameters to pre-fill certain search criteria on the

Advanced tab.
Quick Advanced Skills Job Order Number External

Résumé Search by Job Criteria

Click the Search button in this section to view résumés based on the selected job order.

Chefs +Head Cook Night Shift Job #10573672 ~

Search

Résumé Search Job Order Tab
P To perform ajob order-based résumé search:

1 OnthelJob Order tab of the Résumé Search page, select the job order you want to use as criteria
from the drop-down list, and click the Search button (see figure above). The Advanced résumé
search tab displays with relevant data from the job order pre-filled in the applicable sections.

2 Add or change any criteria, if desired, then click the Search button. A slightly different search
results page displays, with columns that show match percentages for the skills, general and
specialized requirements defined in the job order (see figure below).

Results View: Summary | Detailed
To sort on any column, click a column title.

Name and Résumé Education i i Spedialized
Location Title Stalus Modiﬁed I.evel y Matched | Requirements | Requirements

Alvarez, Lisa Employ  adatest3 | Active, 07/26/2021 | Bachelor's ANY 5 505 Yes Details
Tampa, FL Florida #1231 Online | 04:13:00 PM | Degree
(View Email
Résumé) this
Résumé
Tester, Employ | chef Active, | 07/26/2021 | High $24.00 o o Yes Details
QAFrank Florida = #1253 Online | 03:12:00 PM | School hourly
landOlakes | | (View Diploma (Approx. _ — Email

Results Page for a Job Order-based Résumé Search
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3 Click on a link in the percentage or Yes/No icons (see figure above) to go to the How | Match Up
page to see details on how the candidate matches up to the job requirements. See the topic “How
Do They Measure Up?” for more information.

See the topic “Reviewing Résumé Search Results” for details on the remaining columns and links
on the search results page.

Résumé Number Search

The Number tab lets you search for a specific résumé ID number.

Quick Advanced Skills Job Order m External

Résumé Number Search

Click the Search button in this section after you have provided a résumé number in the area below.

Résumé Mumber: | 1231

Search

Résumé Search Number Tab

P To find a specific résumé:

e On the Number tab of the Résumé Search page, enter the Resume Number, and click the Search
button (see figure above). The search results displays with the résumé listed.

Note: The number cannot be a partial ID number; it must be an exact match.

External Résumé Search

The External tab provides links to external résumé sites, such as CareerBuilder.com and Monster.com.

Quick Advanced Skills Job Order Mumber m

Launch an External Résumé Site

Click a link to launch an external résumé site.

* America's Job Exchange  Joh.com

¢ CareerBuilder + Monster.com Recruiter
* CareerSite Recruiter o Net-Temps

* Employment911.com + USA Jobs

Résumé Search External Tab

For sites that have the External Résumé Library Subscription option, see the topic “External Résumé Library
Source” for details.
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Searching for Candidates by Job Order Criteria

From the Job Orders tab of your Job Order Plan, you have two options for searching to find matching
candidates for your job orders:

e Select a job order and have the system perform the search without any further input.
OR...

e Select a job order to have its requirements pre-fill some search criteria fields and allow you to
add or change criteria before running the search.

Each option is covered below.
P To search for candidates that match a specific job order without additional input:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see figure below).

Results View: Summary | Detailed
To sort an any column, click a column title

Job | Employer Actual |Views Applicants
Title | Job Status Status Close
Date

16613718 | Chef | Veteran on-line | Veteran | 10/22/2020  12/21/2020 = N/A

Co
Hold Hold —

Edit

Delete

Search by
Job Criteria

Preill
Advanced
Resume
Search

Applicants
Preview

Template

Job Orders Tab — Search by Job Criteria and Pre-fill Advanced Résumé Search Links

2 Click the Search by Job Criteria link in the Action column for the desired job (see figure above).
This begins a search for candidate résumés that match the job order. A candidate résumé search
results page displays (see figure on the following page).
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Here is a list of active resumes for candidates that matched your criteria. If you are a newly
registered employer, your company will need to be verified by staff before any of your jobs

orders are visible to candidates. Please select one of the following options below.

Resume Updated =

H Bond, James
Chef
ANY

Vocational School Certifi...
Cooks, Short Order (24 mo...
Beverly Hills, CA

Updated: 10/22/2020

D Quarters, Bailey
Great Chef

£9.50 hourly (Approx. $20...
High School Diploma

Chefs and Head Cooks (63...
Los Angeles, CA

Updated: 09/08,/2020

T

Job Order: 16613718

4 1of2 P

Bond, James

123 Hollywood Blvd
Beverly Hills, CA 90210 US
(213) 555-1212

—
Overview Qualifications
Resume MNotes

- Chef

w O @

Resume Summary: James was most
recently employed with Burger King for
the past 1 year, 11 months. He has more
than 1 year, 11 months of experience as
Cooks, Short Order. He earned a
Vocational School Certificate at Beverly
Hills Culinary Institute. He is currently
pursuing a career in Chefs and Head

Cooks. Visw Resume

Skills

Applicant Qualifications

et
-

Driver's Licensa

Résumé Search Results Page — Card View

Refarences

Print
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P To search with pre-filled criteria that you can add to or modify:

1 OnthelJob Orders tab, click the Pre-fill Advanced Résumé Search link in the Action column for the
desired job. The Advanced Résumé Search tab displays with most of the search criteria fields pre-
filled based on the information in the job order (see figure below, right).

e P = s e tew

irgn | Ranking | Filter | Bessdential |

Desired Work Location

- Area (click to changel: Pincllas Coumiy FL
Dresired Work Locall . - -
Ranking criteria
i Ll

Select an occupation by dicking the Choose an occupation link below, This is the occupation that you wish candidates to have
bewn employed in the past o in which they are curnently lookang for work,
Select where o search for selected ONET code

(O Desired Occupation (O Employment History @ Eoth

Acoountants

[ Choose an occupation | Clear selecied occupation |
O Required @ Desved O Ny

it you would like to search by an occupation group, Click Here

Filtering criteria
Candidae Skils

o Tooks and If you ane baoking for candidates with expenence in yaur selected ocoupation, you can specify that expenence in the form of

Oooupational Experience

months. Months of expenence m selecied oocupationc| 36

() Reguired (B Desired (O N/A

Fesumé Mostcaton e

Shilt Avadahiity Select the maximum sakary that you are willing to pay a candidate that meets your desired criteria from the list below

O required @ Desined O N/A
e

Residential criteria

Residential Location [+)

Advanced Résumé Search Tab with All Sections Collapsed and with Pre-filled Data from Job Order

Numerous criteria fields are available and arranged by category banners on the Advanced tab (see
figure above, left).

2 Click the plus sign buttons on the right side of the banners to expand desired sections and enter or
change criteria as needed. Click the minus sign buttons to collapse the sections.

3 Click the Search button at the bottom or top of the page to begin the search. A candidate résumé
search results page displays (see figure below).

4 To save the search criteria as a Virtual Recruiter automated résumé search, click the Save Search
button. See the topic “Creating a Virtual Recruiter Résumé Search Alert” for details.
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Brown,
Bobby B
Oldsmar, FL

Test,
QAKellie

FL

Test,
QAKellie

FL

Land O Lakes,

Land O Lakes,

Results View: Summary | Detailed

Employ
Florida

Employ
Florida

Employ
Florida

To sort on any column, click a column title.

-ﬁ o -- - _ﬁm

test040521
#7272606
(View REsumé)

FontecchioChef
#7272572
(View REsumé)

Test Online
#7272701
[Wiew Résumé)

Active,
Online

Active,
Online

Active,
Online

‘Change résumé search criteria

Your search found 3 résumé(s) that matched your search criteria.

07/13/2021
10:22:00 AM

07/26/2021
02:54:00 PM

08/24/2021
10:41:00 AM

Master's
Degree

Master's
Degree

Master's
Degree

@ page [ 1+ of 1

3 Records Found

£33.75 hourly (Approx.
$70,000 annually) or more

ANY 75%

ANY 75%

Save this Candidate Search

tails

Email this
Résumé

Details

Email this
Résumé

Details

Email this
Résumé

Rows

If you would like to save this search criteria that found these results and setup a schedule to be notified when new candidates have been found matching this
criteria, click the Save search button below,

Résumé Search Results Page — Grid View
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Reviewing Résumé Search Results

Searches from any of the six Résumé Search tabs will produce a grid-based Résumé Search Results page
like the example shown below. There are two views you can choose from to see candidate information:
Summary (default, as shown below) and Detailed, which is described after Summary View.

Summary View

iIResu‘.ts View: Summary | Detailed I
| "Tosort on any column, click a column title.
Name and Résumé Title | Résumé Résumé Education Level Desired Salary
Location Siatus Modified Date
ATesting, Employ 104184 chef Active, 07/14/2021 2 Years of College or a 543.50 hourly (Approx. Details
AKim D #1311 Online 03:00:00 PM Technical or Vocational $90,000 annually) or
Palm Harbor, [View Résumé) School more Email this
Resums
=
| 8
Doe, Jenny V = Employ Barista #13801 | Active, 07/21/2021 Master's Degres §12.00 hourly (Approx. Details
Palm Harbor, View Résumé] | Online 04:22:00 PM §25,000 annually) or
FL o Email this
Résumé
Doe, JennyV  Employ Chef (Vegan Active, 07/21/2021 Master's Degree $12.00 hourly (Approx. Details
Palm Harbor, focus) #18281 Online 01:20:00 PM £25,000 annually) or
[ [View Résumé) more e
i Résumé
Doe, JennyV  Employ Cook-Chef2 | Active, 0742172021 Master's Degres §12.00 hourly {Approx. Details
Palm Harbor, #16833 Online 01:13:00 PM $25,000 annually) or
FL [View Résumée) maore Eruail thie
Bt Reésume
Smith, Julia Employ cook? #18324  Active, 08/18/2021 Associate's Degree $12.00 hourly (Approx. Detale
Saint [View Résume]  Online 0u:10:00 PM §23,000 annually) or
Petersburg, FL mare Ersiadl #hi
Résumé
W (4] page ofa® M -
Qﬁange résumé search criteria
Save this Candidate Search
if you would like to save this search criteria that found these results and setup a schedule to be notified when new candidates have been found
matching this criteria, click the Save search button below,
‘Save Search

Reviewing Résumé Search Results in Summary View
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From Summary view, you can perform the following actions:
e View candidate’s résumé — Click a View Résumé link in the Résumé Title column. Using links at
the bottom of the formatted résumé page, you can:
= View their contact information and send them a message using the Contact Info link.
=  Email the listed references from their résumé using the Email References link.

= Save them to your Favorite Candidates tab using the Save to Favorites link. See the topic
“Rating and Saving a Favorite Candidate” for details.

= Email the résumé as PDF attachment using the Email Résumé link.
=  Print the résumé or save it as a PDF file using the Print link.

e View candidate details — Click a Details link in the Action column. See the topic “Viewing
Candidate Details” for details.

e Send an email with résumé attached (.PDF) — Click an Email this Résumé link in the Action
column.

e Change view display — Click the Summary or Detailed view links in the upper left area above the
table to reduce or expand the amount of information displayed.

e Sort the results — Click any column heading to sort by that column; click it again to reverse the
order.

e Change search criteria — Click the Change résumé search criteria button below the table to
return to the search criteria page.

e Change number of rows displayed — Select a number from the Rows drop-down list at the lower
right of the table.

e Move through pages in the list:
=  Move page by page — Click the single forward or backward arrow symbol below the list.

= Jump to the last or first page — Click the forward/stop or backward/stop symbol,
respectively.

= Jump to a specific page — Select a Page number from the drop-down list.

e Save search criteria for automated searches — Click the Save Search button in the Save this
Candidate Search section at the bottom of the page to save the criteria as a Virtual Recruiter
alert. See the topic “Creating a Virtual Recruiter Résumé Search Alert” for details.
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Detailed View

The Detailed view of the Résumé Search Results page provides several options for evaluating candidates,
including sorting candidates by specific categories that highlight different qualifications. Each of the eight
links in the Action column open the corresponding tab of the Candidate Details page. See the topic
“Viewing Candidate Details” for details.

Results View: Summary | Detailed

To sort data, click the details column header
e i N —
MName and Location: Doe. Jenny V of Palm Harbor, FL Contact Information
Résumé Title: Barista Eabildiis e
Résumé Number: #19801 Employment/Qualifications
View Résumé)
Résumé Create Date: 12/14/2020 7:33:18 PM Sk
Résumé Modified Date:  07,/21/2021 04:22:00 PM References
Desired Location: Pinellas County Do cires
Desired Occupation: Chefs and Head Cooks Information
Occupational Experience: Baristas (99 moﬁths}, Combined Food Preparation and Sen..ring Mot
Workers, Including Fast Food (37 menths), Graduate Teaching —
Assistants (16 months) Print
Desired Salary: $12.00 hourly (Approx. $25,000 annually) or more
Education Level: Master's Degree
Certificates: Barista, Diploma in Culinary Arts
Security Clearance: Active Confidential
Typing Speed: 60 + wpm

Languages/Proficiency:  Spanish/Very Well

Résumeé Status: Active, Online

Indicators: Florida Ready to Work Credential - GOLD
Employer Indicator -~ Reviewed

Source! Employ

Reviewing Search Results in Detailed View
In addition to the links in the Action column that open tabs on the Candidate Details page, you can
perform the following actions from this view:
e View candidate’s résumé — Click a View Résumé link in the Details column. Using links at the
bottom of the formatted résumé page, you can:
= View their contact information and send them a message using the Contact Info link.

= Email the listed references from their résumé using the Email References link.

= Save them to your Favorite Candidates tab using the Save to Favorites link. See the topic
“Rating and Saving a Favorite Candidate” for details.

=  Email the résumé as PDF attachment using the Email Résumé link.
=  Print the résumé or save it as a PDF file using the Print link.

e Sort the list — Click anywhere on the Details column heading to display a pop-up box with sort
options (see figure below). Select an Item to Sort by from the drop-down list, specify if Sort

Order should be Ascending or Descending, and then click the Sort button to refresh the page
with the new sort order.
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Doe, Jenny V of | .
:
Barista Select an option from the pull down list below

to set the sort item and then select the order
of your results.

#18201
Wiew Résumé)

12/14/2020 7:33 Item to Sort Sort Order

07/21/2021 04:2 .
=l Certificates ® Asc

Pinellas County

Chefs and Head | Desired Location

) Desired Occupation Desc
Baristas (99 mon Desired Salary

Workers, Includit £4ycation Level 1=ta Teaching
Assistants (16 Mo |ndicators icel

$12.00 hourly (42 Languages/Proficiency re
MName and Location
Master's Degree | Occupational Experience
Résumé Create Date

Résumé Maodified Date
Active Confidently racymé Number

Barista, Diploma i

Résumé Status
] Résumeé Title
Spanish/Very Well cacyrity Clearance

Active, Online Source
Typing Speed

60 + wpm

Item to Sort Drop-Down List

e See candidate’s special indicators — Various indicator symbols will show on this view if they
apply to a candidate:

Compass rose % _Indicates they have earned a Smart Seeker badge, which means they
have completed all recommended activities in the system for savvy job seekers, such as
creating a résumé, completing their background information and various skills assessments,
and are actively seeking employment by performing job searches and applying for jobs.
Clicking on the icon displays a pop-up box with their stats (see figure below).

ﬁ Smart Seeker 123

Doe, Jenny V
This candidate has been designated a Smart Seeker 123
because they have completed their Profile, created a full
Résumé and are actively seeking employment.

Job Search (this week): 2/3 Avg.”
Job Application (this week): 0/15 Avg.*

*Average based on the activity of other Smart Seeker 123s

Smart Seeker Designation Pop-up

U.S. flag = — Indicates they are a veteran of the U.S. military.
Yellow circle © — Indicates that staff have reviewed their information in the system.
Yellow star — Indicates that staff have verified their information in the system as accurate.

CRC — Indicates that staff have verified that the individual has earned the displayed level of
Career Readiness Certificate.

Other indicators may be displayed that are unique to state or program credentials or
statuses.
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Managing Virtual Recruiter Résumé Search Alerts

You can use the Virtual Recruiter feature to save your résumé search criteria and schedule automatic
searches. You define when and how often the Virtual Recruiter runs each search, as well as how you want
the system to notify you of the search results.

Job Applicants Favorite Candidates

ﬂ For help click the information icon.

& Show All Filter Criteria
To sort on any column, click a column title.

k T/4/2021 Daily Expired Message Center

Delete

Create new Résume Alert

Virtual Recruiter Tab
From this tab, you can perform the following actions:

e Edit a résumé search alert — Click a Title link.

e Run a résumé search alert now — Click the Run link in the Action column for the desired alert.
The search begins and matching results displayed. See the topic “Reviewing Résumé Search
Results” for details.

o Delete a résumé search alert — Check the Select box for the desired alert, and then click the
Delete link below the table; click OK to confirm.

e Create a résumé search alert — Click the Create New Résumé Alert button. See the topic
“Creating a Virtual Recruiter Résumé Search Alert” for details.
Creating a Virtual Recruiter Résumé Search Alert
P To create a Virtual Recruiter alert:

1 From the Services for Employers group in the left navigation menu, click Recruitment Services »
Virtual Recruiter. The Virtual Recruiter tab displays (see figure above).

2 Click the Create new Résumé Alert button. The Résumé Search page displays, showing six tabs for
different ways to search for candidate résumés.

3 Select your preferred résumé search tab, enter your search criteria, and click Search. See the topic
“Searching for Candidates” for details on using these tabs.

A search results page displays any matching candidate résumés (see figure below).
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Job Order Number Extemal

Your search found 1 résumé(s) that matched your search criteria.

Fesults View: Summary | Detailed

T sort on any colurmn, chek a column title

Desired Work Location

Area (click to change): Florida

Keyword(s)
Brown, Employ  testo40521 Active, 0711372021 Master's 53375 hourly (Appros.

Keywords (e.g. ATt — - #7272606 Onfine 102200 &AM Degree $70,000 annually) or Doetods
Agcountanty Oldsmar, FL [iew Résums) more ‘Ernail this
B Show Kivword Search Qptig Efsumé

Cccupation

Education Level ‘Change résumeé search criteria

b IE Save this Candidate Search

Level:

E -
Résumé Modification Date have been fou
'

v this search criteria that found these results and setup a schedule to be notified when new candidates
atching this criteriz, dick the Save search button below.

Save Search.

Advanced Résumé Reset Criteria

Search
Quick Résumé Search Tab and Résumé Search Results Page with Save Search Button

4 Review the search results, and then click the Save Search button at the bottom of the page. The
Create Virtual Recruiter page displays.

Note: You may save the criteria regardless of whether the search returned any results.

Virtual Recruiter Information

. i : .
Title of Virtual Recruiter Alert: | Accountants - Masters |

“ How often to run:

" Notification method: [ Message Center |:| Email |:| Text Message

Send Email when no résumés D

found:
Laste =l a: T

- i

Create Virtual Recruiter Page — Top Section
5 Enter a descriptive Title of Virtual Recruiter Alert.

6 Specify How often to run the search. It defaults to Daily; if desired, select another option from the
drop-down list.

7 By default, you will receive notifications in the Inbox of your Message Center; to specify additional
Notification methods, you can also select Email and/or Text Message notification with additional
contacts added. Each option will display additional fields, which are explained below.
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a. If you select Email, you can select one or more existing contacts (including yourself) to receive
the notifications via email by checking the boxes in the Select column, or you can add a new
location contact by clicking the Add a new 'Location Contact' and specify an email address link
(see figure below). See the topic “Adding a New Contact/User” in Chapter 3 — Manage Your

Account for details on this process.

. Select Emails This Virtual Recruiter Will Notify

If no location contact email addresses are checked, the Virtual Recruiter alert will be sent to the email address below.

Employer Registration Email: careers@guestservices.com

Option 1: Select Current Location Contact(s)

To sort on any column, click a column title.

“ S E

O Hall, Jenna caresrs@guestservices.com Edit

Sieger, Natalie sisgern@guestservices.com Edit

Option 2: Add New Location Contact

Add 2 new 'Location Contact' and specify an email address

Specifying Employer Contacts Who Will Receive Email Notifications

b. If you select Text Message, the page refreshes to display the Text Message Option section,
where you can select the contact(s) who will receive the notification via SMS messaging and
specify the time of day the system will send notifications (see figure below).

Text Message Option

" Time of day message to be sent: :

Use Location Contact Text Message Phone Number(s)

To sort on any column, click a column title.

“ L E
o

Fonda, Henry Test Edit

* Your standard incoming text message rates will apply.

Add a new 'Location Contact’ and specify a phene number

Search Criteria Information

Location: California

Education lavel: Bachelor's Dagree {required)
Keyword: “accountant”

Résumeé modification date: Last 90 days (required)

Save Cancel

Specifying Employer Contacts Who Will Receive Text Message Notifications
8 If you wish to receive notifications even when no résumé results are found, check the Send Email
when no résumés found box (displayed below Notification method).

9 The date in the Expires on field determines when the search should stop running and defaults to a
predetermined duration (typically 30, 60, or 90 days) set up by your site’s administrators; you can
change it as desired.
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10 Review the search criteria to be used at the bottom of the page in the Search Criteria Information

section.

11 Click Save to save the search alert to your Virtual Recruiter tab.

Viewing Candidate Details

From the Résumé Search Results page, in either Summary or Detailed View, you can access the Candidate
Details page (by clicking the Details or Candidate Overview link in the Action column), which provides eight
tabs with all the information that is available for promising candidates you wish to learn more about. At
the bottom of every tab are links that let you perform the following actions (see figure below):

Search for similar candidates

Save them to your Favorite Candidates tab

Send them a message

View their résumé

ZE
References M!ufj[ma!inu
Contact Candidate
Infermation Qualifications

Candidate Qualifications

Candidate
Notes Baia

TR

MName and Location:
Résumé Title and Number:
Reésumé Create Date:
Risumié Modified Date:
Occupation Experience:

AKam D ATestng of Palm Harbor, FL

104184 che!f =1

W)

6/16/2009 141:29 PM

7472021 3:00:00 P

Chefs and Head Cooks (3 months). Computer Systems
Analysts (258 monthc)

Highest Level of Education: 2 Years of College or a Techmacal or Vocatonal School
Indicators: =g Veteran - None Selected

Candidate Location

Willing to Travel: ot Specfied

‘Willing Ta Relocate:

‘Willing To Telecommiute:

Specialized Qualifications

Certificates:

Security Clearance:
Typing Speed:
Language/Proficiency:

Type of Job Desired

Oooupational Leenses Cerbficates

Mo Clearance

LT

—ee3nal informatione-

[ Search for similar candidates | Save to favorites | Send this individusl 3 message | Wiew résume |

Return to Candidate Results

Candidate Qualifications Tab with Common Links at Bottom
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From this page, you can access the following tabs and functions:

e Contact Information — Displays a candidate’s name and mailing address.

e Candidate Qualifications — Displays an overall summary of a candidate’s qualifications (see
figure above), including willingness to travel/relocate/telecommute; any specialized
qualifications, such as security clearance, foreign language proficiency, and typing speed; and
type of job desired, including desired salary, locations, shift, and more.

e Employment/Qualifications — Displays a candidate’s employment and educational histories,
amount of experience in a given occupation, and any occupational licenses, certificates, or
training they have obtained.

e Skills — Displays the skills the candidate has recorded in their work history and background
information. By default, Job Skills associated with the occupation are displayed. To view only
the job skills that the candidate has, select the Applicant Skills link (see figure below).

You can change the skills displayed by selecting All Skills, Tools and Technology, Workplace Skills,
or Technical Skills (typing speed and language proficiency) from the Skills to Display drop-down

list.
Contact Applicant Lplﬁoymem f
Information Overview Qualifications Heterehces

Skills to Display: | Job Skills “ 2 f

Skills

List View: Job Skills | | Applicant Skills

| Filter: @ View All Job Skills O View Job Skills Applicant Has O View Job Skills Applicant Doesn't Have |

To sort on any column, click on a column title

Job Skills Applicant’s Skills
Match

advise clients on financial matters

~batys

Skills Tab Filtering Selections

e References — Displays contact information for a candidate’s references.

e Driver’s License Information — Displays a candidate’s license information, including state of
issue, type, class, endorsements, and their access to a motor vehicle and public transportation.

e Candidate Notes — Lets you enter and save notes about a candidate.

e Print — Lets you check boxes to select only the information you want to print. The selected
information is formatted and displayed in a print preview window, from which you can print it
or save it as a PDF file.
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Rating and Saving a Favorite Candidate

When you have found a candidate’s résumé or job applicant that you like, and wish to designate them as a
“favorite,” you can categorize and rate them, and save them to your Favorite Candidates tab.

P To categorize, rate, and save a candidate as a favorite:

1

2

From a résumé search results page or the Job Applicants tab, click the Details link in the Action
column for the desired individual (see figure below). See the topic “Reviewing Résumé Search
Results” for details on the search results page or “Managing Job Applicants” for details on the Job
Applicants tab.

Note: You can also save a candidate by clicking the View Résumé link in the Résumé Title
column of the search results page, and then clicking the Save to favorites link at the
bottom of the formatted résumé page.

Your search found & résumé(s) that matched your search criteria.

Results View: Summary | Detailad
To sort on any column, cick a column title.

Nameand = Source | Résumé Title | Résumé |  Résumé Education Level | Desired Salary
Lecation Status | Modified Date |

Geosal, Empley 20210808 C  Actve,  09/09/2021 1 Year of College or ~ $38.50 hourly

—— [ 23431 Online  0%12:00 AM a Technical or (Approx. 580,000

Tampa, FL [Vign vocational School annuallyl or mnra
Résumé Days Available for Work. ot Specified

Additional Information Regarding Type of Desired Job:

Details

Fmail this

MNet Specified

[ Search for similar candidates) S2ve to favorites § Send this individual 3 message | View résumé |

Retum to Candidate Results

Selecting and Saving a Favorite Candidate from a Search Results Page

Scroll to the bottom of the Candidate Qualifications or Applicant Overview tab or the formatted
résumé page, and then click the Save to favorites link (see figure above). A favorite candidate
information page displays (see figure below).
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Candidate
Candidate Name: Geosal
Candidate Résumé 23431
1D:
Category

In this section, you may add this candidate to a category listed below or create a new category
add a new category.

" Existing Category: Accounts Manager -

Click here to add a new category

Rating

In this section, you may assign a rating to this candidate.

“ Rating: [ High
Mone Selected

Notes Mot Rated
Mot Suitable

Exceptional

If you would like, you
may enter a note about |, i\
this candidate below | |,
(maximum 4,000 Other
characters):

[ Clear Text ]

Save Cancel

[ View Favorite Candidates Folder ]

Categorizing and Rating a Candidate and Saving to Favorites

3 Select an Existing Category from the drop-down list, or to create a new category, click the Click
here to add a new category link (see figure above). Categories are usually by job title, but can be
however you want to be able to filter candidates on the Favorite Candidates tab.

4 Select a Rating for the candidate. You can filter by the rating on the Favorite Candidates tab.

5 Enter any optional notes about the candidate in the text box, and then click Save. The Favorite
Candidates tab displays with the added candidate.
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Managing Favorite Candidates

The Favorite Candidates tab lists all job candidates you have rated and saved as favorites, which you can
do from different places in the system: Candidate Qualifications tab, Applicant Overview tab, or formatted
résumé page. See the topic “Rating and Saving a Favorite Candidate” for details.

Job Applicants Favorite Candidates Virtual Recruiter

ﬂ For help click the information icon.
[=l Hide Filter Option

Filters

Candidate Status: | View All Current ~
Candidate Category:
Candidate Rating: None Selected ~

Results View: Summary | Detailad

)
=
(]

To sort en any column, click a column title.

AKim ATesting 104184 chef Resumé
Details

Delete
Reviewing Favorite Candidates
From the Favorite Candidates tab, you can perform the following actions:

o Filter the list of candidates — Click the Show Filter Options link, select which Status, Category,
and/or Rating you’d like to limit the list to, and then click the Filter link. The list refreshes.

e Sort the list of candidates — Click on a column heading; click the same heading again to reverse
the sort order.

e View a candidate’s full information — Click a Candidate Name link or the Details link in the
Action column to display the Candidate Qualifications tab of the Candidate Details page. See
the topic “Viewing Candidate Details” for details.

e View a candidate’s formatted résumé — Click a Résumé Title link or the Résumé link in the
Action column.

e Change a candidate’s rating or category — Click a Rating or Category link.

e Delete a candidate from the list — Click the checkbox in the Select column, and then click the
Delete link at the lower right of the table; click OK to confirm.
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Managing Job Applicants

As employers may receive many applications or referrals for job orders, the system provides the necessary
tools to identify favorite candidates, contact individuals, evaluate skills, and assign ratings —and keep all
the information in one place. You can view and manage job applicants from either the Job Applicants tab
in the Recruitment Plan folder or from the Job Orders tab in the Job Order Plan folder (see figure below),
each of which are covered in the topics that follow.

-

Plesne select which applicants o view:
O View appiicants for cumently open and availainle job orders.

@ View apoicants for all job srders intluding indctive dnes

Please select a job to display applicants:

Kccount Clerk #10572071 -

8 Shows &3 Ioke Filter Criteria

Famults View: Summary | Deisiad
Ta sort on any colume, chcca column title. Curnent Sort: Appiied Dofe descending

Hpplicent Name sid Applied  (JobOuder | Job | Applicend | Your | kil | Gecerd  SpscisBiped | Action

Location Date L] Order | Statun | Bating | Matched | Beq's | Regs
jl“-‘ |

WP GEMest OF Clearwater, | 1212000 | 10574071 Agcount Chgnge Mot | Zof18 49 Ho Lo

FL Urited States TR Clark Sat Baed  J8E

" - Veteran it B D

Specfed they
Mepmre
Up

G5l AutomatediOs 1724
1‘":{ Job Order Templates  Application Questions Jeb Skill Sets Toels and Technalegy

2514 utomated OF Paim
Harbosr, FL United States
“ For help chek the mformatian icon

% Shevs S lops Figr Critaria

Bepuhs View: Summary | Detailed
To sort an any column, dick 8 oalumn Bile. Current bork Job Talle ascending
Created | Inacive | Actual Close Views| Agplicants| ~ Action
After Date

[T | acteurt  Qan  aifine Empleyer 117202020 VIR O9DBZ i E
Cherk and BLCELs
pepdabie revoioad

A
-]

Sh

Brg-1y

L%

Two Ways to See Applicants for Same Job Order — Job Applicants Tab and Job Orders Tab

VOS Employer Services User Guide 6-32 VOS Sapphire 09/2021



[ Geographic
dSolgtignsﬁ

geographicsolutions.com Manage Recruitment

Reviewing Job Applicant Details from the Job Applicants Tab
P To review applicants from the Job Applicants tab:

1 From the Services for Employers group in the left navigation menu, click Recruitment
Services » Manage Job Applicants. The Job Applicants tab displays all applicants by specific job
order (see figure below).

Job Applicants Favorite Candidates Virtual Recruiter

Please select which applicants to view:
O View applicants for currently open and available job orders,

@ View applicants for all job arders including inactive ones

Please select a job to display applicants:

[ Account Clerk #10574071 -

Show All Jobs Filter Criteria

Results View: Summary | Detailed

To sort on any column, click a column title. Current Sort: Applied Date descending

Applicant Name and Applied |Job Order Job Applicant | Your Skills | General | Specialized
Location Date # Order Status | Rating | Matched | Req's Req's
Title
ccount hange ot 1of18 259 No (m]
ated 39%

WP, _GSlTest Of Clearwater, 12/1/2020 | 10574071 | A

n}
|7

Details

FL United States G08:00 BM Clerk Status R 29%
= - Veteran Not
Specified
GSlAutomatedWIOA, 11/25/2020 | 10574071 | Account | Change | Mot /A 25% No [m]
GSlAutomated OFf Palm L1700 B Clerk Status Rated
Harbor, FL United States Not How Do
Specified the:
Measure
Up
Contact
Rate
Status
Print
Map

Reviewing Job Applicants on the Job Applicants Tab

2 By default, the list of job orders on the drop-down list only includes ‘open and available’ job
orders. Toinclude ‘inactive’ job orders, select the View applicants for all job orders including
inactive ones radio button.

3 Toseethelist of applicants for a different job order, select it from the drop-down list (see figure
above). The list refreshes to display all applicants for that job.

4 After selecting a job order, you can then filter the list of applicants using numerous criteria by
clicking the Show All Filter Criteria link, making your selections, and clicking the Filter link (see
figure below).

Note: The Question Set Match percentage will filter based on the required questions with the
preferred response.
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Filter Criteria

Select Additional Filters
Application Date: Mone Selected ~
Rating: None Selected +

Skills Matched: None Selected ¥

Application Method:

Desired Job Location: MNone Selected

o
=]
o
o
o
w
o
o
I
o
4

Distance: None Selected -

Education: | None Selected - |

Salary:

MNone Selected vt ‘

None Selected ¥

Applicant Status:

None Selected >

MNone Selected «

Meets Specialized Requirements:
Shift None Selected
Minimum Age:
Driver's License: None Selected
None Selected v

Typing Speed:

Minimum Security Clearance: None Selected
Language and Minimum Proficiency:
Language: None Selected

MNone Selected ~
Re:etF ters]
Job Applicants List Filtering Criteria

4
3 ‘

Proficiency:

From the Job Applicants tab, you can perform the following actions:

Expand/reduce amount of applicant information displayed — Click the Summary and Detailed
links above left of the table.

View applicant’s complete information — Click an Applicant Name link or Details link in the
Action column to display the Applicant Details page with nine tabs of information, including
contact information, employment and education histories, references, and auto ranking details.
See the topic “Viewing Job Applicant Details” for details.

View job order associated with an applicant — Click a Job Order Title link. The Job Order Edit
page displays. See the “Editing a Job Order” in Chapter 5 — Manage Job Orders for details.

Change applicant’s status — Click an applicant’s Change Status link. See the topic “Updating Job
Applicant Status” for details.

Assign or modify applicant’s rating — Click an applicant’s Rating link. If you have not yet
assigned a rating, the link will show Not Rated. See the topic “Rating Job Applicants” for details.

See applicant’s list of matched skills — Click a link in the Skills Matched column to display the
Skills Matched page.
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e See how applicant matches job order requirements — Click a General Requirements or
Specialized Requirements icon link or click the How Do They Measure Up link in the Action
column to display the How | Match Up page. See the topic “How Do They Measure Up?” for
details.

For the following actions, first select the desired applicants by checking their boxes in the Select column:

e Send same message to selected applicants — Click the Contact link at the bottom of the Select
column. The Create Message page opens with the users as selected recipients. See the topic
“Creating a New Message” in Chapter 8 — Manage Communications for details.

e Enter same rating for selected applicants — Click the Rate link at the bottom of the Select
column. The rating details can be viewed by clicking the rating link in the Your Rating column for
the applicant displayed on the Job Applicants tab. See the topic “Rating Job Applicants” for
details.

Set same status for selected applicants — Click the Status link at the bottom of the Select
column to change the applicants’ recruitment stage (e.g., In Progress, Hired, Not Hired). See the
topic “Updating Job Applicant Status” for details.

Print same data for selected applicants — Click the Print link at the bottom of the Select column.
You can select from several categories of data (e.g., Contact Information, Résumé, Skills,
References).

View map with locations of selected applicants and job site — Click the Map link at the bottom
of the Select column (see figure below).

% East Lake Ll Jdenny Doe

() = La
S Q @ @ Gsidev Dwarner
Palm Harbor Citrus Pa
oon

Bonnie Test

nd
State Park

Oldsmar

Dunedin

Town'N
(=T Country
31
Clearwate r IS 1 2l
learwat )
Marine Aquarium {13} ik
Clearwater N
Belleg o7s)
£’
Belleair Bluffs =

Indian eather Sound
ndian Shores 91 Gandy
¥
Bardmoor
GO ,Cie Keyboard shortcuts  Map data ©2021 Google, INEGI  Terms of Use  Report a map error

@ - Full address match ; - Partial address match @ - Job order location

Mapping Locations of Job Applicants and Job Worksite
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Reviewing Job Applicant Details from the Job Orders Tab
P To view candidates who have applied for a job posting:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab
displays (see figure below).

2 Click the Applicants link for the desired job in the Action column, or click the number link in the
Applicants column (see figure below).

Job Orders Job Order Templates 553% Job Skill Sets  Tools and Technology

“ For help click the information icon.

(]

Copy

@ Show All Jobs Filter Criteria

Results View: Summary | Detailed

To sort on any column, click a column title. Current Sort: Applicants descending

Job Title |Employer | On- | System Created Inactive | Actual Applicants
Job line Status
Status | Status
:

10574237 | accountant | Open on- | Open 4/28/2021 | 11/27/2021 | N/A
N and line and

available available Edi

=

Delete

Search by
lob
Criteria

Pre-fill
Advanced
Resume
Search

Applicants

Preview

Template

Job Orders Tab — Applicants Links

The Job Order Statistics/Applicant Information page displays, showing the job order’s statistics and
list of applicants (see figure below).
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Job Order Statistics

Job Order Number: 10990928

Job Order Title: Electrician Career-fourneyman/dpprentice

On-Line Status: Cpen and available

Employer Status: Open and avadable

Available Online: on-Lins

Bositions Available: 1 MNumber of Applicants Requested: 55
Applicants Hired: 0 Actual Applications Made: 2
Positions Aemaining: 1 Applicant Balance; 33

Click hitre 1o set 1o “Not Hired' the status of all applicarnits with a status of "Not Specified

Applicant Information

Please help us identify if any of the applicant{s) below ware hired or not. You can click on the applicant name to view contact information.

# Show Filer Options

Results View: Summary | Detailed

Ta sort on any column, <lick 3 column title

of 4535 1 Yearof Collegeora  M/A Mot ot % 100% Yes Detais
Saint Petersburg, FL Technical or Specified Rated
United States Vocational School How Do
W - Vieteran ey
Megsure
Uz
9174 Associate’s Degree (TS Mot gt 0% 33% Yes Details
Of GIESOMTOM, FL Specified  Rated
United States How Do
they
[Measure

Un
g

Lontact

il
Map
D'J'l
Besumes
Expont

Job Order Statistics/Applicant Information Page — Summary View

In the Applicant Information section of the Job Order Statistics/Applicant Information page, you can
perform the actions listed below. Some options are available only in Summary view, others only in
Detailed view.

See the topic “Updating Job Order Status or Thresholds” in Chapter 5— Manage Job Orders for details on
the Job Order Statistics section at the top of this page.

e Filter list of applicants — Click the Show Filter Options link at the top of the Applicant
Information section to filter the list of applicants by a variety of criteria. Criteria can include
application date, rating, skills matched, application method, desired job location, distance,
education, salary, and applicant status. Click the Filter link to set the filter criteria you have
selected.

e Sort list of applicants — Click any of the column headers to sort the list of applicants by that
column; click again to reverse the order.
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e Go directly to specific tab of Applicant Details page — Click the Detailed view link above left of
the table, and then click any of the links in the Detailed Information column.

e View applicant details — Click an applicant name link in the Name and Location column or click
the Details link in the Action column (in Summary view) to open the Applicant Details page. This
page is organized into a set of tabs that display more information about the applicant, such as
gualifications, references, and question set responses. See the topic “Viewing Job Applicant
Details” for details.

e View applicant’s résumé — Click the Résumé link in the Action column in Summary view or the
View Résumé link in the Applicant Details column in Detailed view (link only displays if individual
has a résumé in the system).

e See how applicant matches job requirements — Click the How Do They Measure Up link in the
Action column to view the how the candidate’s résumé matches the job order in several areas.
See the topic “How Do They Measure Up?” for more information.

The following “batch” activities can be performed in Summary view by clicking the Select column
checkboxes for the desired applicants, and then clicking a link in the Select column at the bottom of the
applicant list (see figure below):

Applicant Information

Please help us identify if any of the applicants) below were hired or not. You can dlick on the applicant name to view contact information.

Show Filter Options

Results View: Summary | Detailed
To sort on any column, click a column title

Name and Location Education Level gpplicant \'our Skills Generil
Status iting | Matched

4535  1Yearof Collegeora  N/A Mot 100% Details
Saint Petersburg FL Te chmcal or Specified _Rate )
g Vﬂ" < ™ g Loy Do

Job Order Statistics/Applicant Information Page — Select Column Links

e Send same message to selected applicants — Click the Contact link at the bottom of the Select
column. The Create Message page opens with the users as selected recipients. See the topic
“Creating a New Message” in Chapter 8 — Manage Communications for details.

e Enter same rating for selected applicants — Click the Rate link at the bottom of the Select
column. The rating details can be viewed by clicking the rating link in the Your Rating column for
the applicant displayed on the Job Applicants tab. See the topic “Rating Job Applicants” for
details.

e Set same status for selected applicants — Click the Status link at the bottom of the Select
column to change the applicants’ recruitment stage (e.g., In Progress, Hired, Not Hired). See the
topic “Updating Job Applicant Status” for details.
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e Print same data for selected applicants — Click the Print link at the bottom of the Select column.
You can select from several categories of data (e.g., Contact Information, Résumé, Skills,
References).

e View map with locations of selected applicants and job site — Click the Map link at the bottom
of the Select column (see figure below).

@

2y bastlake 57 @ Jenny Doe

= &) LdJ
Palm Harbor Citrus Pa

Bonnie Test

Honeymoon
Island

State Park
366 tcha:
Oldsr ]
Dunedin
Town 'N
() Country
3
Cl f {arbor
Marine A §i
Bellea ——
275}
Belleair Bluffs —
Largo
Indian Feather Sound
ock: G )
Indian Shores oLl Gandy
\273
Google Rarmeor
g Keyboard shortcuts  Map data £2021 Google, INEGI _Terms of Use  Reporta map error

@ - Full address maich Q - Parlial address match V' - oo order location
Mapping Locations of Job Applicants and Job Worksite

e Print applicants’ résumés — Click the Print Résumés link.

e Download a file for with applicant information — Click the Export link, select the file format:
Excel (.XLS), Comma separated (.CSV), or Pipe Delimited (.TXT), and then click Export.

How Do They Measure Up?

On the How | Match Up page, you can compare how well a job seeker’s skills and experience correspond to
your job requirements, which may be employer-defined requirements or typical requirements associated
with that type of job. Specifically, the How | Match Up page evaluates the job seeker based on the job
order’s parameters for General, Specialized Requirements, and Skills Requirements.

P To access the How | Match Up page:

e On the results page of a Job Order-based résumé search, click any of the percentage/Yes/No
icon links in the Skills Matched/General Requirements/Specialized Requirements columns for
the desired candidate (see figure below, top right).

OR...

e On the Job Applicants tab, click the How Do they Measure Up link for the desired applicant (see
figure below, middle right).
OR...

e On the Job Order Statistics/Applicant Information page, click the How Do they Measure Up link
for the desired applicant (see figure below, bottom right).
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Results View: Summary | Detailed

To sort on ary column, chick a colwmn Githe.

Alvarez, Lisa  Employ adatestd  Active.  07/26/2021  Bachelors  ANY

Tampa, FL Florida #1231 Online  0413:00PM  Degree -
(i ®  Fmail
Job Applicants Favorite Candidates Virtual Recruiter
Tester, Empl a For help click the information icon
QAFrank Floric
Land O Lakes, |

RS - Please sebect which applicants to view:
@® View applicants for currently cpen and available job orders

view applicants for all job oeders induding inactive ones.
¥ ng

Please seboct a job to display applicants:

| accountant IV #10574237 -

e Show Al ok Filter Crleria

Results View: Summary | Detailed
Tir S0rt on Aty Solumn, chek a column tithe.

Applicant Name | Applied | Job Order| Job Order | Applicant) Your | Skilly | General Specialized Action Sﬂm

and Location Date 2 Title Status | Rating| Matched| Reg's Rent's
mdividualMUEFOUr  7/23/2021 | 10574237 aggountant  Change MO NAA | gewd M Details
Teat Of Palm HRHOR0 AL ) Shatus Bated b
o D9
o % they
Applicant Information Measure
g

Regults View: Summary | Detaied
T s on any eolumn, cick 3 column title.

Mame and Location | Education |Desired | Applicant | Your | Shkills | General | Specialized| Action Felect

Lavel Salary | Status | Rating Matched = Req's Req's

IngnigugBEFour Tost  Bachelors N/ Not Hired | High M 5% Mo Detaily
©f Palm Harber, FL Degres f -
United States How Do
they
Meaiure
Up
e i i Aachars MR Mot | Bk - " aap Details

P o

Accessing How | Match Up Page From Three Different Places
The How | Match Up page displays (see figure below).
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How | Match Up.

S0ne used advanced sigorithms b comgiane an individ

¥ Job Summary
Jeb Ordier Numbaer: 185004
o Ththac ENclrician C s - oI mman ADpnscs

Candtate Mamae:

ﬁ Muit have the following i order b apply:

25%

¥ General Match

B I ]

Projected Occupation 50%.
Education 100%
83% Yes
U% Work Experience M
0%
Location 114 100%
534 L
# Requaterreent Job Shiths Madch: 2 Spevisiiaed Maach: Salary WA
ha Chite | Wrk Waksen L ol Specifinc
* Skiils Match
Comparnen ol the ik Seelers shills with thoes nequined for this job or typically ssociatad with Bectriciar
Job Skills N/
Teels and Technalogy %
Perscnal Skills LN
+ Specialized Reguirements Mateh
Thi beslicn i & compaeaen of Thi b SeFos iprliond thild ind rigaiesenty wif hide ¢
Shift L
Minimum Age 100%
Drivers License 100%
T, SO At 28y Interest and Values Match
ot t nciuctind in e MEsSOOng, (MBniT & Values 3 Bovicss valaabie insige on how wall this poson alisss with the Jot
Woark Interests MOk St 25% ]
Work Values Mok Specified 2% |

How | Match Up Page

Match Up Summary— The matching algorithm compares an individual’s background against a job order.
Rating dimensions such as desired location, salary, and skill matches can help determine if an individual
would be a good fit for this position. Each group of scores are combined into an easy-to-understand
circular graph (see figure above, top left). The General Requirements Match results appears in the
outermost ring; Job Skill Match results appear on the middle ring; and the innermost ring represents the
Specialized Skills Match results. Tables below the circular graph show breakdowns of each score.

General Match — Scores are calculated by comparing key factors including the job seeker's desired salary,
location, occupation, education, and work experience with the information provided for this job order.
You can see how each individual factor was scored and weighted, along with any recommendations.

Skills Match — Compares the job seeker's skills with those required for this job or typically associated with
the occupation, including job skills, personal skills, and tools and technology.
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Specialized Requirements Match — Compares the job seeker's specialized skills and requirements with
those of this job, including desired shift, driver’s license requirements, language proficiency, security
clearance, etc.

Click on a section heading to drill down into each of the dimensions that make it up and see a comparison
of how the job seeker matches to it (see figure below for General Match comparisons).

The Position requirements are shown in the left column; the Job Seeker’s characteristics are shown in the
right column.

= el deared are caloulsted by companng iosy Esctars including the Job Sseker's désred Salary, bocstion,
ShomiHide o
eesupabon 7% 5 dork mperience with the information provided for this job by the emgloyer. Below vou an see how

LT SILNTTILE torror wa srored and weghted Slong with ary retommendatons mduding SooreBoosts.

Projected Occupation Agcountants 0%
Chigl Execufives

The empioyer stated occupation or the calculated occupation for this position compared with the Jcb Seekers desired
CEpuUpaticn. DCOupatan comparisons are based on 0" net standards

This Pasition Jok Seeler's Desired Ocoupation

acpountants; dnatyre financial information and prepane el Executves Mot apphoable
3 i deberming of mainkin record of ssseks _
d igss, tax liability, or cther financial Sample of repoded 100 tles

Waork Experience L menths
0 meondhs
The fobr Seeker's work expenende i Dased on work history and how & companes 1o the pastion of typical reguirements.
This Pasitien Jobs Seelonr's Werk Experiance
12 mariths 0 months
Comparison Results

The Job Sesker's work experience of O months in an cocupation related to Accountants does not appear to meet or exceed the
experence requrements of 12 months for the job

Location inter Park FL 33789 US 25%
Palim Harbor, FL 34683 US
The baeation MRS comganes the Job Seekers residential bacation with the position's work site sddress as enered by the
employer.
This Position Residential Location
Yinter Park FL 22705 UG Pairn Harber, FL 38683 LIS
Comparisan Results
The job Seelkes’s resadential kocation of Palm Harbor, FL 34483 U & within 92 miles of this position's work site in ¥yinbes Sack FL
T US
Salary £2%.30 - S50.50 Houg 100%
A
Cften one of the most important factors in henng is balancing the Job Seeker's tessred salary and The employer's bucget Tor thes
position
This Position Job Seskoer's Desired Salary
§25.30 - $40.50 How AR
Comparision Results

The salary of ANY iz & 100% match for the salary of this position of $25.30 - $50 50 Hour

Drilling Down into Comparisons for General Match Dimensions
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Viewing Job Applicant Details

The Applicant Details page consists of nine tabs that contain all the information you need to to review and
evaluate applicants for your job openings. The tabs separate applicant data into key areas and often

include links to view additional data for them.

You can access the Applicant Details page in two different ways: from the Job Applicants tab of your
Recruitment Plan folder, or from the Job Orders tab of your Job Order Plan folder; both are in your

Employer Portfolio.

P To access the Applicant Details page:

e From the Job Applicants Tab: From the Services for Employers group in the left navigation
menu, click Recruitment Services » Manage Job Applicants. The Job Applicants tab displays.

a. Select the job order you wish to see applicants for; the page refreshes automatically.

b. Clickan Applicant Name link or Details link in the Action column for the desired applicant.

The Applicant Details page displays (see figure below).

OR...

e From the Job Orders Tab: From the Quick Menu group in the left navigation menu, click Manage

Jobs. The Job Orders tab displays.

a. Locate the desired job, and then click the Applicants link in the Action column or the number
link in the Applicants column. The Job Order Statistics/Applicant Information page displays,

showing the job order’s statistics and list of applicants.

b. Inthe Applicant Information section, click the name link or Details link in the Action column
for the desired applicant. The Applicant Details page displays (see figure below).

Name and Mohan | of Tampa, FL
Location:
Job Order: #10574237 accountant 1V (Accountants)
Question Set Driver's License Applicant
Response Information Notes

Contact Applicant Employment /
Information Overview Qualifications

Contact Information

Print

References

Applicant Name: Maohan

Address:
Tampa, FL 33615 US

Displaying 1 of 2 Applicants

1 T4

[ Search for similar candidates | Save to favorites | Send this individual a message | View résumé ]

Return to Applicant List

Applicant Details Page
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From this page, you can access the following tabs and functions:

e Contact Information — Displays an applicant’s name and mailing address.

e Applicant Overview — Displays an overall summary of an applicant’s qualifications, including
willingness to travel/relocate/telecommute; any specialized qualifications, such as security
clearance, foreign language proficiency, and typing speed; and type of job desired, including
desired salary, locations, shift, and more.

e Employment/Qualifications — Displays an applicant’s employment and educational histories,
amount of experience in a given occupation, and any occupational licenses, certificates, or
training they have obtained.

e Skills — Displays the skills the applicant has recorded in their work history and background
information. By default, Job Skills associated with the occupation are displayed. To view only
the Job Skills that the applicant has, select the Applicant Skills link (see figure below).

You can change the skills displayed by selecting All Skills, Tools and Technology, Workplace Skills,
or Technical Skills (typing speed and language proficiency) from the Skills to Display drop-down

list.
Contact Applicant Lplﬁoymem f
Information Overview Qualifications Heterehces

Skills to Display: | Job Skills “ 2 f

Skills

List View: Job Skills | | Applicant Skills

| Filter: @ View All Job Skills O View Job Skills Applicant Has O View Job Skills Applicant Doesn't Have |

To sort on any column, click on a column title

Job Skills Applicant’s Skills
Match

advise clients on financial matters

~batys

Skills Tab Filtering Selections

e References — Displays contact information for an applicant’s references.

e Question Set Response — For job orders with associated application question sets, displays an
applicant’s responses to the questions.

e Driver’s License Information — Displays an applicant’s license information, including state of
issue, type, class, endorsements, and their access to a motor vehicle and public transportation.

e Applicant Notes — Lets you enter and save notes about an applicant.

e Print — Lets you check boxes to select only the information you want to print. The selected
information is formatted and displayed in a print preview window, from which you can print it
or save it as a PDF file.
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The links at the bottom of each tab provide additional functions for the applicant you are currently
viewing:

e Move to next or previous applicant — Click the gray right or left arrow in the lower part of the
page. You can easily compare similar attributes, as the same tab will display as you scroll
through each applicant’s details.

e Search for candidates who are similar to the one displayed — Click the Search for similar
candidates link.

e Save applicant to a list of favorites — Click the Save to favorites link to add them to your
Favorite Candidates tab.

e Send applicant a message — Click the Send this individual a message link to send a message
through the Message Center.

e View applicant’s résumé — Click the View résumé link (only displays if applicant has a résumé in
the system).

Rating Job Applicants

You can change an applicant’s rating from either the Job Applicants tab or the Applicant Overview tab of
their Applicant Details page.

P To rate an applicant:

1 From the Services for Employers group in the left navigation menu, click Recruitment
Services » Manage Job Applicants. The Job Applicants tab displays (see figure below).

Job Applicants Favorite Candidates Virtual Recruiter

“ For help click the information icon. |

Please select which applicants to view:
@ View applicants for currently open and available job orders.

(O view applicants for all job orders incuding inactive ones,

Please select a job to display applicants:

‘ accountant IV #10574237 ez

[# Show All Jobs Filter Criteria

Results View: Summary | Detailed
| To sort on any column, click a column title.

Applicant Name Applled Job Order Job Order |Applicant| Your Spenall
:nd Location Title Status |Rating | Matched

IndividualtMLEFour, 7/23/2021 10574237 accountant = Change I Mot Details o

Test Of Palm 10:08:00 AM 1% Status Rated

Harbor, FL United Not How Do

States Specified they
Measure

up

Selecting an Applicant to Rate on Job Applicants Tab

2 Select the job order you wish to see applicants for from the drop-down list; the page refreshes
automatically.

3 Locate the desired applicant and click their current rating link in the Your Rating column, for
example, Not Rated, High, Exceptional (see figure above). The Applicant Rating page displays (see
figure below).
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Note: To give multiple applicants the same rating at the same time, check the boxes in the
Select column for each applicant and then click the Rate link at the bottom of the table.
When rating multiple applicants, all applicant names will display in the Applicant section
at the top of the Applicant Rating page.

Applicant

Applicant Name(s):  Test IndividualMLEFour

Applicant Résumé 0

1D;

Job Title: accountant [V

Current Rating: Mot Rated
Rating

Enter the desired information into the form below, then click the Save Rating button. Information will be
applied to all selected applicants.

Flease enter your note about this applicant below (maximum 4,000 characters).

Has 5 years' of QuickenBoaoks experience

[ Spell Check ]

Save Rating

Applicant Rating Page

4 Inthe Rating section, select the applicable rating for the applicant from the drop-down list
(Exceptional, High, Medium, Low, Not Suitable, or Other).

5 Enter comments, if desired.
Note: The Comments field will not display when rating multiple applicants.

6 Click the Save Rating button. The new rating appears on the Job Order Statistics/Applicant
Information page that displays.

Note: You can also rate an applicant from the Applicant Overview tab of their Applicant Details page,
as shown below.
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Contact Applicant Employment / :
Information Qualifications S RETerenues

Applicant Qualifications

Name and Location: Test IndividualMLEFour of Palm Harbor, FL

Occupation Experience:

ol requines 12 mantils) of e s Wiew Typical Werk Experience for accountant IV
Highest Level of Education: Bachelor's Degres
{foks requirez Bactielor's Degres) View Typical Education Requirements for accountant IV
Indicators:
Specialized Requirements: Ne
General Requirements: &4
Job Skills Matched: %
Auto Rank: N/A

IHigh
Your Rating: ChaTige Rating

None Selected ~

Rating an Applicant on Their Applicant Overview Tab

Updating Job Applicant Status

You can update the recruitment status of a job applicant through all phases of your recruitment process.
Initially, the Applicant Status will display as Not Specified. As an applicant moves through the interview

and evaluation process, you can log their progress and add comments.
P To update an applicant’s status:

1 From the Services for Employers group in the left navigation menu, click Recruitment
Services » Manage Job Applicants. The Job Applicants tab displays (see figure below).

Job Applicants Favorite Candidates Virtual Recruiter

“ For help click the information icon. |

Please select which applicants to view:
@ View applicants for currently open and available job orders.

O view applicants for all job orders incuding inactive ones.

Please select a job to display applicants:

accountant IV #10574237 .

[# Show &ll Jobs Filter Criteria

Results View: Summary | Detailed
| Ta sort on any column, click a column title.

Applicant Name Appli
and Location

Your | Skills al
Rating | Matched

HE

IndividualMLEFour, 7/23/2021 10574237 accountant Mot Details

Test Of Palm 10:08:00 AM 1% Rated

Harbor, FL United How Do

States they
_____ Measure

Selecting an Applicant to Change Their Status on Job Applicants Tab
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2 Select the job order you wish to see applicants for from the drop-down list; the page refreshes
automatically.

3 Locate the desired applicant and click the Change Status link in the Applicant Status column (see
figure above). The Applicant Status page displays (see figure below).

Note: To give multiple applicants the same status at the same time, check the boxes in the
Select column for each applicant and then click the Status link at the bottom of the table.
When setting a status for multiple applicants, all applicant names will display in the Job
Order Information section at the top of the Applicant Status page.

Job Order Information

Htified af Ban @) rit
Hire Specriad

Applicant Summary

The Apphicands Curmend SEabus has been set by your chosces above. Fléase complete dowy addional prompds thit may be regured

Applicant’s Curresi
Stabus

Current Reorgiting Rage | .0 E

Comments

Flease provide any sdditianal i jon abeut this agalicant that yea Teel miy ke helphul.

Save Status Cancel

Applicant Status Page

4 Inthe Applicant’s Recruitment Stage section, select Yes or No for the applicable recruitment stage
and enter the effective date of the outcome. Your selection will update the fields in the Applicant
Summary section. The Applicant’s Current Status will change automatically and cannot be edited.

5 Complete the Applicant Summary section as required based on your previous selection.
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a. Ifyouselected Yes to Scheduled Interview or Interviewed above, you must select a Current

Recruiting Stage from the drop-down list.

b. Ifyou selected Yes for the Hired option above, you must enter Hired date and salary

information (see figure below, left).

c. Ifyou selected No for the Hired option or Yes for the Notified of Non-Hire option above, you
must select a Reason why Not Hired from the drop-down list (see figure below, right).

Hired: O mat &S/ B Hired: O ne 3 - &
- Me | Fuly - " = L |
Specified) ® ve [0 No — . Specifed o @ Toda
200, =it
Hetified of Men O mat B Motified of Non O her " ) =
Hire: specifios © Y5 @ No | ad Hare: speciied B 5 Qo L
Applicant Summary Applicant Summary
The Appl 5 Curremt Status has been set by your choies ahove. Please comgplete ame | The Applicant’s Cusrent Status has been sat by your chosces above. Plexse complebe any
B & based on this. status,
Applicant’s Current Applicant’s Current
Status: Status:
* Hired {Job Started): P 2| Toxiey | Reason why Not Hired: | . .
“Salary (3 25.30
" Salary Type: -
Hourly Wage: §35.30

Field Changes for Different Recruitment Stage Outcomes on Application Status Page

6 Enter any optional comments in the Comments text box, as desired.

7 Click the Save Status button to save changes. The Job Applicants tab redisplays.
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Viewing Job Market Trends

The Job Market Trends option lets you view profile data for a selected occupation that includes a summary
of job duties, jobs available, area distribution maps, jobs in related occupations, jobs and candidates
available, employers by number of job openings, typical education and work experience requirements, and
wage rates.

P To view job market trends:

1 From the Services for Employers group in the left navigation menu, click Recruitment Services »
Job Market Trends. The Occupation search page displays.

2 Select the desired occupation using whichever method you prefer. See the topic “Select an
Occupation” in Appendix A — Common System Tools for details on this page.

Here is the information you selected for Technical Writers
i Pinellas County, FL.
? Tachnical Witer Jobs Available Al

(= I

L*- oo ro— pr—

m Ectnlanie AT
Lol T pEss—— =

At Do bttt Scrts s M Jobs in Related Occupations Al n 4 A ©

Please choose whch diaplay modes you would ke 10 5ee feom the option:

Jeba Duta Ciptssnn

() Lovel 1« Low kival de-dupication of advertised job opanings (mods jo
(@) Level 2- High level de-duplication of advertised job aperings (ler stef Jobs Area Distribution Fl

[] Seow gresen jobs s scven dhesas e charinstion O sumBer oF ot cpenings 1 —
J—— T T e —— . =
Se1 Cutlomizations
i
summary of Job Duties Fl e SR | = P
Tachnical Wiiters & yider - wiite technical matenals, such s equpment ” " e ICERICHCH priem i
nednud m b o N
= Typical Work Experience Requirements I sabs Opmings — {":::
| ool Wetiars Emikapeem i Thepe ccoatsotions wmadly ot sl phers of ool WA e . De-EhD BRI
e‘u
[ n A @
i hean
ik ok s
Wage Rates on Advertised Jobs Fl u 4 A ©
Typical Education Requirements I v o4t (0 vl M Bechelcal WS, B ingtas Courty, B
Tecknical Weiers Tachvics| irters s sl sapare 32 eam 3 Erchalors degree moeeuen noi bl e My ma the 8
e e Wage Rates Area Distribution Fl n al n A B
o e i o D e o Mgt S AL, e el o e
Education Requirements on Advertised Jobs Fi m A
dedeabon repemdd .

Reviewing Job Market Trends for an Occupation

3 Toset the de-duplication level, click the Customize Report button at the top left of the page.
Filtering fields display in the section below (see figure previous page, top left).
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= Level 1 has a less intensive process for filtering out duplicate jobs and will return more
jobs in the data. This level includes job postings imported from websites that have met
the standards for inclusion on this system, which include the requirement that the site
post original, non-duplicated content, refrain from cross-posting jobs, adhere to
acceptable time frames for posted jobs, etc.

= Level 2 will search through a greater number of data fields in looking for duplicate
information, thereby removing more jobs from the statistical pool. This level contains
stricter requirements when searching for duplicated job content, requiring a job to have
a unigue combination of the following elements within a given time frame:

¢ Employer Name, Job Title, Location, Salary, Education requirement, Experience
requirement, O*NET code, NAICS code, and the first 200 characters of the Job
Description.

=  Show Green Jobs - Green Jobs are generally jobs related to energy efficiency and
renewal.

a. Make your selections as described above, then click the Set Customizations button to refresh
the page.

4 You can use the icons on the page to control the display of sections, filter data, download and
print sections, show/hide narrative text boxes, plus you can click on all the linked data to dive into
more detailed profile data or see the specific records in the system.

Viewing Candidate Market Trends

The Candidate Market Trends option lets you view profile data for a selected occupation that includes
candidates available, candidate area distribution maps, candidates in related occupations, jobs and
candidates available, national supply and demand summary, typical education and work experience
requirements and education level and work experience of available candidates, training program
completers, and desired salary of available candidates.

P To view candidate market trends:

1 From the Services for Employers group in the left navigation menu, click Recruitment Services »
Candidate Market Trends. The Occupation search page displays.

2 Select the desired occupation using whichever method you prefer. See the topic “Select an
Occupation” in Appendix A —Common System Tools for details on this page.
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Here is the information you selected for Technical Writers in
Pinellas County, FL.

9 Technical Wiriters Pinellas County, FL

T SOCH ~ DR e ST U i

Jobs and Candidates Avallable [

ccupatonal group of A, Design, Empnanment, Sports, and Media 0oz on September 20 2021

Cailalatai
[ OTLE ol Openings [f S [

Becupation
= | s 1 5 %3

Tetoical iTiless

dets, Design, Enteainment Sports. ard Madia O

e T Al R T -
" b SRR
s Jobs and Candidates Area Distribution Il
Candid In Related O | n : Thy sechen shiwy B cifrbdor of numbes of oh cpemeg scivesined criine sl s priprd
iayctanis P Tadrrcal Winles. i 1Ends by clarted on Laphamdaei 1l FEIY Lohe Do g icabon Leval [
Thes Sactinn ot how ety poterial e datete & T wortlos Groem ne'e Lﬂ(r'__'ﬂ wirk o B

ponpatnm figted fo Techacal 'Wribet or Septe=bir 14, 20010

Chek B COume (ke b2 a0t
LT or i e

L
Rans  Ocowpation Pepdin Vs C el -y -
1 CameiEr FrEqRmmen 577,301 FEES

Hatlonal Supply and Demanu summary Il

Seahrical Wiigern
e -l webery 15 DRRIECIES S grow T pRrmERR from 20FS o 2529 Saren than the reenge for i sorupmens,

Gl Dewigisti s
=TS 1 110 WOAATICR Gy TR

Training Program Completers Fl n a A | wne

1 IreRPLEnIon Mol Sl COTemLM A

oLt UPpOn il drer smployment

e and techmics prodics md grosth in Wet-
i s il il b i wanen e

wi il charge ooy and sk

man ey b

Trene 5 50 dat mvaiiee for Techacal Wrte in Pinelin Cously, @

FANSRE, SOEVIAL B BSCR OB SEReOE] T O ENDECDOs NG SR 0D DR PaeEy Thise BT Shald be

Typical Work Experfence Requirements Fl ot e, a4 9 it

o pl il dnpeands fo-TTe ok &

ok Groepians i & b rangs of indusade.

Etupains uiuilly mesd §ivield pars o

ath Sevteacal shily, a1 sgacisd 15 ke g (e gemmng s o lechniiegy and
Goirne Th Infgrmasion, it hiied on OrRET™ dats OFET I8 & e aran = L) g £} a¥

Emgimgment snd Traning £dm

e e LS, DMgertmgnt o Labor
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rical wiiters

Work Experience of Available Candidates Fl nn A B L Departrnent 2f Labor Surpay o8 gber Eatichey
This sacticen Promg i son du patiands of polemol cnddees in e sorfors spaso hat o looking o jobs a Techric
Vi s P it 11 s a0 tlon Requirements Il

EX ey iy s o tachehr o biosme nod &b smp b mey s
CREK & oo (Tl A i) el Wiribery wiualy s o masl o achekrs degues Howess nob sl smpkyen mey mate he

o Senres: Thin rrmtion i hased oh e 55 Cinspiom Culkcl Handook 1008

Fank  Evperience Condidates  Candidates Lma el of Available Candidates Bl ﬂn A @
~ ‘ LS ST T O PO ST 0 T wETLIOTCE SRl TNt ST ohang o chii
= S “=Crynby, L on Septembe 18 2001

Reviewing Candidate Market Trends for an Occupation

3 You can use the icons on the page to control the display of sections, filter data, download and
print sections, show/hide narrative text boxes, plus you can click on all the linked data to dive into
more detailed profile data or see the specific records in the system.
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Chapter Contents
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Completing ETA FOIM 906 L........coiiiiieeeeciiieeceieee e steeeesttee e s teeessasaeeessseeesssaeessnseeeaanssesssnsssssssnseneassssesesnnens 7-17
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Appealing a WOTC Application DENTAL.........eiiuiiiiiiieiee ettt sttt s s te e e sbe e ebe e sbe e e sbeesbaeeseeenres 7-36
WOTC Employer/Agent Dashboard WIdZETS.......cciiieiieieeieee ettt st sttt e teeae e e sreesre e beereeanens 7-38

WOTC Overview

The Work Opportunity Tax Credit (WOTC) is a federal tax credit incentive that benefits both employers and
qualified workers. The WOTC has two purposes: to promote the hiring of individuals who qualify as a
member of a target group, and to provide a federal tax credit to employers who hire these individuals.

Target groups who have faced significant barriers to employment include veterans, SNAP or WTP
recipients, SSI recipients, and many more.

This chapter covers the common activities of WOTC employers and agents, including:

e Registering and setting up a WOTC employer account

e Requesting WOTC access for already registered recruiting employers or agents

e Setting WOTC privileges for contacts or agents

e Adding Power of Attorney for an agent and activating the agent-employer relationship
e Uploading multiple employers at one time by an agent

e Recruiting WOTC job applicants

e Completing WOTC applications, including IRS Form 8850 and ETA Form 9061

e Uploading verification documents

e Viewing statuses of submitted applications and Power of Attorney

e Using WOTC employer/agent dashboard widgets
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Registering as a WOTC Employer

The WOTC module allows employers or their agents to manage their WOTC applications online. Both
employers and agents self-register on the system and once approved by staff, they have full access to
WOTC functionality. When the system also includes recruiting functionality, employers can register for
both Recruiting and WOTC functionality. Registration requirements vary in accordance with the site and
the account type selected.

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

Note:

P To complete a WOTC registration as an employer:
1 Onthe site home page, click the Sign In button, usually in the upper right portion of the page. The
Sign In/Registration Options page displays (see figure below).

e please click Guest Atce-.

@) English () Espaficl

~yol would like to view Ermps..,

& Option 3 - Create a User Account

If you would like to become a fully registered user with EmployMV and have access to all of our online services, select one of the following
account types. If you are not sure if you need to register on the system, learn more about the benefits of registering on page: Why Register?.

- e = -
- Work Opportunity Tax Credit

Individual Employers and Agents (WOTC) Out-of-State Staff
11 min(s) estimated 3 min(s) estimated

Provider
10 min(s) estimated

This registration is for the Work

Register as this account type
if you are an individual and
wish to search for the latest
Jjob openings, post a résumé
onling, find career
guidance, search for training
and education programs,
find information on local
employers, etc.

This is also where you can
register if you wish to file a
claim for unemployment.

Individual
Registration

Register as this account type
on behalf of your company
or on behalf of another
company acting as their
agent with a valid Power of
Attorney. Here you will gain
access to industry data, labor
market information, job
applicants for your business.
You can also post job
openings cnling, a5 well as
file for the Work Cpportunity
Tax Credit (WOTC).

Employers and
Agents

Register as this account type
if you are a training
provider who wishes to
enter or update your
available courses for use in
the system. Once a new

account request is approved,

you will be zble to enter
information about your
courses, such as costs,
schedules, credentials, stc.
Providers can also request
WIOA approval for specific
courses.

Provider
Registration

Opportunity Tax Credit (WOTC)
Qut-of-5tate WOTC State
Coordinator Staff. Only Out-of-
State Staff who process WOTC
Applications within their own state
should request a login to this
system. This User will only have
access to create and view their
requests for verification of benefits.

Register as this type only if you are
a WOTC State Coordinator, or their
Staff, who needs to check for
Applicant benefits received in this
state and the Applicant now resides
within your state. All other
registration requests will be denied.

WOoTC
Registration

In the Option 3 —Create a User Account section, click the Employers and Agents button to launch

Sign In/Registration Options Page

the registration wizard for an employer or agent account.

The fourth registration option on the far right, Work Opportunity Tax Credit (WOTC) Out-
of-State Staff, is for a specialized type of user in the system. Register as this type of user
only if you are a WOTC State Coordinator or their staff in another state, and you need to
check for applicant benefits received in the state you are registering in by the applicant
who is now residing within your state.

Note:
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3 Read the Employer Agreement or Use Policy page (varies by state) and click the | Agree button to
proceed. The Representative Type page displays (see figure below).

Representative Type

Please specify what type of user that you are:

o9
m@ Direct Representative of your Organization
This includes emplayees, principals and owners of

the organization that is registering.

[ ]
' ‘j'f) Third Party Agents (TPA)

This includes companies that reprasent cne or more
registered organizations and will perform activities
on their behalf,

Selecting an Employer Account Type

4 Employers select Direct Representative of your Organization; WOTC agents select Third Party
Agents (TPA); then click the Next button. For direct representatives of an organization, on the
next page, select which type of employer services you require in the system (see figure below).

Please specify the
functionality that you
wish to access.:

[¥] Recruiting
Perform labor exchange functions such a recruiting talent, posting jobs,
online résumé search, applicant tracking and researching the local labor

market.

- »
-
-

A J.'P’

[¥] WOTC Services

Apply for tax credits available for employing individuals within targeted
demegraphic groups. Applications and all documentation can be entered
so that the staff can review and approve employer credits.

Continue Registration

Representative Type Page

5 Select WOTC Services, and if available and applicable, Recruiting.

Note: On some sites, you may not be able to request both Recruiting and WOTC Services for
the same account. If that is the case and you try to select both, a message displays that

you must register for Recruiting as a separate account.
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6 Click Continue Registration. The Employer Identification page displays (see figure below).

Employer Identification

* Type of Identification:  (8) Federal Employer ldentifica

O Secial Security Number

I |

* Federal Employer 1D
Number (EIN) / Federal
Tax |D (FEID) or Social
Security Number:

* Confirm Federal ID
Number:

|
| |

Do not enter dashes. Example &

[ I

Ul Employer Account
Number:

Confirm Ul Employer
Account Number:

Employer Identification Page
7 Complete the required fields (marked with a red asterisk *
8 Click Continue to proceed to main registration information

Login Information

N

Enter User Name (3 - 20 cha=
may include characters,

numbers, The follm'vir‘gl Mailing Address

*User Name:

|

Do not enter dashes. Example 99

)

ticn Murmber

001111

45

=

00111111

page (see figure below).

are allowed:(1), (), (5),(@)
and ().
Address has NOT been standardized.

* X
Password: * Mailing Address 1:
Enter Password (2 - 20 ¢
uppercase |etter, cne loy
character. Allowable cha

[ ] SRS

*Mailing City:

Mailing Address 2:

*Confirm Password:

l

Carson City
*Security Question:

What is your mother's

*Mailing State: Nevada

Il

The response to the seci

[ Check here if Mailing Address is the same as the address above

question will be reguired * Mailing Country: ‘ United States

you forget your user na
password.

conley

Use Letters and number -
Special characters are ng Contact Information

*Mailing Zip/Postal:

89701
* Security Question 98200 or 99999-0088

Response:

allowed

Employer Identification * First Name: Max
* Company Name: IM Middle Initial: I:l
Company Name as registered with the State of Ney # Last Name: l:l

Federal Employer ID
Number (EIN) / Federal
Tax ID (FEID) or Social
Security Number:

e * Primary Phone:
Do nat enter dashes. Ex;
Altemative Phone:

Lo ]
receive 51~

notifications:
Social Media

555

]

Contact Text Message
Phone Number:

Primary Location Information

Fax:

*Zip code: 23701

* Contact Email Address: Show

Mailing Address

n ‘ Show

* Confirm Contact Email

acebook com/companyname

—

if Mailing Address is the same as they  Address:

m ‘ Show

| |

| |

~dardized - ‘ https://linkedin.com/caompany/companynar ‘
: ,PIHT :‘EIE“ 2 ::'h:’d [ m ‘ Show - ‘ https://pinterest.com/user/companyname ‘

Ir:::.'i; yz::" e ‘ Show M ‘ https://instagram.com/companyname ‘

S::::::Z:S E ‘ Show " ‘ https://youtube.com/user/companyname ‘

- ! 'Ttp ‘ Show " ‘ https://glassdoor.com/companyname ‘

Employer Registration Page

7-

B
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Complete the fields for your login information, company name and addresses, and the primary
contact information, and then click Save.

Note: Employers who also checked the Recruiting box at the beginning of registration have

more sections on the registration page, for instance, Company Information, Company
Profile, Special Characteristics, and Benefits Offered.

Your account is created and the What would you like to do next? page displays (see figure below).

What would you like to do next?

Add Locations and Contacts

8 —| Toadd additional locations or contacts, please click the link

above.

Past a Job

At this time, you may enter job orders for positions that you have
vacancies for. These job orders will be placed in 2 hold status
until a staff member can verify your registration information.
Please allow up to 3 business days for this verification process.
You will be notified via this system’s message center and via
email if you provided ene during registration.

Bl

g IMyDashboard
To find more information about other services offered to
employers, please click the link above.

What Would You Like to Do Next? Page

Recruiting Employer Requesting WOTC Access

If you are already registered as a Recruiting employer and would like access to WOTC functions, you can

request this access from the General Information tab of your corporate profile, or by contacting your
WOTC Coordinator.

Note: Based on your state programs and site configuration, the page and field labels, along with fields

presented, may differ from what is shown in this procedure.

P To request WOTC access:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays (see figure below).
VOS Employer Services User Guide 7-5
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G ral Locations Contacts/Users Account

Information Summary

Diocuments Agents

%* Indicates reguired fields,
Employer ldentification

Registration Date: 9/20/2023 12:00:00 AM

] . R .
Company Name: ‘ Pho Shizzle Vietnamese ‘

Company MWame as registered with the State of Nevada

*Trade Name / Deing ‘ Pho Shizzle ‘

Business As:
Ul Employer Type: Mot Specified
Add WOTC access
[Update ]
P “*ign Information
—

General Information Tab — Requesting WOTC Access

2 In the Employer Identification section, click the Add WOTC access link. Your request is submitted
to staff who must approve the request.

Agent Requesting WOTC Access

If you are already registered as an agent, you can request access to WOTC functions from your profile
page.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To request WOTC access as an agent:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » Corporate Profile.
The General Information tab of your Corporate Profile displays (see figure below).

General . Account nti

Info ion Locations Conta Users 5ur:|‘|:'r|'lll:rj! Documents R_?_Iinr:i:ye_rsng
#* Indicates reguired fields.

Agdent Identification

Registration Date: 9/19/2023 9:59:09 AM
* Company Name: | My Company

Company Name as registered with the State of Nevada

Ul Employer Type: Mot Specified

Will you be applying ® ‘ves
for Work Opportunity O Mo
Tax Credits for your

clients?:

Responding Yes to the WOTC Question on an Agent Account
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Click Yes for Will you be applying for Work Opportunity Tax Credits for your clients? (see figure
above).

Click the Update link. Note the message below the link that appears to let you know that “Your
request has been processed.” Your request is submitted to staff who must approve the request.

Setting WOTC Privileges for Contacts or Agents

Employers can specify WOTC privileges for any contact tied to their account, as well as for agents who are
completing WOTC applications on their behalf; however, you cannot modify your own privileges.

Note:

Based on your state programs and site configuration, the page and field labels, along with fields

presented, may differ from what is shown in this procedure.

P To define WOTC privileges for an employer contact:

1

From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays.

Click the Contacts/Users tab. Existing contacts are listed (see figure below).

= If you need to create a contact, click the Add Contact button. See the topic “Adding a New
Contact/User” in Chapter 3 — Manage Your Account of this guide for details.

Click the Edit link for the contact to which you are adding WOTC privileges. The Add/Modify
Contact wizard displays.

Click the User Privileges tab. The User Privileges page displays.

Scroll down to the WOTC Privileges section and check or uncheck privilege checkboxes as needed
(see figure below).

|Z_.R-ecruu.. .

| WOTC Privileges |

User privileges for 8850 Anplication

[ create 5250 ap~ [ View staw.

[# Eedit 3350 appl
[#A view 2350 apg
[#A view Full ssn
[#A view Partial 52
[/ Eedit s3m
User privileges fo
E Create 9061 aj
[#A Eedit 9061 appl
[#A view 5061 app
[#A view Full 55N
[#A view Partial 52
User privileges fo
[# add Power of
[#A add verificatia
User privileges fo
[A create appeal
[#A edit appeals
[#A view appeals
User privileges fo

= ta status

User privileges for WOTC Messages

[¥] woTc Messages

User privileges for 9062 Conditional Certification
[¥] Edit 2062 Employer Declarations

[¥] view 2062 Employer Declarations

[ view Full 55N

[ view Partial ssn

User Privilege for Incarcerated Individual Jobs
(Note: Only select when the Employer is a prison facility)
[ view Prison Industry Jobs

D Create and Edit Prison Industry Jobs

D Create, Edit and Delete Prison Industry Jobs

[ close prison Industry Jobs

Agent Administration Privileges
User Privileges for Agent services
[ Approve Agent relationship and privileges

* Select the employer type
functionality this contact will [ Recruiting [#] woTC

be using
o

User Privileges Tab — WOTC Privileges Section
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6 Click the Save button at the bottom of the page.
P To define WOTC privileges for agents completing WOTC applications on your behalf:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays.

2 Click the Agents tab. Any existing agents with whom your company has an active or pending
relationship are displayed (see figure below).

General Information Locations Contacts/Users Account Summary Documents Agents

Show Filter Options
To sort on any column, click a column title.

Agent Contact Agent Location | Signature | Start Ending Authorization Docs Agent
Name Date Date Date

Third Party 3/8/2024  3/1/2024 3/1/2025 POApdf - Approved Active  View
Administrator 4/8/2024  4/8/2024  4/8/2025 Power-of-Attorney-Form.pdf - Approved Manage
Agent

Carson

City, NV

29701

Kit Kit Third Party PO& docx - Denied Active | View

Administrator IManage
Agent Elko, NV

29301

Agents Tab of Employer Corporate Profile

3 Click an [Agent Name] link to edit the agent’'s WOTC privileges. Several sections of privilege
categories are displayed (see figure below).
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User Privire,,
[ Recruiting hre-.

WOTC Privileges

“gEes

User privileges for 8850 Application

[ creats 8850 application
[ Edit 8250 application
[ view 2850 application
[ wiew Full ssi

[ view Partial ssM

[ editssn

User privileges for 9061 Application

[ create 5061 application
[#] Edit 9081 application
[ view 2061 application
[ wiew Full s5N

[# view Partial SN

User privileges for adding
] add Power of Attorney
[#] add verification docum

User privileges for appeals
[ create appeals

[ Edit appeals

[ view appeals

User privileges for Status
E Create status

[ edit status

[ view status

~=for WOTC I

[ view staw.

User privileges for WOTC Messages
[#] wotC Messages

User privileges for 9062 Conditional Certification
[#] Edit 9052 Employer Declarations

[#] view 3062 Employer Declarations

[ view Full ssM

[# view Partial 55N

User Privilege for Incarcerated Individual Jobs
(Note: Only select when the Employer is a prison facility)
[ view Prisan Industry Jobs

[#] create and Edit Prison Industry Jobs

[# cresate, Edit and Delete Prison Industry Jobs

[ close Prison Industry Jobs

Type of Agent:  TPA (Third Party Administrators)
Status: O pPending @ Active ) Inactive

@ Cancel

Setting WOTC Privileges for an Agent

Scroll down to the WOTC Privileges section and check or uncheck privilege checkboxes as needed
(see figure above).

Use the radio buttons at the bottom to set the agent’s Status to ‘Pending,” ‘Active,” or ‘Inactive.’

Click Save at the bottom of the page.
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Adding the Power of Attorney and Activating the
Agent-Employer Relationship

For each employer that has a relationship with an agent, the agent must upload the Power of Attorney
(POA) document into the system, and the POA must name each Agent Representative authorized to do
business for the employer. The POA must have the appropriate signatures, start and end dates, and be
approved by staff before the relationship is effective. After staff have reviewed and approved the POA,
they set the status of the relationship to ‘Active,” and it can then be used when creating the application for
the associated employer (see figure below). See the topic “Uploading a Document” in Chapter 3 —Manage
Your Account of this guide for details on uploading the Power of Attorney.

General
Information

Locations Contacts/Users Account Summary Documents — ng

Employers
Account
Type

@ Show Filter Options
To sort on any column, click a column title,

C-m Slgnalure Endmg Power Of Attorney
Daie

Pane in the | Caolin 4/5/2024 | 4/5/2024  4/5/2024  POA.dock- Approved Recruiting = Active View O
Glass WOTC
Carson
City, NV
89701
Delete

Representing Employers Tab with Active Employer Relationship

Uploading Multiple Employers as an Agent

As an agent representing many WOTC employers, adding them individually can be cumbersome. An
alternative is to upload a file of all your employers using an Excel spreadsheet. To use this feature, select
the Batch Add Employers link on the Representing Employers tab (see figure below).

General

: Account resenting
z Rep
Information Locations Contacts/Users Documents

Summary Employers

[ Show Filter Cptions

0 Records Found

[ Manually Add Emplayers Import WOTC applicatign Batch Add Employers Hatch Add
Addresses for Existing Chents |

Representing Employers Tab with Batch Add Employers Link

See the topic “Adding Multiple Employers in a Batch Upload” in WOTC Agent Guide Chapter 3 —Manage
Your Represented Employers, for detailed information.
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Recruiting WOTC Job Applicants

There are two places in the system where employers with Recruiting Services can indicate their interest in
hiring individuals who are eligible for WOTC:

e In their Company Profile message
e Inthe Job Application Methods Accepted verbiage within their job orders
Notes: This capability is only available to employers with both WOTC and Recruiting Services. If you

registered as a WOTC-only employer, you may be able to add Recruiting Services to your
account. Contact a staff member to see if this capability is available for your site.

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To indicate your interest in hiring WOTC-eligible applicants in your Company Profile message:
1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays (see figure below).

v fecords found

Company Profile

Enter a profile of your company for job seekers to view including a summary of your major products and services.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

B I UT ElzsElZE0PE
Fomat - | Font - | 20 - | A- B - @ o

Pane in the Glass welcomes applicants who are members of qualified
Work Opportunity Tax Credit (WOTC) groups.

body span

[ Clear Text | Remove All Formatting ]

[ Update ]

Employer Summary Profile
*“arg is 3 link for the Employer Summary pas a.vour website
L2078k

Adding a WOTC Message to a Company Profile

2 Scroll down to the Company Profile section and enter your desired message in the text box (see
figure above for an example).

Job seekers can access this information on the Job Order when they view the Company Profile.

Recruiting employers can also inform applicants when they are applying for one of their jobs. When
creating a job order, employers often use the Job Application Methods Accepted text field to indicate their
commitment to Equal Opportunity Employment; they may also add that they welcome applicants who are
eligible for WOTC. Job seekers must review this text and the valid job application methods before
submitting their application.

P To indicate your interest in hiring WOTC-eligible applicants in a job order:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab of
your Job Order Plan displays.

2 Select the Add New Job Order button to launch the Job Order wizard.
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Proceed through the pages and sections of the wizard to create the job order. See the topic
“Creating Job Orders” in Chapter 5 — Manage Job Orders of this guide for details on this process.

In the Job Application Methods Accepted section, enter your desired message in the text box (see
figure below).

Job Application Methods Accepted
* Check the methods that individuals may use to apply for this job

E Provide an EmployMV Resumé Online or uploaded Resumé (recommended)
[ Provide an EmployNy Application Online
[ via Email ¢ @aol.com)
D By Mail: | , CARSOM CITY, NV 89701-1265) Edit
By Fax (the contact for this job does not have a fax number) Edit
[ ey Phone: (1555) 555-5555)  Edit
E In Person { . Carsan City, NV 89701) Edit
[ At the Nearest One-Stop
[ viz Company Website (Address provided below)

Company URL |

e.q.(hitp./fwww.applicationwebsite.com)

Please provide a brief description of the application process that applicants will see before and after
they apply. This will help set clear expectations for candidates and ensure a smooth and efficient
recruitment process. (2500 characters max.)

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

@ DB B E E &« i E

B I US I |x% x| = = EE E EE = Lo =2 I T =
= = —

Our company welcomes applicants who are members of qualified Work Opportunity Tax Credit
(WOTC) groups.

body big

[ Text Templates [4 | Clear Text | Remaove All Formatting |

Job Annlicant Information Needed
R —— T

Adding a WOTC Message to a Job Order

Completing a WOTC Application

A typical WOTC application consists of IRS Form 8850 (Pre-Screening Notice and Certification Request) and
ETA Form 9061 (Individual Characteristics)—the only two forms required to complete a WOTC application.
Additionally, an ETA Form 9062 (Conditional Certification) can be used to determine that a job-ready
applicant is tentatively eligible as a member of a targeted group under WOTC. By completing the forms
online, employers or their agents can work closely with the State Workforce Agency (SWA) to make sure
the application complies with all deadlines and documentation requirements.

Note:

For agents to be able to enter WOTC applications on behalf of employers, the agent relationship
must be ‘Active’ with the following user privileges checked: ‘Create 8850 Application,” ‘Create
9061 Application,” and ‘Edit 9062 Employer Declarations.” Other WOTC privileges determine
which WOTC actions an agent or employer contact may perform. See the topic “Setting WOTC
Privileges for Contacts or Agents” in this guide for details.
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Completing IRS Form 8850

IRS Form 8850 allows employers and their agents to make a written request to their SWA to certify their
new hire as a member of a WOTC target group.

Notes: About the 28 Day Rule: For IRS Form 8850 to be considered timely, you must submit the form to
the SWA within 28 calendar days after the employee’s start date. The system automatically
denies all WOTC applications that are not submitted within these 28 days. If the 28" day falls on
a holiday or weekend, the next business day is considered the 28" day.

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To initiate a WOTC application with IRS Form 8850:
1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications.

Create WOTC Application

Click to Create Application: Create Application
Click to Import WOTC Import WOTC application
Application:

Create WOTC Application Section
2 For agents representing more than one employer, select the employer from the drop-down list.

3 Click the Create Application link in the Create WOTC Application section at the top of the WOTC
Application Search page (see figure above). A wizard consisting of several tabs allows you to
complete IRS Form 8850 (see figure below).

Applicant =~ 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification

Applicant Information

Legal Forms Holder: @® Employer O Agent/ Consultant

Legal Forms Holder Description

Agent assigned to this

application:

Power of Attorney: |i,- T — 'J e
. . Street address requires, -

IRS Form 2850 revision number: E * Residential Address Line 1: | 77 Spurious Place |
LT .

First Name: E Residential Address Line 2: | |

Middle Initial: [ *ciy: [ carson cit |
*Last Name: I: * State:

. MNevada -

*Social Security Number:

I: * County/Borough/Parish:
*Zip Code: IE

Carson City, Consclidated Municipality of |

- Telephone Number: - scc -
- =teguired, not PC Box. 490
et H = If you are under age 40, enter I:I =
your date of birth (month, day )
year):
Exit Wizard

Application Information Tab
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4 If there is an agent-employer relationship, review those fields and make any changes, if needed.
The Power of Attorney drop-down list is pre-populated with any existing Power of Attorney
documents for this relationship.

a. The agent must select the POA where the job applicant’s start date falls within its range. If
there is no valid POA in the system, the agent cannot create the application until they have
added the POA.

b. The IRS Form 8850 revision number drop-down list displays the most current form revision
number as the default. If you change to a different form revision, the WOTC target group
guestions adjust accordingly on the next tab.

5 Complete the remaining fields for the applicant’s personal information, and then click Next to
continue to the 8850 Target Groups tab (see figure below).

Applicant  ggc( Target | Employer Applicant Employer
Information Groups Information Dates Certification

8850 Questions

Check here if you received a conditional certification from the
E state workforce agency (SWA) or a participating local agency
for the work opportunity credit.

Check here if any of the following statements apply to you:
D = | am a member of a family that has received assistance
from Temporary Assistance for Needy Families (TANF)
for any 9 months during the past 18 months.

g m lama n and a mem family that -
Su “tritio Brogr: r |
il

~ _.opped being ehy, .- ror TANF paym..._. within the last
2 years because federal or state law limited the
maximum time those payments could be made.

Check here if you are in a period of unemployment that is at
[0 least 27 consecutive weeks and for all or part of that period
you received unemployment compensation.

Under penalties of perjury, | declare that the above
information to the employer on or before the day | was
offered a job, and it is, to the best of my knowledge, true,
correct, and complete

* Job Applicant’s Signature: | Marko |

* Date of Applicant’s Signature: = Today

Completing the Form 8850 Tab and Entering Job Applicant Signature

6 If the applicant received a conditional certification from a participating agency, such as an SWA, a
Vocational Rehabilitation agency, a One-Stop Career Center, or an Employment Network for the
Ticket to Work program, check the conditional certification box (see figure above).

7 Check the boxes to select the applicable target group(s) for the new hire.
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8 Enter the Applicant’s Signature and date it was obtained, and then click Next to continue to the

Employer Information tab (see figure below

Applicant
Information

Employer Information

8850 Target
Groups

Employer
Information

).

Applicant
Dates

Employer
Certification

Employer Name:

Employer Primary Contact:
Employer Telephone Number:
Company Address:

Company FEIN:

*Please select worksite location from list:

Worksite FEIN:
Employer Worksite:

Person to contact, if different from above:
First Name:

Last Name:
Company Name:
Telephone Number:
Address:

City:

State:

Zip Code:

Pane in the Glass
Colin

Carson City, NV 83701

Reno, NV 83509

Mone Selected >

Warning: If applicable, enter 4 for Designated Community Resident; enter & for Summer Youth,

If, based on the individual's age and home
address, he or she is a member of group 4
(as described under Members of Targeted
Groups in separate instructions), enter tha
group number (4 or 6):

Exit Wizard

oré

t

Employer Information Tab

The Employer Information tab automatically displays your employer information; if an agent is
associated with the employer, the agent’s information displays in the Person to contact section.

9 Select the applicant’s worksite location from the drop-down list, and then click Next to continue to

the Applicant Dates tab (see figure below).

Applicant
Information

8850 Target
Groups

Applicant Dates

Employer
Information

Applicant
Dates

Employer
Certification

* Gave Information:
* Was offered Job:
* Was hired:

* Started Joh:

Exit Wizard

09/11/2023 |[= Today

09/13/2023 | Today
09/14/2023 | Today

Applicant Dates Tab
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10 Enter all key dates for the application, and then click Next to continue to the Employer
Certification tab, which concludes the first part of the tax credit application (see figure below).

Applicant 8850 Target Employer Applicant

Employer
Infoermation Groups Infoermation Dates

Certification
Employer Certification and Signatory
Information

[#] This serves as my electronic signature and | certify to

the following:

Under penalties of perjury, | declare that the applicant
provided the information on this form on or before the
day a job was offered to the applicant and that the
information | have furnished is, to the best of my
knowledge, true, correct, and complete. Based on the
information the job applicant furnished on page 1, |
believe the individual is a member of a targeted group. |
hereby request a certification that the individual is a
member of a targeted group.

* Employer / Agent Signature: | colin |

* Employer / Agent Title: | TPA Ownar ‘

* Employer / Agent Date form [ Today
signed:

Exit Wizard Submit 8350

Employer Certification Tab

11 Check the electronic signature box, enter your name as your Signature, your Title, and the Date
you signed the form, and then click the Submit 8850 button.

12 Click OK to confirm submission. The ETA 9061 Form wizard begins. You can continue with filling in
that form or complete it later. See the topic “Completing ETA Form 9061” below for details.

VOS Employer Services User Guide 7-16 VOS Sapphire 05/2024



4

Geographic
JSolgtigns“’

geographicsolutions.com

Manage WOTC

Completing ETA Form 9061

To complete a WOTC application, employers or their agents complete the ETA Form 9061, known as the
“Individual Characteristics” form. Here you provide more details about the job and provide
documentation of eligibility for a WOTC target group using a multi-tabbed wizard.

Notes: When you submit the 8850 form, the ETA Form 9061 wizard starts automatically. If you opted to
complete the 9061 form later, follow this procedure to find it in the system.

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

» To complete ETA Form 9061:

1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications. The WOTC Application Search page displays (see figure below).

Social Security Numi..

]
General Criteria
Control Number: |
From: | | Te: |
Occupational Group: | Naone Selected v |

Application Status:

Target Group Selected:

Documentation Type Needed:

Choose Date Range Type:

Date Range:

Display Most Recent:
Application On Hiatus:
Opted for Do Not Pursue:
Form Has Been Printed:

Denied for 28 Day Rule:

Naone Selected

Incomplete 8850
Submitted 8850 and 9061
Denial Pending More Information
Denied
Certified

Appealed k‘
Pending
Revoked

Submitted 8850 with 9062
v WD

® Al O ves O Mo
® Al Q ves O Mo
® al O ves O Mo
® al

.
§

Return to Previous Page

WOTC Application Search Page — General Criteria Section
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2 Todisplay a list of WOTC applications, enter filter criteria, and then click the Filter link. For
example, you may select applications that are ‘Pending 9061’ status from the Application Status
drop-down list (see figure above). A list of matching applications displays (see figure below).

[ Eilter | Reset Filter(s) ]

Control | Postmarked | Applicant Employer / | Target Group
Mumber| /Received | Name Agent Name | Selected
Date

2691 05/10/2024 Marko the Pending 9061 ;
Glass / The {0 Days) Edit 9061

Kingsman Print Forms
Verify
Do Not Pursue

Form Has Beerir. ) (4]
Denied for 28 Day Rule: g Ves O No

e 1 e 1 of 1
Showa aof 1 entries Export to Excote

-
Showing Pending 9061 Forms for WOTC Applications

3 Identify the desired job applicant and click the Edit 9061 link in the Action column (see figure
above). The ETA Form 9061 wizard opens on the ETA 9061 Information tab, which displays basic
information, including the Form Revision Number (see figure below).

Notes: For agents, if a ‘Pending 9061’ includes a POA whose dates are outside the time frame
for this application, a message indicates that you must upload a new POA before you can
complete the pending 9061 form.

The ETA 9061 has various revision numbers that correspond to variations in the
questions and wording of the eligible target groups. When printing the ETA 9061, the
verbiage supports the specified revision number. The most current form revision number
always displays as the first selection in the drop-down list and in some systems, the field
may be display-only, as shown in figure below.

ETA 9061 Applicant 9061 Target Documentation Signatory Verification Documents

Information Information  Groups Information Required
ETA 9061 Information
* ETA 9061 Form Revision Number: 05-2026 (Expiration May 31 2026)
Control Number: 2691
Employer Name: Pane in the Glass
Employer Address:

Reno, NV 89509
Employer Telephone Number: 555-555-5555
Company FEIN/Worksite FEIN:

[#] Check here to allow saving of a partial application

Exit Wizard

ETA 9061 Information Tab
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4 Click Next to continue to the Applicant Information tab, which displays applicant information
collected from IRS Form 8850 (see figure below).

ETA 9061  ppplicant 2061 Target Documentation Signatory Verification Documents

Information |nformation  Greups Information Required
ETA 9061 Information
Applicant Name: . Marko

Social Security Number:
Have you worked for this employer () Yes @ No (O Not Answered

before?
Employment Start Date: 05/10/2024
* Starting Hourly Wage: g 1600
Position: ‘ Glass Tachnician
* H -
Occupational Group: ‘ 49-Installation, Maintenance, and Repair =

[¥] Check here to allow saving of a partial application

Applicant Information Tab
Indicate if the applicant has worked for this employer before.
Enter their Starting Hourly Wage and Position title.

Select the applicable Occupational Group from the drop-down list.

0 N o O

Click Next to continue to the 9061 Target Groups tab, which displays the ETA Form 9061 questions
that allow the applicant to qualify under a WOTC target group (see figure below).
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ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required

ETA 9061 Category Statements

12. Qualified IV-A Recipient

Check here if the job applicant is a Qualified IV-A Recipient MNo
If the job applicant is a member of a family receiving Temporary
Assistance for Needy Families (TANF), enter the name of the primary
benefits recipient:

City where benefits were received:

State(s) where benefits were received:

13. Qualified Veteran
Check here if the job applicant is a veteran of the U.5. Armed Forces

%]
r“‘--he_r_e if the job app "_an] TSW\ N N-D/ n

State(s) whe:. _. ..cim records / Ul wage .. __. .. = were filed:

22. Sources used to document eligibility.

List all supporting documentation submitted to SWA. Indicate next to each document listed whether it is
attached (A) or forthcoming (F). SWA Staff: List all supporting documentation used indetermining targeted
group eligibility for the applicant. Enter your initials and date when the determination was made.

DD214, VA Medical -
g

Target Group Documentation
Veteran Disabled Unemp 6 months O attached (O ForthComing

Veteran Unemployed 6 Months O Attached O ForthComing
Veteran Disabled hired one year from leaving service (O Attached (O ForthComing
Veteran Unemployed at least 4 weeks @ Attached () ForthComing

Check here to allow saving of a partial application

9061 Target Groups Tab
9 Answer all questions as applicable, and you must select at least one target group.

10 Click Next to continue to Signatory Information tab (see figure below).

VOS Employer Services User Guide 7-20 VOS Sapphire 05/2024



r

l ' Geographic
g§g!hl.'cl;!:|!8nn§ Manage WOTC

ETA 9061 Applicant 9061 Target gjgnatory = Verification Documents
Information Information Groups  |nformation Required

Certification and Signatory Information

[# 1 certify that this information is true and correct to
the best of my knowledge. | understand that the
information above may be subject to verification.

23(a). Signature: Marko
23(h). Indicate who signed this form: Applicant -
24. Sig nature Date: ngizzllzl}zg ,ﬁ Today

[ check here to allow saving of a partial application

Signatory Information Tab

Exit Wizard

11 Check the certification box, enter the name of the Signatory, select their identity from the drop-
down list, and enter the date it was signed.

12 Click the Submit 9061 button. The form is saved and the Verification Documents Required tab
displays (see figure below).

Note: If the applicant is a member of the Long-Term Unemployment target group, an
additional tab with an ETA 9175 Self-Attestation form is displayed. See the topic
“Completing ETA Form 9175” in this guide for details.

ETA 9061 Applicant 9061 Target Documentation Signatory Verification Documents
Information Information Groups Information Required
Control Number: 26093 Postmarked / Received Date: 5/10/2024 Application Status: Submitted 8850 and 8061
Applicant Name: ,Fiocna  Prior Veteran Status:
Social Security Number: Target Group Selected: GL
Document Upload Expand All

General Information Application Documentation Target Group Verification

Uploaded Documents °

o

Age Verification - Snap Recipient SMAP-SMAP Benefit Verification.jpg Employer 03,/10/2024

Exit Wizard @ Edit 8850 Print All

Verification Documents Required Tab
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This tab displays the Applicant Information as read-only in the top panel for reference. The
Document Upload link allows you to upload documents required to verify the target group(s) you
selected on the application. Uploaded documents are accessed on the Application Documentation
subtab under the Uploaded Documents panel. See the topic “Uploading WOTC Verification
Documents” in this guide for details.

13 To print or download a PDF version of the entire application, click the Print All button.
14 To update the application, click the Edit 8850 button.
15 To submit the application, click the Finish button. The WOTC Application Search page redisplays.
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Completing ETA Form 9175

ETA Form 9175 is a Self-Attestation Form (SAF) completed by job applicants of the Long-Term
Unemployment Recipient target group only and presents a signed declaration as to their unemployment
history. Employers or their agents submit the completed SAF along with IRS Form 8850, or if filed
separately, with ETA Form 9061/9062, to the SWA in which your business is located for each certification

request.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To complete ETA Form 9175:

1 From the Quick Menu group in the left navigation menu, click Agent or Employer

Portfolio » WOTC Applications. The WOTC Application Search page displays (see figure below).

sl SECUFITY 1.

General Criteria

Control Number:

QOccupational Group:

Application Status:

Target Group Selected:

Documentation Type Needed:

Choose Date Range Type:

Date Range:

Display Most Recent:
Application On Hiatus:
Opted for Do Not Pursue:
Form Has Been Printed:

Denied for 28 Day Rule:

‘ None Selected

‘ Mane Selected v ‘

Mane Selected v

MNone Selected

Bc - Veteran Disabled Unemp & months

Be - Weteran Unemployed & Months

Bb - Veteran Disabled hired one year from leaving service
Ba - Veteran Receives SNAP Food Stamp Benefits

Bd - Veteran Unemployed zt least 4 weeks

| - Long Term TAMF Recipient

G - SMNAP Food Stamp Recipient

C - Ex-Felon

D - Designated Community Resident

E - Vocational Rehabilitation Referral

H - SSI Recipient

L - Qualified Long-Term Unemplnymgﬂ Recipient

F - Summer Youth
AT eSO O

[ Eilter | Heset Filter(s) ]

Return to Previous Page

WOTC Application Search Page — General Criteria Section

A - Short Term TAMF Recipient =4

2 Select the Qualified Long-Term Unemployment Recipient target group from the Target Group
Selected drop-down list and click the Filter link (see figure above).
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3 Inthe search results, click the Edit 9175 link in the Action column for the desired WOTC application
(see figure below).

Control | Postmarked / | Applicant Employer / | Target Group Application
Number| Received Date | Name Agent Name | Selected Status

2625 01/19/2024 Tyrone Pho Shizzle | Be,BaBd,G,L Food Submitted Edit 8850
Vietnamese Preparation and = 8850 and e irwratae:
Serving Related 9061 Edit 8175

Cccupations (9 Days) Print Forms

Do Mot Pursue

General Criteria Search Results — Edit 9175 Link

4 The ETA 9061 Form wizard displays on the 9175 Self-Attestation tab (see figure below). Enter the
information in the fields as required.

ETA 9061 Applicant 9061 Target Signatory 9175 Verification Documents
Information Information  Groups Information sqif Attestation Required

ETA Form 9175 Revision Number:

Long-term Unemployment Recipient Self-Attestation Form

7| Under penalties of perjury, | declare that this information
is true and correct to the best of my knowledge.

Applicant’s Full Name: , Tyrone
Applicant’s Signature: | Tyrone

7| This serves as my electronic signature
Signature Date: [ Teday
Applicant’s Social Security Number: EEw*-5555

Date of Birth: (mm/dd/yyyy): BB Today

Employer’s Name:

‘ Shinzo |

Employer’s Firm/Company Name: Pho shizzle vietnamese

Please check the statements below if they apply to you.
| declare that | was/am in a period of unemployment that was/is at least
[ 27 consecutive weeks; and, for all or part of that unemployment pericd,
| received unemployment compensation under State or Federal law.

State(s) unemployment compensation was received:
Nevada -

Enter Unemployment start date: S Today

ETA 9061 Form Wizard — 9175 Self-Attestation Tab

5 Click the Next button. The form is saved and the Verification Documents Required tab displays.
See the topic “Uploading WOTC Verification Documents” in this guide for details.
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Completing ETA Form 9062

When a state workforce agency (SWA) or participating agency determines that a job-ready applicant is
tentatively eligible as a member of a targeted group under WOTC, the agency uses the required WOTC ETA
Form 9062 Conditional Certification to show that eligibility pre-determination was made for the applicant.
The applicant provides this certification to you as an additional incentive for hiring.

Note: The Conditional Certification serves as an official record of the pre-certification, alerts
prospective employers to the availability of the tax credit if the applicant is hired, and provides a
means for employers to request a WOTC Employer Certification for the applicant.

After SWA staff originate the ETA Form 9062, employers complete the final Employer Declaration tab, sign,
and submit it together with IRS Form 8850 to the SWA in which your business is located. If all statutory
targeted group eligibility and timely filing requirements are met for your certification request, the SWA
issues an Employer Certification to you.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

» To complete ETA Form 9062:
1 From your employer portfolio, select the WOTC Applications link.

2 The Search page displays with the Conditional Certifications panel displaying above the Create
WOTC Application panel.

3 Enter the applicant’s Conditional Certification ID or Social Security Number and select the Filter
link. The ETA Form 9062 is displayed underneath (see figure below).

Conditional Certifications

Conditional Certification ID: | |

Social Security Number: I:I I:I I:I

8850 | Completed | Applicant
ApplD Date Name
12

08/25/2023 Marko G- SMAP | GSI | Completed [
Food Staff 062
Stamp
Recipient
M 4 Page of 1k W Rows: | 100 v
Showing 1to 1 of 1 entries [ select All / Unselect All

Print Selected Forms

Cre~t+—"""=TC Application

Create Ansl

Conditional Certifications Search Results
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4 Select the Edit 9062 link in the Action column. The ETA Form 9062 wizard opens on the Employer
Declaration tab (see figure below).

Agency Applicant Target Signatures Employer
Information Information Group Declaration

Employer Declaration

* ¥ 1, hereby, declare that the above named person is or will be employed by:

* Employer FEIN:

Employer Name: Pane in the Glass
* Employer Worksite: Rena - Ave Reno NV 89509 ¥
* Employment Start Date: 09/13/2023 |[E Today

* Starting Hourly Wage: < 1600

* Position/Job Title: | Glass Technician |

* = - . - - -
Occupational Group: ‘ 49-Installation, Maintenance, and Repair Occupations =

NOTE: Falsification of data in this form is a Federal Crime in violation of 18 USC 1001.
Falsification of work or concealment of information is punishable by a fine or imprisonment.

* Employer Contact Name: | calin |

Employer Signature: Colin
Electronically Signed

* Employer Signature Date: 09/25/2023 | [ Today

Exit Wizard Save / Create 8850

Cnly Users having the privilege to create the 8850 are taken to the first screen of the 8850
All other Users are returned to the search screen,

ETA Form 9062 Wizard — Employer Declaration Tab

5 Enter the information as required:

Checkbox — Required to confirm the individual named on the form has been hired by this
employer.

Employer FEIN — The employer’s auto-populated tax identification number.
Employer Name — Read-only and auto-populates based on the FEIN.

Employer Worksite — Required drop-down list selection of the individual’s worksite location,
populates automatically based on the FEIN.

Employment Start Date — Required start date of the individual and must NOT be a future
date.

Starting Hourly Wage — Required starting hourly wage of the individual, numeric entry.
Position/Job Title — Required job title of the individual, text entry.

Occupational Group — Required selection of the occupational group the individual’s position
is categorized.

Employer Contact Name — Authorized Employer or Agent completing the form.
Employer Signature — Auto-populates based on the contact name entered.
Employer Signature Date — Date the form was completed.
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6 Click Save/Create 8850. The system navigates to the first page of the IRS Form 8850 wizard.
Information from the conditional certification is automatically populated on the 8850 Target
Groups tab. See the topic “Completing IRS Form 8850” in this guide for additional information.

= At this point, IRS Form 8850 is now ready for WOTC staff to complete the process. Note that
there is a new panel for Conditional Certification on the Application Documentation subtab
of the Verification Documents Required tab (see figure below).

Conditional Certification Information °

Target Group Documentation: VA Medical-Medical History.pdf
Completed Initial Review: [+

* Completed Final Review: |
9062 Status: Pending 9062 Final Review

Select Status 9062:

None Selected

None Selected

Pending 9062 Documentation
Denied 9062

Certified 9062

Expired 9062

Application Documentation — Conditional Certification Information Panel

=  Target Group Documentation — this displays the uploaded documents from the conditional
certification target group tab.

=  Completed Initial Review — This is checked if, upon creation of the conditional certification,
SWA staff can opt to perform an initial review.

=  Completed Final Review — Must be checked before status of the 9062 is updated to
‘Certified.”

= 9062 Status — This field is read-only and displays information based on where the
conditional certification is in the application process. Since the IRS Form 8850 has been
submitted, the status displays ‘Pending 9062 Final Review.” WOTC Staff reviews the
documentation, and if able to certify for the selected target group selects ‘Certified 9062,” or
other applicable status. If ‘Certified 9062,” the ETA Form 9063 is automatically completed.

= Select Status 9062 — If ‘Denied 9062’ is selected and Update is clicked, the system navigates
staff to the ETA Form 9061 so that staff may continue to process the application for other
target groups as selected on the IRS Form 8850.

=  Update button — Required to update the status of the ETA Form 9062. This button is
associated to the conditional certification only. It does not affect the status of the WOTC
application.
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Note: The conditional certification is automatically associated with the IRS Form 8850 control number
as soon as the IRS Form 8850 is created. Certifications coming from a conditional certification
are counted on the Federal Report 9058 when the status of the conditional certifications is
‘Certified 9062.’ If the conditional certification is ‘Denied 9062,” while it can still certify for
another target group, it does not count on the Federal Report 9058 as originating from a
conditional certification, only as a target group certification like other control numbers.

Importing WOTC Applications

As an employer, you can import WOTC applications for individuals as a batch process via an Excel
spreadsheet. This is done in the same spreadsheet for multiple employers that you represent, and all
employers identified for WOTC applications of individuals are currently active employers with approved
POAs.

As a WOTC agent, you can perform this WOTC application import via an Import WOTC Application link
either on the bottom of the Representing Employers tab, or from a link on the WOTC Applications Search
page (see figure below).

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To import WOTC applications:
1 From the Quick Menu group of the left navigation menu, select Employer Portfolio.

2 Select the WOTC Applications link in the Work Opportunity Tax Credit Folder to display the WOTC
Application Search page (see figure below).

Conditional Certifications
Conditional Certification ID: | |

Social Security Number: | | | ” |

[ Filter | Reset Filter(s) ]

Create WOTC Application

Click to Create Application: Create Application
Click to Import WOTC Import WCTC application
Application:

Hide Filter Cptions

Employer Criteria
Employer ID (internal only): 15894

Employer FEIN: |
- ’F— =

WOTC Application Search Page

VOS Employer Services User Guide 7-28 VOS Sapphire 05/2024



>

l 'Geogr:_:lphiq
§g!hl.'cls£!u9ng§ Manage WOTC

3 Select the Import WOTC Application link (see figure above).

The WOTC Application Import page displays (see figure below).

WOTC Application Import

MOTICE: The latest template is for Hired Dates after 5/31/2023. Imports with

prior hire dates should use prior template.
Select File

Download latest template Download prior template
Downlead |atest template's import Download prior template's impeort
instructions instructions

Retumn to WOTC Application Search

WOTC Application Import Page

= To view the instructions for uploading applications, click one of the Download template
instructions link (see figure above). The instructions and template used depend on the hire
date for the job applicants. The most recent template is for hire dates after 5/31/2023.
Imports with prior hire dates use the prior template. A PDF version opens in a separate
browser tab, which you can save to your computer or print. The document includes
examples of error messages and required and optional fields.

= To save a blank spreadsheet to your computer and begin entering information for
individuals” applications, click the Download latest template or Download prior template
link.

a. Save the file to a desired location.

b. Using the Download Instructions, fill in the Excel spreadsheet for each application to be
uploaded. Be sure to fill in all required fields shown in red in the heading row.

Tip: When uploading many applications, sort the rows by FEID/FEIN in Excel to speed
up processing, as the system parses data by that field.

4 To upload a completed spreadsheet of application information:
a. Click the Select File button.

b. Select the appropriate Excel file from the displayed dialog box.
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5 Click the Preview Data button to check the format. The data is validated and then displayed in a
table for you to verify as accurate.

a. Ifanyinformation is incorrect, red error messages display, identifying the incorrect entries (see
figure below). Use the horizontal scroll bar to see all columns for a row.

b. Make the changes to the Excel spreadsheet and re-upload the file.

REC_NO 2 - Employer ID cannot be verified. Please check FEID and Address to make sure they match a WOTC Employer.
To sort on any column, click a column title.

e e e e e e R

- Philbert 6,/1/1980 b Carson NV | 89701 | Carson City, |~ 5125!
St City Consolidated
- Municipality
1 3

Incorrect Data Messages and Entries for Application Preview

c. When the information is correct, The Preview Data button turns into Create Application(s)
(see figure below).

Create Application(s)

To sort an any column, click a column title.

- Philbert 6,/1/1980 4 Carson NV 89701 CarsonCity,  5125!
S City Consolidated
- Municipality
] »

Correct Imported Application Data

The system generates the applications and places them in ‘Submitted 8850/9061, status 2. After the
applications successfully import, the system displays the WOTC Application Search page.
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Uploading WOTC Verification Documents

The Verification Documents Required tab of the ETA Form 9061 wizard allows you or your agents to
upload the actual documents used for verification at any time. By attaching the document in context of
the WOTC application, SWA staff can easily access the document when reviewing the application. ETA
Form 9061 specifies the types of documentary evidence that substantiates WOTC eligibility under the
various target groups.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To upload verification documents for an applicant:

1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications. The WOTC Application Search page displays (see figure below).

<otial Security Numio..

General Criteria

Control Number: | |

From: | ‘ To: ‘ ‘
Qccupational Group: ‘ Mone Selected - |
Application Status: Pending 9061 -
Target Group Selected: None Selected -
Hhtlon Type Needed. \IonW\ f
""-—J
Employerw a5 @ Al
Employer Login/Access: @® al O ves O Ne
Requested Documents 005: @ all O ves O No
State (as entered on 9061): ‘ None Selected - |
[ F|I’[er| eset Filter(s) ]
Postmarked | App Employer / | Targ pll
Number ! Rec\ewed Na'ne Agent Name Group
2557 | 08/31/2023 GSIBA Pending ~ Case MNotes

9061 Edlit 3250
{14 Days) Edit 0061
Dol oy

Do Mot Pursue

Selecting an Application to Upload Verification Documents

2 Inthe Individual Criteria section, enter the applicant’s name or SSN, or select an Application
Status in the General Criteria section, and then click the Filter link (see figure above).
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3 Identify the desired job applicant in the search results and click the Verify link in the Action column
(see figure above) to go directly to the Verification Documents Required tab (see figure below).

ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2568 Postmarked / Received Date: 9/21/2023 Application Status: Fending 9061
Applicant Name: . Mark Prior Veteran Status: Veteran Disabled
Social Security Number: Target Group Selected: BcBeBbBd

Document Upload Expand Al

General Information Application Documentation Target Group Verification

Uploaded Documents (+]

Exit Wizard
Edit 8850 Print All

Verification Documents Required Tab

4 Click the Document Upload link. The Document Upload window opens (see figure below).

Document Information

Document
Description:

*Document Tags: Do not enter Personal Identifiable Information

Keywords that will — (PIl) into this figld,
be indexed with DD214
this attachment. b

Verification Controls to Associate Document To

Verifications List:

[ veteran status [ veteran/DV - Unemployed & Months
[] veteran Unemployed & Months Wages [[] veteran Receiving SNAP Benefits

[ vet unemployed for 4 weeks [ veteran Unemployed for 4 weeks Wages
[ 7aNF - Long Term ] T&NF - Short Term

[ Age verification [ smap Recipient

[] cualified Long Term Unemployment Recipient [J Appeal Documentation
] Denied Pending tore Information Documentation [] Other

Attach Document

‘ Supported File Format (4
D214

Multiple documents can be uploaded simultaneously, but must be selected one-by-one.

@ Cancel

Document Upload Window with Associated Target Groups

5 In the Document Information section, enter Document Tags keywords designated by your state to
facilitate indexing.

6 In the Verification Controls to Associate Document To section, check the Associated WOTC Target
Groups that the uploaded document supports.

VOS Employer Services User Guide 7-32 VOS Sapphire 05/2024



J Geographic
Solutions’ Manage WOTC

geographicsolutions.com

7 Inthe Attach Document section, click the Browse button (or Select File button if using a Chrome

browser).
a. To ensure that your document meets the requirements for upload, select the Supported File

Format link to see a list of compatible file types.
b. Select the document from your file directory. The document file name displays below the
field.

8 Click the Save button. The Verification Documents Required tab redisplays with the document
listed under the Application Documentation subtab Uploaded Documents panel (see figure

below).
ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2568 Postmarked / Received Date: 3/21/2023 Application Status: Pending 2061
Applicant Name: . Mark Prior Veteran Status: Veteran Disabled
Social Security Number: Target Group Selected: BcBeBbBd
Document Upload Expand Al

General Information Application Documentation Target Group Verification

Uploaded Documents ()
e T e e e

09/27/2023

DD214-DD214.jpg eteran Status Employer

Edit 8350 Print All

Verification Documents Required Tab — Application Documentation Subtab — Uploaded Documents Panel

Exit Wizard

9 To view, download, or modify the document parameters, click on the link in the Document Name

column.
Note: Once the Verification Controls are associated to the document, they cannot be modified.
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Reviewing WOTC Application Status

The SWA issues a final determination for each WOTC application submitted. In some cases, the SWA may
request additional information or documentation from the employer. In all cases, employers and their
agents learn of any special requests or determinations through the message center and email account of
the legal forms holder. The system sends the notification to the employer unless they have an active
relationship with an agent, in which case the notification can be sent to the agent.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To check for messages concerning WOTC applications:

e From the Other Services group in the left navigation menu, click Communication
Center P Message Center. The Messages tab displays (see figure below). You can also access
this tab from the My Messages widget on your dashboard.

M=g Date Select
\"iewed Al:ladlment

POSTMASTER WOTC 9061 Application Signatory 1D Reguired ooiZEee3

0811 AM

= POSTMASTER Program Change Notification - Staff Review ORi2E2023 (B
08:08 AM

= POSTMASTER WOTC ficattion Certified OR20a023 L
10:28 AM

= POSTMASTER WOTE application request for infarmation 0Rr202023 (I
10:28 AM

= POSTMASTER WOTE application Denied opMEa023 [
11:42 AM

Message Center — WOTC Application System Notifications
All message alerts specify any required action and clearly reference the specific WOTC application.
Examples of WOTC message alerts sent to employers or agents include the following:
e Notice of incomplete application (e.g., Form 9061 is missing the certification signature or the
applicant’s date of birth)

e Request for more information where SWA staff clearly specify the missing information or
documents

e Notice of denial of a WOTC application in which SWA staff provide a clear explanation

e Notice of approval of a WOTC application in which SWA staff specify the WOTC target group
used to meet eligibility

In addition to alerts in the message center, if you have many WOTC applications to manage, you can easily
search for applications that have a specific status.

P To check the status of an application:

1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications. The WOTC Application Search page displays (see figure below).
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Social Security Number: _
General Criteria

Control Number: | |

From: | | To: |

Qccupational Group: | None Selected M |

Application Status:

None Selected
None Selected

Incomplete 8850 -

Submitted 8850 and 9061

Target Group Selected:

Documentation Type Needed: Denial Pending More Inforiati
Denied
Certified

Choose Date Range Type: Pending 9061

Appealed
Pending

Date Range: Revoked [ =me

Subm|tted 8850 with 9082

Display Most Recent:

Application On Hiatus: ® al O ves O No
Opted for Do Not Pursue: ® al O ves O No
Form Has Been Printed: ® al O ves O No
Denied for 28 Day Rule: ® al O ves O No

[ Eilter | REset Filter(s) ]

Control | Postmarked | Applicant Employer| Target Appll
Number| /Received | Name / Agent Group
Date Name

2576 | 09/28/2023 | Susan Pane in c, Installation, = Submitted Edit 8850
the Glass Maintenance, 8850 and Edit 8051
and Repair 9061 Print Forms
Cccupations (0 Days) Merify

Do Mot Pursue

Filtering WOTC Applications by Application Status

2 Inthe General Criteria section, select the Application Status you want to see, and then click the
Filter link. For example, you may select ‘Incomplete 8850’ to see which applications need more
information.

3 From the list of matching applications, in the Action column, you may complete any of the
following tasks:
=  To open IRS Form 8850 for review or modification — select the Edit 8850 link.

= To open ETA Form 9061 to review or add verification docs — select the Edit 9061 or Verify
link.

= To open either the IRS Form 8850 or ETA Form 9061 in viewable, printable format — select
the Print Forms link.

= To deny the application — select the Do Not Pursue link.

VOS Employer Services User Guide 7-35 VOS Sapphire 05/2024



Geographic
JSolgtlgns

geographicsolutions.com Manage WOTC

Appealing a WOTC Application Denial

Applications for the Work Opportunity Tax Credit can be denied for a variety of reasons, including but not
limited to:

e Denied pending more information (most common)

e Form 8850 was not submitted within 28 days for start dates

e Applicant did not receive TANF or SNAP benefits

e Documentation not submitted for veteran’s receipt of compensation for service-connected

disability
e Employee does not meet the criteria for the specified target group

e Job Applicant or Employer Signature date discrepancy

If you or your agent believes that the SWA has denied the application in error, the denial can be appealed.
If the appeal is decided in your favor, the application goes forward.

P To appeal a denied application:

1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications. The WOTC Application Search page displays.

2 Search for and identify the Application Status ‘Denied’ in the search results (see figure below).

Control | Postmarked | Applicant Employer / | Target Applicati
Number IRecenred Name Agent Name Group 5'|=‘I'.us

2624 01/17/2024  Tyrone Pho Shizzle Food Denied Edit 2850
Vietnamese Preparation Edit 3051
and Serving B o

Rebted [ ey |

Occupations

Filtering WOTC Application Denials

3 Click the Verify link to display the Verification Documents Required tab of the denied WOTC
application, which now has a button for appealing the denial (see figure below).

ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2624 Postmarked / Received Date: 1/17/2024 Application Status: Denied |
Applicant Name: . Ty Prior Veteran Status: Mone Selected
Social Security Number: Target Group Selected: LAG

Document Upload

Expand All

General Information Application Documentation Target Group Verification

Uploaded Documents (-]

Exit Wizard
Edit 8850 Print All Appeal

Verification Documents Required Tab with Appeal Button
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4 Before the application denial decision can be appealed, documentation of the reason you are
appealing the decision is required. Click the Document Upload link.

5 In the document upload window, select the ‘Appeal Documentation’ Verification Control, attach
your appeal, and click Save (see figure below). See the topic “Uploading WOTC Verification
Documents” in this guide for additional details.

Document Information

Document
Description:
*Document Tags: Do not enter Personal Identifiable Infarmation
Keywords that wi (P} into this field.
be indexed with WOTC Appeal o

g

this attachment.

Verification Controls to Associate Document To

Verifications List:

[ veteran Status [] Vveteran/DV - Unemployed 6 Months

[ veteran Unemployed & Months Wages [ veteran Receiving SNAP Benefits

[ vet Unemployed for 4 wesks [ wveteran Unemployed for 4 wesks Wages
[ 7&NF - Long Term [ 7aNF - short Term

[ Age Verification i Recipiont

et
[ qualified Long Term Unemplayment Recipient | [ Appeal Documentation
[[] Denied Pending More Information Documentation |_] Other

Attach Document

‘ Supported File Format 5
Appeal Letter.docx

Multiple documents can be uploaded simultanecusly, but must be selected one-by-one.

@ Cancel

Document Upload Window —Appeal Documentation

6 The document upload window closes. Click the Appeal button on the Verification Documents
Required tab.

7 Click OK on the confirmation to return to the WOTC Applications Search page. Your application
now has a status of ‘Appealed.’

Next, SWA staff review the appeal and decide whether to allow the application to proceed, normally with a
status of ‘Submitted’ or ‘Denial Pending More Information.” The system may also verify additional
information and possibly auto-certify the application. If the staff have what they need to certify then they
can update the status directly to ‘Certified.” You receive a system notification with the appeal decision
once staff make their determination.
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WOTC Employer/Agent Dashboard Widgets

WOTC employers and agents have three special dashboard widgets that display the status of submitted
WOTC applications, Power of Attorney approvals, and action items (see figure below).

E WOTC Power of Attorney i

POAs expiring in 80 days

POAs that have been denied in the last 30 days
POAs that have been approved in the last 30 days
POAs pending approval in the last 30 days

[ WE s AN

El WOTC Completed Decisions (within the B

last 90 days)

Denial Pending More Information
Denied

Certified

Pending

Submitted Applications

Lo Y| LN N N s T o

E WOTC Applications Needing Action

1

L

Incomplete 8850

Fending 5061

Date of Birth Documentation Needed
Address Documentation Meeded

[ s |

=l

Employer/Agent WOTC Dashboard Widgets

e Power of Attorney — Displays counts of agent-employer Powers of Attorney for an agent to act
on, for example, for those expiring in 90 days, or for those that have been denied.

e Completed Decisions — Lists the number of applications for each status within the last 90 days.
Click on a [number] link to display the WOTC Application Search page, with the specific
applications for that status listed.

e Applications Needing Action — Provides a list of applications requiring service. Click on a
[number] link to display the WOTC Application Search page, with the specific applications for
that action item listed.
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Communication Center Overview

The Communication Center is an umbrella term for all the communications features available to
employers, including your messages, correspondence, templates, system alerts, and email and chat logs.
You can access these features from various places in the system, as shown in the figure on the following
page. Most functions are accessed from tabs within your Communications Profile folder.
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¥ Services Preview
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Accessing Communications Center Tabs from Left Navigation Menu, Dashboard Widgets and Links

You can customize your dashboard to have your commonly used communication features readily available
as widgets, as shown in the figure below.

»

Welcome to My Employer Workspace John = View
your Profile and Contact Information.

This page introduces you to features available in the system, lets you customize
the content you are interestad in, and offers suggestions to you. Please make a
selection from the items below.

My Employer Dashboard Directory of Services How We Can Help You

Services Preview

[» Pinned Links

* Widgets

¥ My Messages ¥ My Correspondence

A

i3

ln

2

44 Unread Messages D Letters 4
<
&8 3 Read Messages E— 0 Correspondence
3 E Templates
Enter the Message Center &9 Enter the Comrespondence ()

Center

1

——

TR, : s

4 September »
2021

M T W 15 F 5

0 31 1 3

6 7 &8 9 10 11

13 14 15 16 17 18

Lz B e

My Messages and My Correspondence Widgets on Employer Dashboard
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The widgets are:

My Messages — Shows the number of read and unread messages you have and provides links to
access the messages directly.

My Correspondence — Shows the number of letters you have sent or received, the number of
correspondence templates you have created, and provides direct links to them.

Other communications features are available under the Communication Center option in the Other
Services menu group of the left navigation menu; all features are covered in this chapter.

Communication Center

The Communication Center menu options make it easy to manage the various messages and alerts you
create or receive in the system.

~ QtherServices

Commumpication Center 3
Appoinbnt Center
Assistance Center Message Center
Learning Center Subscriptions
Correspondence
Email Log
Saved Text

Communication Center Menu Options

The available Communication Center options can vary by site configuration, but may include any of the
following:

Message Center — Displays the Messages tab where you can create and manage internal
messages sent and received.

Subscriptions — Displays the Subscriptions tab where you can manage your subscriptions to
system alerts that are available to you.

Correspondence — Displays the Correspondence tab where you can view system letters you
have received.

Email Log — Displays the Email Log tab where you can view messages sent to, and received from,
your external email account; this can be helpful when proof of correspondence sent or received
is needed.

Chat Log — (optional for sites configured with the Chat Log module) Displays the Chat Log tab
where you can view transcripts of all your chat sessions with support staff.

Saved Text — Lets you create and manage templates of your commonly used saved text to use
wherever there are free-form text boxes available.

Communication Templates — (tab is available from the My Correspondence dashboard widget
and the Communications Profile folder) Communication Templates tab lets you create and
manage correspondence templates that you can use to create letters, such as acceptance or
rejection letters, invitations to interview, etc.

VOS Employer Services User Guide 8-3 VOS Sapphire 09/2021



[ Geographic
Solgtigns“’

geographicsolutions.com Manage Communications

Message Center

The Message Center is the notification hub for your employer account. Even if you have opted to use an
external email service, the system will also send all notifications to your Message Center. Each time you
sign in, the system will alert you of any new or unread messages and direct you to the Message Center.

The My Messages page is the same as the Messages tab of your Communications Profile and lists all
internal messages you have received or sent, and lets you create new messages and folders, delete
messages, and move messages to different folders.

P To access your messages:

o Click any link in the My Messages widget on the Employer Dashboard.
OR...
From the Quick Menu group in the left navigation menu, click Employer Resources » Employer
Messages.
OR...
From the Other Services group in the left navigation menu, click Communication
Center » Message Center.

The Messages tab displays with your Inbox selected as the default in the folder tree on the left
side of the page (see figure below).

Messages Correspondence Communication Templates Subscriptions Email Log

My Messages

L Show Filter

Shortcut Keys: Access Message Folders with Alt and/or Shift + © then arrow up or down.
Access Messages Alt and/or Shift + M.

Access My Folders with Alt and Shift + F

* g Folders B f "
i Viewed | Aftachment
[ o Rl
=] O

i POSTMASTER Profile Updated 0g/18/2021
- 13 Deleted 08:43 AM

| POSTMASTER Profile Updated 08/18/2021 [

@ Junk :

08:43 AM

- [23 Sent Eq POSTMASTER Profile Updated 081172019 u
09:04 PM

- ¢4 My Folders = POSTMASTER Employer Registration 03/19/2018 O
Validated 10:27 AM

= | POSTMASTER Profile Updated 03/14/2018 B
12:44 PM

POSTMASTER Employer Registration 031142018 B
Not Validated 11:43 AM

POSTMASTER Welgome to Employ 03142018 0O
Florida 10:57 AM

HAq |:| P W Pagesize:| 10 ¥ 7 items in 1 pages

[ Mark As Read | Delete Selected Item(s) | Mark As Unread | Move To Folder ]

Create New Message

Messages Tab
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From the Messages tab, with your Inbox folder selected, you can perform the following actions:

Create a new message — Click the Create New Message button at the bottom of the page to
start a new message and identify recipients. See the topic “Creating a New Message” for
details.

Read a message — Click a subject link to open and read the message.

Print a message — Click a subject link to open a message, and then click the Print Message link at
the bottom of the page.

Reply to a message — Open the message and click the Reply button at the bottom of the page.
View message folders — Click on a folder in the folder tree on the left side:

= Inbox — Contains received messages, both read and unread

= Deleted — Contains messages that were deleted from the Inbox

= Junk — Contains messages that the system filtered as being questionable

= Sent — Contains messages that you sent to others, such as replies

= My Folders — Contains any personal mail folders you created. See the topic “Adding a New
Folder” for details.

Mark as Read — Select unread messages by checking the corresponding boxes in the Select

column and click the Mark As Read link below the list.

Mark as Unread — Select read messages by checking the corresponding boxes in the Select
column and click the Mark As Unread link below the list.

Delete a message — Click the checkbox in the Select column next to the message(s) to be
deleted and click the Delete Selected Item(s) link below the list. You can also delete a message
while viewing it.

Move a message to another folder — Click the checkbox in the Select column next to the
message(s) to be moved, click the Move to Folder link below the list, and then click on the folder
to move the message(s) to.

Sort list of messages — Click a column heading to sort the message list by that column; click
again to reverse the sort order.

Filter list of messages — Click the | +|Show Filter link to display the filter fields. You can sort
messages by a date range or by Read or Unread status.

VOS Employer Services User Guide 8-5 VOS Sapphire 09/2021



4

)\ Geographic
\”Solgtigns“’

geographicsolutions.com Manage Communications

Creating a New Message

You can create messages to send to internal system accounts.

P To create a new message:
1 Click any link in the My Messages widget on the Employer Dashboard. The Messages tab displays.
2 Click the Create New Message button below the list of messages. The Create Message page

displays (see figure below).

Recipient Info

" Your Email |r|5""";n.:'ﬂ|rar.-.':-:' I
Address:
“Selected e Erpryer dpsatem g DE"\I‘EI]" Method
Beciplentis):
Selected Recipientis) Number: 1
= " Salect Mathod: ¥ Irtermal Mesage (Messsge Center
Request Read O v @ ne
Delivery Method Receipt:
" Select Method: rtnrral Message (hessage Canter M_E_SSEQE
Request Read O ves @ mo
Receipt . 3
.2 !'-ubpcl:| Subscnphon Alerts issue
1L IE" Q W
BI U S Ein»| ;8= E R EE = =" DEESe 0
A-0 Li]

Create Message Page

3 Inthe Recipient Info section, select the Recipient category.

a. Ifyou select Job Seeker/Individual, click the Search link, specify your criteria, and then click the
second Search link.

b. Select one or more username checkboxes and click Continue. The user automatically
populates the Selected Recipient(s) field.

4 If displayed, verify Your Email Address.

5 Inthe Delivery Method section, Internal Message is selected by default. If you specified Email as
an alternate form of receiving notifications when you registered, you can select the Email
checkbox as well.

6 Indicate whether you Request a Read Receipt to let you know your recipient opened the message.
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7 Inthe Message section, enter a Subject line.
8 Enter the body of the message in the text box.

a. Ifsendingto anindividual, to insert saved text from a correspondence template, click the
Insert Template link below the text box, select the desired template, and edit the text as
necessary to tailor the message. See the topic “Creatinga Communication Template” for
steps on creating a template.

9 To attach a document to the message, click the Show Attachment Options link below the text box,
click the Choose File button, browse to the folder location, click the filename, and then click Open.

10 Click the Send button to send the message.

Adding a New Folder

You can add your own folders to better manage your correspondence.

= Sent

¥-@ My Folders

= Saved

Adding a New Message Folder
P To add a new message folder:
1 Click any link in the My Messages widget on the Employer Dashboard. The Messages tab displays.

2 Right-click on My Folders in the folder tree to the left of the list of messages. The Add/Delete pop-
up menu displays (see figure above).

3 Click Add, and then enter a name in the entry box that appears.
4  Press Enter to save it.

Note: You can only delete folders you have created.
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Managing Communication Templates

The Communication Templates tab lets you create and manage correspondence templates, or form
letters, that you can use when sending messages to other users or email recipients. Templates allow you
to save and reuse commonly used text in your communications, including variable text.

Messages Correspondence co?e':l';';'t:::m" Subscriptions Email Log

#LShow Filter Criteria

To sert on any column, click a column title.

S _ﬂ-

Offer Letter Acceptance Letter Guest Services, Inc. - Jenna Hall Edit
Preview
Copy

Delete
Create New Template

Communication Templates Tab
From this tab, you can perform the following actions:

e Edit a template —Click the Edit link in the Action column.
e Preview a formatted letter version — Click the Preview link in the Action column.
e Copy atemplate — Click the Copy link in the Action column.

e Delete a template — Check the box in the Select column, click the Delete link in the Action
column, and then click OK to confirm.

e Create a new template — Click the Create New Template button. See the topic “Creating a
Communication Template” for details.

Creating a Communication Template
P To create a new template:

1 Onthe Employer Dashboard, click the View your Profile and Contact Information link at the top of
the page, then click Communications Profile » Communication Templates tab.
OR...
Click the Correspondence Templates number link in the My Correspondence widget (see figure
below).

Welcome to My Employer Workspace Jenna IView your Profile and Contact Information.l
This page intreduces you to features available in the system, lets you customize the content you are interested in, and offers
suggestions to you. Please make 3 selection from the items below.

- _
September 2021 0 Letters
F

0 Correspondence Templates |

“ .
<
=
=
»

e

=N
=

.3 ‘4.

=
e [ A

T*=Lomrespondence Center (=]

Two Ways to Access the Communication Templates Tab
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The Communication Templates tab displays (see figure at top of previous page).

2 Click the Create New Template button. The Correspondence Template creation page displays (see
figure below).

Correspondence Template

“Template Name: | Offer Letter |

“Template Type:

Acceptance Letter x ‘

Active Status:

“Template Body
Text:

) Source g | B B E @ & - Q b5 |
BIUSTE|x x|>=::= 52 2 = =|= m LM =® 0E
Styles - | Format - | Font - | 14 -lA-B- ¥ @ 9

#HEDATESH
Dear ##8RECFNAMER
We are pleased to extend an offer fo you for the position of Sr. Programmer Analyst, located
at ##MYFULLADDY#8.
body span

[Clear Text | Remove All Formatting ]

[ Insert Variable ]

Save Cancel

Correspondence Template Creation Page
3 Enter a descriptive Template Name.

4 Select the Template Type from the drop-down list. Most templates are geared towards labor
exchange employers; choose Other to create one that is Ul-centric.

Note: The use of variables, which are specially formatted text strings that the system will
replace with user data from the database, are primarily for Recruiting employers and are
not supported in the ‘Other’ template type.

5 Enter the Template Body Text as desired.

a. For template types Invitation to Interview, Acceptance Letter, and Rejection Letter, you can
click the Insert Variable link below the text box to select variables to insert at the current
cursor location. Repeat to add as many variables as needed.

6 Click Save to save the template and return to the Communication Templates tab.
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Viewing System Correspondence
The Correspondence tab displays all system letters and notifications you have received.

P To view your system letters:

1 From the Other Services menu group in the left navigation pane, click Communication
Center » Correspondence. The Correspondence tab displays (see figure below).

System Letters

System Letters tend to be sent to an employer's primary contact. Those are listed here along with any System Letters that
may have been sent to the logged on employer contact.

=T ==

POSTMASTER | GLOBAL STRATEGIES INC - Wendy Notice of Separation and Wage 04/15/2018 06:17  View
Tolmack Request PM

Correspondence Tab — System Letters

2 Todownload a PDF version of the letter, click a View link.

VOS Employer Services User Guide 8-10 VOS Sapphire 09/2021



Geographic
VJSolgtlgns

geographicsolutions.com Manage Communicatlons

Managing Your Letters

The My Letters page lets you create and manage letters that you can download, print, or attach to internal
messages and send to recipients via the Messages tab.

My Letters

Select 'View All Deleted’ to view only deleted items or "View All’ to view deleted and current
items:

View All Current ~

“ﬁ

Offer | etter - John Smith 09/02/2021 Copy Edit

Transfer Letter 09/02/2021 _'!', Copy Edit [

Delete

Create New Letter

My Letters Page

P To manage your letters:

1 From the My Correspondence widget on the dashboard, click the number link next to Letters. The
My Letters page displays (see figure above).

2 From this tab, you can perform the following actions:

Preview a Letter — Click the name link of the letter in the Letter Name column to display it in
the format in which it would be printed or sent.

Download a Letter — Click the download icon in the Download column, and in the pop-up
window that opens, select the file format in which you want to download a letter and save it
to your computer.

Edit a Letter — Click the Edit link in the Action column. By default, the system creates a new
letter version each time you edit it; however, you can check a box on the edit page to
overwrite the existing letter.

Copy a Letter — Click the Copy link in the Action column to open the letter in edit mode, but
with the Letter Name field blank. You can then save it with a new name to create a new
letter.

Delete a Letter — Click the checkbox for the letter you wish to delete, and then click the
Delete link; click OK to confirm.

Create a New Letter — Click the Create New Letter button. See the topic “Creating a Letter”
for details.
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Creating a Letter

When you create a new letter, you have the option to insert communication template text, variables, and
action words to make letter building easier. There are a wide array for text formatting tools for you to use
and an automatic spellchecker to check your spelling and grammar.

P To create a new letter:

1 From the My Correspondence widget on the dashboard, click the number link next to Letters (see

figure below).

=

1 Correspondence
Templates

Enter the Correspondence )
Center

Letter Link in My Correspondence Dashboard Widget
2 The My Letters page displays (see figure at top of previous page).
3 Click the Create New Letter button. The Create New Letter page displays (see figure below).

Letter Recipient (Optional)

Use the Employer Mame text box to search for an employer that you wish to use in your letter.

Employer Name: | guest services ||

Guest Services - Deland, 3272
Employer Street Guest Services - Evergla
Address: Guest Sarvices - Lzkzlan

River Ridge Rd)

4139 (815 Oyster Bar Ln)
505 Ingraham Ave  863)

Guest Services - \West Falm 33403 (200 US Highway 1 2 206)

Empbyer c“y Guest Services - Weszon, 33326 (16401 Racguet Club Rd)

Guest Services Inc - Maples, 34110 (1004 Collier Certer Way # 201)

Guest Services the Shops - Wesley Chapsl, 33543 )

Employer State: None Selected =

Employer Zip: | |

| Letter

Use the Insert Variable link to place holders in your letter where employer information or your
information will be displayed.

“ Letter Name:

Create New Letter Page

4 |If the letter is for an employer, in the Letter Recipient section, begin typing the name of the
employer to which the letter will be sent in the Employer Name field. The predictive text feature
will list several options. If one of the options is the correct employer, click on the employer’s
name and the system will fill all the Letter Recipient fields automatically.
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Letter

Use the Insert Variable link to place holders in your letter where employer information or your
information will be displayed.

“ Letter Name: Transfer Letter

“Letter Body:

e
g
il
]
b
L
i

Dear ##RECFULLNAMESS

We think John Smith weuld be a good match for our #JOBTITLE## open position we have. Please
contact us at the following to coordinale a date and time to discuss transfer.

Sincerely

I

#FHMYFULLNAMERR
#FEMYCOMPANYEE
#FEMYPRIMARYPHONE#2
FEMYEMAILSR "‘.‘.

body span

[ Insert Action Words | Clear Text | Remove All Formatting ]

[ Insert Template | Insert Variable | Preview ]

Barcode
[[] Add Bulk Scanning barcode

Save Cancel

Creating a Letter with Variables
5 Inthe Letter section, enter a descriptive Letter Name.

6 Inthe Letter Body text box, type in text and insert template text, variables, or action words, as
desired (see figure above).

a. To getideas for descriptive verbs to use (like a ‘verb thesaurus’), click the Insert Action Words
link below the text box and make a selection from one of the many categories.

b. To inserttext from a communication template, click the Insert Template link below the text
box and make a selection from the pop-up window that opens by clicking the desired Select
link. The list includes system default templates and any you have created (see figure below).
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["vou may choose to insert the contents of a letter listed below b}r .cIi.cul.(.i.ng the Select link in the

Action column.

M Show Filter Criteria

To sort on any colum

fick a column title.

Template Mame Letter Type System
Default

Invite Candidate to
Contact Employer
Acceptance Letter
Rejection Letter

Invitation To Interview

Cffer Letter

Invite Candidate to SYSTEM
Contact Employer
Acceptance Letter SYSTEM

Rejection Letter SYSTEM

Invitation to Interview SYSTEM

Acceptance Letter Guest Services, Inc. -

Jenna Hall

Close Window

Creating a Letter with Variables

Select
Preview

Select
Preview

Select

Preview

Select

Preview

Select

Preview

c. Touse variables, click the Insert Variable link below the text box to insert placeholders at the
current cursor location in your letter where your employer information or other text will be
displayed, such as the current date. Variables are specially formatted text strings (H#TEXT##)
that the system will replace with user data from the database when the letter is viewed or

printed.

7 Use the text formatting tools, as desired.

8 To add a Bulk Scanning barcode, check the box in the Barcode section.

9 Click Save to save the letter to the My Letters page.
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Saved Text Templates

The Saved Text feature lets you create and save text templates that you can reuse to quickly populate
parts of your job orders or correspondence with commonly used text, such as boilerplate text, signature
lines, or an introductory paragraph for offer letters.

. Saved Text

To sort on any column, click a column title.

okt st |

Greeting Text 6/25/2021 3:26:22 PM Edit
Delete

7 Please Contact ASAP 6/25/2021 3:26:33 PM Edit
Delete

2 Records Found
[ Add Text Template ]
Saved Text Templates Page
Creating a Saved Text Template

P To create a saved text template:

1 From the Other Services group in the left navigation menu, click Communication Center » Saved
Text. The Saved Text Templates page displays (see figure above).

2 Click the Add Text Template link below the listing table. The Saved Text Details page displays (see
figure below).

| Saved Text Details

+ Text Title: ‘ Company Prafile intro )

» Content:

B I U L =

]
ik
[}
i
i
|
=
4
@

Format - | Font - | Size - A- B |- [N - ]

X¥Z, Inc. is the global leader in providing innovative solutions te take

manufacturing businesses to the next level. Our account speciall work

with organizations to craft a customized, end-fo-end solution t will lewerage

your greatest strengths and minimize your company's weaknessas.

o

body
[Clear Text | Remove All Formatting ]

Save Cancel

Saved Text Details Page
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3 Enter a descriptive Text Title.
4 Enter the body of the text in the Content text box. The automatic spellchecker will flag any errors.

= You can mouse over the red underlined words to see and select suggestions.
=  Format the text as desired using the formatting tools at the top of the text box.

5 Click Save. The Saved Text Templates page redisplays with your saved text template. From this
page, you can Edit or Delete saved text templates.
Using a Saved Text Template

Wherever there is a text box with a Text Templates link below it, for example, job descriptions or
application process instructions in job orders, you can select from your previously saved text templates to
insert commonly used text.

P To use a saved text template:

1 Place the cursor where you want to insert the saved text and click the Text Templates link. A pop-
up Text Templates window opens, listing any Saved Text templates you’ve created (see figure
below).

Job Description

“Job Description
Click the Insert Sample Text link to insert the occupational description or create your own job
description by entering the text below.
Some HTML tags such as embedded videos are net allowed in this text box and will not be saved.

B I UL k= 48| =0M00E

Format; | ran [ A= % 11 Text Templates x

Analyze financial information and prepare financial reports o detarming o

Saved Text  Action Words

and loss, tax liability, or other financial activifies within an organization
Description | Preview
|
Company Profile intro 4
[ Text _.-:"|i==-]' s [Opens in 3 new window ' niert Sample Text
Save Cancel
Close

Saved Text Template Link Below a Text Box

2 Click the desired link to insert the saved text at the current cursor location in the text box, then
click the Close button on the Text Templates pop-up.

3 Save your edits as required.
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Managing System Alert Subscriptions

The Subscriptions tab displays all system alerts your site administrator has set up for employers to receive
via the Message Center, email, or text message. From here, you can subscribe and unsubscribe.

P To manage your alert subscriptions:

1

From the Other Services menu group in the left navigation pane, click Communication
Center » Subscriptions. The Subscriptions tab displays (see figure below).

Messages Correspondence % Subscriptions Email Log

ﬂ For help click the information icon.
System Alert Subscriptions

I N N

Profile Updated This alert will send the employer primary contact an email Receive =
if the employer profile is updated.

Employer Feedback Survey Alert | This alert will send the employers primary contact an email
to complete a feedback survey if they have not completed

one already.

Subscriptions Tab - System Alerts

2 Select Receive or Don’t Receive in the Action column, as desired for each alert.

3 Click Save to save your preferences.
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Viewing Your Email Log

The Email Log tab displays email messages sent to, or received from, your external email account. This log
can provide proof that emails were sent or received in situations where that evidence is needed.

P To view your sent or received email messages:

1 From the Other Services menu group in the left navigation pane, click Communication
Center » Email Log. The Email Log tab displays (see figure below).

Messages Correspondence W Subscriptions m

ﬂ For help click the information icon.
Display Emails :

systemalert@geosolinc.com Profile Updated 9/11/2019 | Success
systemalert@geosolinc.com Employer Registration Validated 3/19/2018 | Success View
systemalert@geosolinc.com Profile Updated 3/14/2018 | Success View
systemalert@geosolinc.com Employer Registration Not Validated 3/14/2018 | Success View
systemalert@geosolinc.com Welcome to Employ Florida 3/14/2018 | Success View

Email Log Tab

2 Select Sent or Received from the Display Emails drop-down list. The page redisplays with a list of
emails.

3 Click a View link in the Action column to display the text of the message.
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Viewing Your Chat Log

For sites that have the Live Chat (or Help Desk) support module, the Chat Log tab shows any Chat session
transcripts employers have had with system support staff.

P To view chat session transcripts:

1 From the Other Services menu group in the left navigation pane, click Communication
Center » Chat Log. The Chat Log tab displays (see figure below).
Email Log .

ﬂ For help click the information icon.

Communication

C
Messages Cormespondence Templates

Career Network Subscriptions

# Show Filter Criteria

o e ow |

12886 | Account Access - Individual = How can | reset my username and/or password? | Mac 5/19/2020 4:43:40 PM

Chat Log Tab — Chat Transcripts

2 To change the display criteria, click the Show Filter Criteria link, enter your criteria, and click the
Apply Filter link.

3 Click a Chat ID link to view a transcript (see figure below).

Conversation Details

Chat ID: 12886

User Name: Combs, William

AOR: Account Access - Individual

Question: How can | reset my username and/or password?
Staff Name: Mac

Date: 5/19/2020 4:43:40 PM

Live Chat Transcript:

[ Mac 5/19/2020 4:34:45 PM : Thank you for your inquiry, | will assist you momentarily W

William Combs 5/19/2020 4:34:45 PM : How can | reset my username and/or
password?

{Mac 5/19/2020 4:35:35 PM : Hello ‘

[William Combs 5/19/2020 4:35:39 PM : Hello ]

Conversation Details Page

4 To print the transcript, click the Print Chat Transcript link.
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Chapter Contents
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Requesting an Appointment with a Staff Member..........ccccceeeee.
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Registering foran EVeNnt ......cc.cooveeiiiiiiiniceeceeee e
Canceling an Event Registration.........ccoccevveerieeieenienneenec e

Appointment Center Overview

The Appointment Center is an umbrella term for the calendar, scheduling, and event registration features
available to employers, and consists of two calendars and the Request Appointment feature, which are

briefly explained below.

~ Other Services
Communication Center b

Appointment CEN%F > ‘

Appointment Center i

Appointment Calendar

Leamning Center

Events Calendar

Request Appointment

Appointment Center Menu Options

e Appointment Calendar — Displays your Appointment Calendar, showing any appointments or
meetings for which you have been scheduled, as well as events you are registered for.

e Events Calendar — Displays the system-wide Events Calendar, showing all events in your region,

some of which you can register for.

e Request Appointment — Lets you request an appointment with a staff member for a selected

date and time. (Not all sites have this feature available for employers.)

VOS Employer Services User Guide 9-1
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My Calendar Dashboard Widget

You can customize your dashboard to show a My Calendar widget, which allows easy access to both your
Appointment Calendar and the Events Calendar. The widget shows the number of appointments you have
scheduled, upcoming events in your region, and events you have registered for (see figure below).

Welcome to My_émiz_ioyer Wof.l;(.space Jana

Profile and Contact Information,
This page introduces you to features available in the system, lets you customize
the content you are interested in, and offers suggestions to you. Please make a
selection from the items below.

| TR SN irecicey of Services How W Can Help Yeu

P Services Preview

w Widgets

-

September
2021

T W T

1 Appointments
9 All Events
0 Events Registered

Request Appointment

Appointment Calendar

74 Unread Messages

0 Read Messages

Enter the Message Center &

., View your

* My Calendar w* My Messages w My Recruitment Plan

7 Job Orders Created
Viewed by 197 Individuals

15 Résumés Viewsd

1 Virtual Recruiter Saved Résumé
Alerts

View Your Recruitment Plan &2

w Recruitment Services w» My Correspondence

*
ils
9

Manage Jobs

Select this option to add a
new, or change an existing,
job listing you wish to
display online using our Job
Order System.

Candidate Search

Select this option to find
and review the Résumés of

candidates that havethe
qualifiase="

0 Letters
I— 0 Correspondence
E Templates
Enter the Correspondence o
Center

g help or more ol

My Calendar Widget on Employer Dashboard

From your Appointment Calendar, you can see your scheduled appointments and events you are
registered for, view existing appointment details, and adjust or cancel your appointments.

P To access your appointment calendar:

e From the Quick Menu group in the left navigation menu, click Employer Resources » Employer

Appointments.
OR...

From the Other Services menu group in the left navigation pane, click Appointment
Center » Appointment Calendar.

Your calendar displays with the current month’s appointments you have scheduled and events you
are registered for (see figure below).
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i Calandas Visw - ﬂ Far help dinck the infor ation on

| - v

i 1. 2020

ik i2 il 1 i3 15 a2
18 12 ol il i1 el Fil
EEmams || e
E i
i i il il i a i
[ Baauest dpasinemand | Add dpeasntment

Appointment Calendar Page

From the calendar page, you can perform the following actions:

Change the calendar’s display view — From the drop-down list at the top left of the page, select
Calendar View to display each day of the month in a calendar grid, or Detailed List View to
display a list of only dates having appointments in the selected month.

Change the date range displayed — Using the arrows or the calendar control at the top left of
the calendar, and the Day, Week, or Month buttons at the top right of the calendar, choose the
date range you want to display on the page.

View or edit appointment details — Click an appointment title to display its details. Depending
on the type of appointment, you can also indicate status changes for it. For example, if one-stop
staff requested to schedule an appointment with you, you can accept, tentatively accept, or
decline the appointment. If you request and confirm an appointment with staff, you can cancel
the appointment. See the topic “Editing or Deleting an Added Appointment” for details.

Request an appointment with staff — Click the Request Appointment link to request an
appointment with staff who have scheduled time available that matches the type of
appointment you request (not all sites offer an employer representative function for
employers). See the topic “Requesting an Appointment with a Staff Member” for details.

Create a new appointment — Click the Add Appointment link to enter an appointment you wish
to track, but that is not with one-stop staff, such as an interview with a job candidate. You can

enter the date, time, location, subject, and description of the appointment and track it on your
Appointment Calendar. See the topic “Adding an Appointment to Your Calendar” for details.
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Adding an Appointment to Your Calendar

You can add your business appointments and meetings to your calendar and then view them in either
Calendar View (default, see figure below) or Detailed List View.

P To add an appointment to the calendar:

1 From the Other Services menu group in the left navigation pane, click Appointment
Center » Appointment Calendar. The Appointment Calendar displays (see figure below).

» ﬂ Far help einck the inforation on

Calersdar View

TS 2

Rz 28

i i2 i3 1 13 15 17

is 13 a8 £1 i i FLl
[ ok T Workabon

] 28 a il e =2 a

Appointment Calendar — Add Appointment Link

2 Click the Add Appointment link below the calendar. The Add Appointment page displays (see
figure below).
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Appointment Information

* Subiect: E
Subject: Meet with Venue Manager
“ Description: Some HTML tags such as embedded videos are not allowsd in this text box and will not be saved.
B I UL =2 == SIE0oD @
Format - | Fomt 14 - A B - R ]

Discuss Job Fair layout and setup

body span
[ Text Templates (Opens in a new window) | Clear Text | Remove All Formatting ]

Location

* Location: Main Office

Schedule

[ &l Day Appointment

* Start Date/Time: | /72021 B || az0am O |EST
*End Date/Time: 67912021 ] || 1030 aM O |EST
Save Cancel
Add Appointment Page

3 Enter a descriptive Subject for the appointment. This is what appears on the calendar or in the
detailed list view.

4 Enter a Description of the appointment, including all pertinent information.
5 Enter the Location such as address, building, or room designations.

6 Inthe Schedule section, enter the Start Date/Time and End Date/Time. You can click the calendar
or clock icons in the fields to pick dates/times without keying them in. If the appointment is for
the whole day, click the All Day Appointment checkbox.

7 Click Save to save the appointment. The calendar redisplays with appointment added.
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Editing or Deleting an Added Appointment

You can only delete appointments that you have added to your calendar; if you requested an appointment
with staff that you no longer want, you can cancel it

P To edit an added appointment:

1 From the Other Services menu group in the left navigation pane, click Appointment
Center b Appointment Calendar. The Appointment Calendar displays.

2 Locate the desired appointment and click on its title link in the calendar.
3 Make your changes, then click Save. Your changes are made and your calendar is redisplayed.
P To delete an added appointment:

1 From the Other Services menu group in the left navigation pane, click Appointment
Center b Appointment Calendar. The Appointment Calendar displays.

2 Locate the desired appointment in the calendar, right-click on its title link to display options, and
click the Delete option.

OR...
Click on its title link in the calendar to open the edit page, then click the Delete Appointment link

that appears above the Save and Cancel buttons (see figure below).

29
M

Export to Outlook

< Edit
Cancel
x Delete{'j

Delete Appointment Option on Calendar and Delete Appointment Link on Appointment Page

3  Click OK to confirm. The appointment is removed from your calendar.

Requesting an Appointment with a Staff Member

If your workforce office is set up so that some staff members are designated as employer representatives,
you can submit a request for an appointment with staff from your Appointment Calendar. You can selecta
day and time with an available staff member who has time slots set up in their schedule.

Note: Appointment time slots are only available for sites that are set up for this feature.
P To request an appointment with staff:

1 From the Other Services menu group in the left navigation pane, click Appointment
Center » Appointment Calendar. The Appointment Calendar displays (see figure below). You can
also go directly to the request page by selecting Request Appointment in the same menu group.
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[ =3 28
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FH 12
ik A5
] 25

&2 20
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i3 14
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ﬂ Far help eiek: ths indarnation ieon

[ Exgnieet Spaaintmant | add Appaantman

Appointment Calendar — Request Appointment Link

Srammey

2 Click the Request Appointment link below the calendar. The Request Appointment page displays

(see figure below).

Appointment Request

" Reason for Appointment:

Comments: |

| Request an appointment with an employer representative +

Appointment Schedule Calendar

Staff Resource:

Bonnie Hillsboro =

=} ‘Wednesday, September 8, 2021

all day
09:00 @M

10:00 3™
11:00 3™
12:00 P™
01:00 P™
02:00 P™
03:00 P™
04:00 P™

05:00 P™

(Bonnie Hillsboro) Time: 9:30 AM-10:15 AM

(Bonnie Hillshoro) Time: 9:30 AM-10:15 AM

(Bonnie Hillsboro) Ti

{Bonnie Hillsbora) Time: 9:30 AM-10:15 AM f"""“’ﬂ) Time: 10:15 AM-11:00 AM

{(Bonnie Hillshoro) Time: 11:00 AM-11:45 AM
{(Bonnie Hillshoro) Time: 11:45 AM-12:30 PM
(Bonnie Hillsboro) Time: 12:30 PM-1:15 PM
(Bonnie Hillshoro) Time: 1:15 PM-2:00 PM
{Bonnie Hillshoro) Time: 2:00 PM-2:45 PM
(Bonnie Hillsboro) Time: 2:45 PM-3:30 PM
(Bonnie Hillshore) Time: 3:30 PM-4:15 PM
(Bonnie Hillshoro) Time: 4:15 PM-5:00 PM

(Bonnie Hillsboro) Time: 11:00 AM-11:45 AM
(Bonnie Hillsboro) Time: 11:45 AM-12:30 PM
(Bonnie Hillsbore) Time: 12:30 PM-1:15 PM
(Bonnie Hillshoro) Time: 1:15 PM-2:00 PM
(Bonnie Hillshoro) Time: 2:00 PM-2:45 PM
(Bonnie Hillshoro) Time: 2:45 PM-3:30 PM
(Bonnie Hillsbore) Time: 3:30 PM-4:15 PM
(Bonnie Hillshoro) Time: 4:15 PM-5:00 PM

© show 24 hours...

Submit

Cancel

Requesting an Appointment Time Slot
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3 Select the Reason for Appointment from the drop-down list. There is usually only one reason for
employers, Request an appointment with an employer representative.

4 Enter or select the desired Date for the appointment. The Appointment Schedule Calendar
section below is populated with available time slots.

5 If desired, enter more information about the reason for the appointment in the Comments text
box.

6 If there is more than one staff person available to take appointments on your selected day, you
can choose one from the Staff Resource drop-down list. If there is only one, their schedule time
slots will be displayed by default.

7 Click on a time slot to select it, and then click the Submit button. An Appointment Request
Confirmation page displays, the appointment is added to your and the staff member’s calendars,
and you both receive confirmation messages in your Message Center inboxes (see figure below).

YU pororeme 1oy
ey Stpated

ik PR TR
- - o i AR P

i Weoolwerths - Andrea - T:f:ﬂn;
FROM: PFOSTMASTER
CREATED BY: POSTMASTER
SENT: Wednesday, Septermber 8 2021 5:27:00 AM

TO: Woohwerths - Andrea
SUBJECT: ‘our appointment has been created
Thank you for scheduling the foliovang appomiment:

I-'c u wll recerve addrtional instructions once staff confirms your wrtual (online) appointment
Should you have any guestions or need to change or cancel your appaintment, please call 813-
Email sent from; Employ

Delete Reply Cancel

Requested Appointment on Calendar and Notification Message in Inbox
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Canceling a Requested Appointment
If you requested an appointment with staff that you no longer want, you can cancel it.
P To cancel a requested appointment:

1 From the Other Services menu group in the left navigation pane, click Appointment
Center P Appointment Calendar. The Appointment Calendar displays.

2 Locate the desired requested appointment and click on its title link in the calendar.
3 Onthe Appointment Information page, click the Cancel Appointment button (see figure below).

4 Inthe Cancel Appointment section that displays, select a Cancellation Reason from the drop-down
list, and click Save. The requested appointment is removed from your and staff’s calendars.

Appointment Information

Subject: Request an appointment with an employer representative

Description:
Appointment Reguest

Location

Location: Careersource Tampa Bay - 4427- Kennedy
Schedule

Start Time: 09/21/2021 415 PM

End Time: 09/21/2021 5:00 PM

Your Status

Status: Accepted

Cancel Appointment

Cancellation Reason: None Selected

Transportation Problems
Hliness

Conflict in Schedule
Family Emergency
Something Else

L

Canceling a Requested Appointment
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Events Calendar

The Events Calendar lets you view upcoming events that are available in your area or for event categories
that allow online registration, such as Workshop/Training or Job Fair. You can open the details of an event
to register for it or change your registration status for any events for which you are already registered.

P To view events on the calendar:

1 From the Quick Menu group in the left navigation menu, click Employer Resources » Upcoming
Events.
OR...
From the Other Services group in the left navigation menu, click Appointment Center » Events

Calendar.

The Events Calendar displays events for the current month filtered for the workforce office
associated with your location. Events you are already registered for will display in italics with
‘(Registered)’ shown after the event name (see figure below).

Calendar View w Change Appearance: | Windows7

+ | » | f0d3y | B gap 2029 Day = Week | Month

Sun Mon Tue Wed Thu Fri Sat
29 30

iCareer/Center
Services
Orientation

Resume Writing
and Interview
Skills Class

Computing for
Beginners Class

Computing with
Microsoft Dffice

Ir
[(°%)
s

15ep

|IM

3 & 74 8 9 10 n
iCareer/Center CareerSource Tampa Bay Job
Services Tampa Bay Job Fair
Orientation Fair (Registered)

Tampa Area Job
~Writing ] Eair

Upcoming Events Calendar

2 To limit the events that are displayed, enter criteria in the Filter Criteria section to filter by the
following, then click the Filter link (see figure below):

= Eventregions and offices (or state wide for certain event categories)
= Event categories (check category boxes from a drop-down list)

= Event ID or only those events you are registered for (these will ignore all other criteria in
filter fields)
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= Hide All Filter Criteria

Filter Criteria

To display by a specific area, please enter a Zip Code or select an LWIA/Region from the filters below.

Event Region: | CareerSource Pinellas ¥

Event Office: CareerSource Pinellas - 4440- Gulf-to-Bay center
CareerSource Pinellas - 4430- Administration
CareerSource Pinellas - 4444- Tarpon Spring center
CareerSource Pinellas - 4445-South County center ~

Hold the Ctrl key while clicking to select/unselect multiple Office(s)/Location(s)

L

Event Category: | Job Fair

Press Alt + Downarrow to expand the dropdown.
Press Whitespace to select an Item.

Event ID: I:l (Using Event D will ignore all other selected criteria)

State Wide Display: O vYes @ Mo
Veterans Only: O
Shew only my events: D (Using Show Only My Events will ignore all other selected criteria)

| [ Filter I!Reset Filters | Request Appointment ]

Filter Criteria for Events Calendar

Any matching events display below the criteria section and any events you are already registered
for will be italicized and bolded with the word ‘(Registered)’ at the end (see figure below showing

Detailed List View).

4 | June "||2320 | ¥

Current Month/Year

6/2/2020 2:00 PM - WORKSHOP | EXPUNGEMENT Webinar 2:00 p.m. - 3:30 p.m. at
Earest Point Blvd

6/10/2020 9:30 AN - Central Piedmont Rep at Forest Point Blvd. 8:30 am. - 11: 30 a.m.
6/24/2020 9:30 AN - Central Piedmont Rep at Forest Point Blvd. 9:30 am. - 11: 30 a.m.
6/25/2020 2:00 PM - WORKSHOP | Tenant's Rights Clinic Webinar 2:00 p.m. -

[ Print Current Wiew ]

Events Calendar — Detailed List View

3 Clickon an event link to view details or to register for it. See the topic “Registering for an Event”
for details.
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Registering for an Event
P To register for an event:

1 From the Quick Menu group in the left navigation menu, click Employer Resources » Upcoming
Events.
OR...
From the Other Services group in the left navigation menu, click Appointment Center » Events
Calendar.

The Events Calendar displays.

2 Click on an event you wish to register for. The Event Information page displays (see figure below).

Here you can view more information about this svent.
1 thes evint requires onling nigestration and you would o 19 atlend, cick the

Regeier bution

I This event s open for registration,

Event Information

Location
Ewent Title-
WORKSHOP | Temant's Rights Clinic Webinar 200 pm. | pegion: 37
Ewanit 1D 7822
Officeis): NCWorks Career Center- Charlotte South
Event Category: Warkshop, Training
Duseription: Organization: MNone Specified
Legal Aid of North Carcling’s free NOTE: Thisimalivewd  Address 1: T140 Forest Point Bhed. Suite A
physically present.
Class Size: M Address 2: None Specified
City: Charlotte
Schedule Zip: 28217
Schacale Typa: O Thms Directions: None Specified
Start Time: £/25/2020 at 2:00 PM
B Thue SRL020m 330 PM Moderator/Presenter
Recurs: Mever
Associated None Specified
Staff/Moderator:
Prefix: Mone Specified
First Name: Career
Middle Initiak Nene Specified
Last Name: Adviser
Phone: TO45656865
[Ext: Mone Specified
[Fax: (T04) 565-68T3
Email: neworks2610@nccommerce.com
Presenterish MNone Specified

Event Information Page

The gray bar at the top shows you the registration status: none required, closed for registration,
open for registration, or Does not accept online registrants. Please contact the even moderator.
(see figure above). Detailed information is also provided on this page.

3 Toregister, click the Register button at the bottom of the page. A confirmation page displays (see
figure below).
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Registration

kit Il Rgieter sllon I“:u have successfully registered for this mm.l

Registration Up 1o 1 hour befare B For heip chick the infomation icon
Auailability:

Download Event

Regiited

k and Yahoo Calendar

fils | Doeiboad Eve

| Rovenioad Event ks vCalendar I NS nl & sCalendar (ics) File

Your Appointment Calendar

This avent has been added to your DOrfing appointment Calandar. Ay changss mads to the

Registration Confirmation

event will NOT affect thes appoiriment.

You are now registered and the event displays on the Events Calendar in italics with ‘(Registered)’
shown after the event name and itis also added to your Appointment Calendar (see figure below).

+ o+ today B gep 2021
Sun kon Tue W
29 0 a 13ep
[Carenr/Center
Services
Resi M:' i g z 2 2 10
uma Writing - .
2ng Interview b e
Computing for
Baginnaers Class ) . -
Mi:rwnﬂ%fﬁu 14 - e "
] g 1

[Career, Bay Job
e Topee oo
Orientation |

Resume Writing bl
ume r

and Interview

Ehills Class

~hog

e

What a Registered Event Looks Like on the Events Calendar and on Your Appointment Calendar
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Canceling an Event Registration

You can only cancel your registration from the Events Calendar, not from your Appointment Calendar.

P To cancel an event registration:

1 From the Other Services group in the left navigation menu, click Appointment Center » Events
Calendar. The Events Calendar displays.

2 Click on an event title that you are registered for, scroll to the bottom of the information page, and
click the Cancel Registration button (see figure below). Your registration is canceled immediately.

Your Appointment Calenaar
This event has been added to your Online appointment calendar. Any changes made to the event will

NOT affect this appointment.
Cancel Registration

Canceling a Registration

PN If you delete an appointment from your Appointment Calendar for an event that you
previously registered for, it will not cancel your registration; you must unregister using
the Events Calendar.
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Chapter Contents
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Recruiting employers have access to the EEO Employer report and Third Party Administrator (TPA)
employers can access the Job Imports report.

Running the EEO Employer Report

Recruiting employers with the proper permissions can run the EEO (Equal Employment Opportunity)
OFCCP (Office of Federal Contract Compliance Programs) Compliance Employer Summary report, which is
a compliance survey mandated by federal statute. The survey requires employers to categorize company
employment data by race/ethnicity, gender, and job category.

P To run the EEO Employer report:

1 From the Reports group in the left navigation menu, click Detailed Reports. The Employer Reports
page displays (see figure below).

 Reports
Detailed Reports |
=] Employer Reports
EED Employer Job |mports
Display EEQ Employer Reports Dizplay Job Imports

Employer Reports Menu Option and Selection Page

2 Click the EEO Employer link. The Employer - EEO OFCCP Compliance Employer Summary Report
selection criteria page displays (see figure below).

VOS Employer Services User Guide 10-1 VOS Sapphire 09/2021



Y

Geographic
Solgtigns“"

geographicsolutions.com

Generate Reports

Selection Criteria

Report Type: @® Quarterly Totals O vearly Totals

Employer: GSI Test Employer 2547

Employer Location None Selected

GSl Test Employer - 5th OPC Lane, TAMPA FL 33624

| :

Date Range: ‘ Last 12 Months - |

Reset Dates

From:

Save to My Reports]

Select Another Employer Report]

EEO Employer Report Criteria Page

3 Define the report options, such as Report Type, Employer Location, and Date Range.

4 Click Run Report. The report is generated and displayed, as shown in the sample below.

"
i1 4 [I_ ofl b & ? ‘l# =
EEOQ OFCCP Compliance Employer Summary
- Repont Type: Veary Totaks
- Employer: Gamett Business inc
= Empioyer Location 3725 20t Avenue Gamer NC 7528
- StariDate: 05152013
= EndDate: DS212015
Reporting Categories w13 204 05 Total
Total Job Orders Listed 1 % ¥ 54
Positions Listed 2 -] 5 T
By Gender By Race [ Ethnicity Referrals  Hires | Referrali | Hises | Referroli Hires | Referrabi  Hires
5 Total Individusis 4 0 ™M [ 15 [ 395 0
Maie | » 0 18 0 . o me 0
Wit | 1" ] I 0 0 0 ] [}
Afric g Amesic an/Biack | 2 ] 3 ol = 0 120 0
Amen: an Indan/Alsskan Natve ] ] 2 0 ] [ F] []
asian 0 o s o 2 o 7 0
. Hawssar/Omer Pacdc Isiander [} o 2 o o 0 2 0
Nl Rpciol [} ] 1 0 2 0 3 0|
Race Not Daciosed 1 ] 0 [} 3 a [F] [
Ethwacity Mot Disclosed 0 3 ] r
Femate 7] o " [] » [ 156 [1
White: 1 h] k] o 1" a 57 0
Afnc an Amens an/Bisch ® o 5 0 n o (] 0
Amencan Indendslasian Natve 0 a 1 o 1 0 2 1]
Asian 0 ] F 0 ] a 2 0
Hawasar/Omer Pacdc Isiancer ] ] [] a o [] o [
Mut-Racial [ ] (] o ] 0 1 []
Race Mot Disciosed 0 0 4 o 4 a 8 [+
Huspanic [ 1 ']
Mon-Hispanic ] 0
Ethracity Not Disclosed T o "
& Individuals weh Disahility 2 L] L] o 2 (1] 13 [
1 Veterans ' 6 0 © 0 1% 0 1 0
2 Campaign Badge Veteran 3 o 28 0 ] o 40 0
1 Disabied Veterans 0 0 . 0 N 0 n 0
5] Recently Separated Vetarans 2 0 0 0 . 0 " 0
[ Other Elgible Peraons 0 0 0 0 ° 0 ° 0|

EEO OFCCP Compliance Employer Summary Report
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Running the Job Imports Report

Employers who are registered as Third Party Administrators (TPA) can run the Job Imports report to see
the jobs that were imported into your jobs database as “linked jobs.” This report will show those jobs that
get spidered in from other sites so you can keep on top of them and convert them. See the topic “Linked
Jobs Tab” in Chapter 5 —Manage Job Orders for information on linked jobs.

P To run the Job Imports report:

1 From the Reports group in the left navigation menu, click Detailed Reports. The Employer Reports
page displays.

2 Click the Job Imports link. The Third Party Administrator (TPA) Imported Jobs report selection
criteria page displays (see figure below).

Third Party Administrator (TPA) Imported Jobs
Date Type: (@] Cu(renl

Date Range: Last 80 Days
From: 06/23/2021 £5 | (Mm/DD/ VYY)

Reset Dates

Run Report

Save to My Reports

[Select Another Employer Report]

Job Imports Report Criteria Page
3 Select whether you want Current or Historical data.

a. Ifyou select Historical, additional Date Range and From/To date fields display for you to
complete (see figure above).

4 Click Run Report. The reportis generated and displayed (see figure below).

Third Party Administrator TPA Imported Jobhs

System Employer Delivery Job Close Distribution Worksite

Joh ID Joh ID Joh Name Date Date Source Location
555951 |ROS544 1302-Truck Driver O6AS2015 0952202015
197149 |RO3781 Truck Driver 11oz2emy 01msizms
165964 RO3550 Truck Driver 1000572017 A0iF 2017
2660215 ROSETS Line Support 02092019 09/23/2019
78935 |ROZ441 Truck Driver arHo201 7T 080202017
72817 |RO2361 Truck Driver Q6232017 08022017
2364233 ROS146 1302-Farklift Operator | 0310:2019 02022020
347323 ROS4TT Supy, Maintenance 050472018 OEMB2ME
309455 |RO4977 Seagzonal Tankyard General Labar 03152018 10112019
299260 RO4833 General Lakor 030272018 10 42019
220784 ROM 0D Sorter - General Labar 12122017 10 42019
222762 RO4110 Robhins Cutter Cperator 12122017 10M 42019
31370 |ROS0ZT Seasonal Lakel Machine Operator 0320/2015 1224219
305186 | RO4536 Seaszonal Sanitation 03A052015 1052812019
300450 |RO4543 Seagonal Outside Forklift Operatar 03032018 01072020

TPA Imported Jobs Report
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11: Education Services

Chapter Contents

Training Providers and Schools

Training and EAUCAtION PrOZIamS. ... ..oiiiiiiiiieeieeite ettt ste ettt et sae e st e st e st e st e e st e saeeebeesnee e beesnnesneens
Comparing Education Programs

ETPL Approved Programs

Education Program COMPIELEIS. .......cii ittt e et e e e e et e e e e e e aba e e e e e e nbaaeeeeeeanteeeesennnsaneeas

Online Learning Resources...
Education Profile Informer

The Education Services options offer employers the convenience of reviewing training and educational
programs and providers all in one place. You can search schools and the programs they offer, find
information about job placement, and even compare various program and provider attributes. More
information is available when instructional programs are associated with a Classification of Instructional

Programs (CIP) code. CIP codes aggregate college majors, allowing for a systematic description of
instructional activity.

The Education Services menu includes the following options (may vary by site configuration), which are
covered in this chapter.

~ Services for Employers
Recruitment Services by

Education-Services 5
sy e
Staff Provided Services Training Providers and Schools
Mare Resources Training and Education Programs
ETPL Approved Programs
Education Program Completers

Online Leaming Resources

Education Profile Informer

Education Services Menu Options
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Training Providers and Schools

Use this feature to research training providers and schools and to view institutional details and locations
along with a listing of available programs.

P To search for training providers and schools:

1 From the Services for Employers group in the left navigation menu, click Education Services »
Training Providers and Schools. The Provider search criteria page displays (see figure below).

Provider Provider
Search Listing

You may enter any combination of search criteria below. When you have completed entering your search criteria infarmatian,
click the Search button.

Search Criteria

Area (click to change): Florida

Keyword (e.g. State University):

[ Keyword Search Options ]

Provider Type:

Apprenticeship Programs -

Provider Ownership: Any Ownership

Workforce Innovation &
Opportunity Act Eligible Training
Provider: All Providers

I I
Ll

Provider List

None Selected -

None Selected v

Reset Criteriz |

Search

Finding a Provider Using a Keyword or Other Search Criteria

2 Usingthe Provider Search tab, you can customize criteria for your search.

3  When finished, click the Search button to display matching results (see figure below).

Provider Provider
Search Listing

Search Results

Here is a list of providers that matched your keyword search. To select a provider, click on its title,

T R

Amskills 4606 Darlington Road Holiday FL 34690
Community Connection Services, Inc. 1832 Hancock Bridge Parkway | Cape Coral FL 33990
Community Connection Services, Inc. - STARS Complex 280 Edison Avenue Fort Myers FL 33901
PGT Industries - VS 1070 Technology Dr Nokemis FL | 34275
Test Apprenticeshig Provider 123 Main Street Palm Harbor  FL 34684
Trument 25 Main St Tallahassee FL | 32301

Page 1 of 1 Rows “

[ Change search criteria ]

Click Provider Listing to see an alphabetical list of all available training and education providers,

Provider Search Results Page

VOS Employer Services User Guide 11-2 VOS Sapphire 09/2021
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4 Asan alternative to using search criteria, the Provider Listing tab simply lists all providers in the
selected Area in alphabetical order (see figure below). The list is useful if you are unsure about
spelling or have only a partial provider title. Click a letter to jump to thatlocation in the list.

Provider Listing

Area (click to change):  Florida

Select a character below to see providers in the system that begin with that character.

e e

Selecting a Provider Using the Alphabetical Listing

A-1 Healthcare Academy, Inc.-Is 8127 SR. 54 New Port FL 34655
L Richey
AAA Scheol Of Dental Assisting, Inc.-1s-CSCF 2415 S. French Avenue Sanford FL | 32771
H
Academy For Nursing And Health Occupations-s 5154 Ckeechobee Boulevard, ‘West Palm FL | 33417
FL Suite 201 Beach
p_— T “-=.Ang Health 51544k - e paim AL | 33417

5 From either tab, click a Provider name link to see the Provider Information page (see figure
below).
Provider Information
ﬂ For help click the information icon.
Provider Name: A-1 Healthcare Academy, Inc.-Is
Address: 8127 5.R. 54
New Port Richey, FL 34655
[ Map Address |

Type: Private Business and Technical Schocls

Ownership: Private for profit institution

Website: http:/fwww.alhealthcareacademy.com

Click here to see if you might be eligible for assistance under various federal programs And fill out the optional Eligibility,
Explorer
Program Information

ﬂ For help click the information icon.
Ta sort en any column, click a column title.
Program Name Total Eligible for financial Available
assistance under the Scholarships

Patient Care technician - An industry-recognized $3,798.00 V4 Not Available s

certificate or certification

Pharmacy Technician - An industry-recognized $1,949.00 v Not Available v

certificate or certification

Choose Another Provider
Reviewing a Summary of a Training Provider
6 Inthe Provider Information section, you can access the provider location by clicking the Map
Address link or go to the provider’s website by clicking the URL link.
VOS Employer Services User Guide 11-3 VOS Sapphire 09/2021
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The Program Information section lists all programs associated with the provider. If the school has
been approved to use WIOA funds for a program, a checkmark displays in the Eligible for financial
assistance under the Workforce Innovation & Opportunity Act (WIOA) column.

7 Click a Program Name link to open a detailed program profile, from which you can compare
programs by using the View Comparisons button. See the topic “Comparing Education Programs”
for details.

Training and Education Programs

Use this feature to research training and education programs and to view comprehensive details specific to
each program, along with extensive comparison features.

P To search for training and education programs:
1 From the Services for Employers group in the left navigation menu, click Education Services »

Training and Education Programs. The Program search criteria page displays (see figure below).

Pragram Pregram
Search Listing

semIter o

Search Criteria

Mrea dclick to changel:

Keyword {e.g. Accounting):

| Egryvord Segrch Qptong |
Program Classification:

| Zmiact spedr prograe |
Program of Study Leads Tac Ary Cpialificasion .
Masimum Tetal Cost: [ A, pat -

Program ix aligible for financial

assistance under the Workforce

Innovation & Opportunity fct Mone Seeded *
VWIOR)T 1

s L e S

Leation Type:

Pragram provides training for Sresn
Inba?

Classes Offurad: [ oay [ Might [ weskena [ summer

Pregram Typs: 3500y and Ol
Program Format tone Selecied =
Registered Apprenticeship: O ves (D Mo (@) Mone Selecied
[ Based Crier |
Search

Ok Prooram Letng bo ses an alphahebeal st of all wwalable tram ng and education programs

Finding an Education/Training Program Using a Keyword or Other Search Criteria
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2 Usingthe Program Search tab, you can customize criteria for your search. These search methods
are more extensive since you are searching non-standardized names given to programs by the
host institutions. Training providers can be very creative when designing program names.

3 When finished, click the Search button to display matching results.

The Program Search Results Page Key Match column shows the rating for the program. A high
score of 1indicates an exact phrase match with the program title, and a low of 4 indicates an exact
word or phrase match with the program description (see the legend at bottom of figure below).
The WIOA indicator in the Program Name column indicates if the program is WIOA eligible.

Program Program
Search Listing

Search Results

Here it a It of education pregrams that matched your search erferia To select a program, ciick on the Program MName.

Zip | Program | Key
Code | GCost | Makh

A Flonda Gulf | 10501 FGCU FortMyers  FL 33965 SX93T200 1
- baccalaurgate  Coast Blvd. 5.
degrea University
FL
A indissing- Saminale 100 Weldon | Sanfard FL 32773 SR A4S0 2
FeCOgRzed State Boulevard

cemihose of College Of
certificsticn, & | Flanda €5 -

comminity CocF

college Fl

eertificate of

completion
ALCOUNTING A ngustry- Lake 2000 Kurt 38 Eustis FL 2TIE  HOGTES Z
QPERATIONS FECogned Technica
. certificate or Callege-is-

certification CoCF
FL

Lireize 3 = | . A iy 2

Hay Wiatch: 1 - The word age muiched the program Stbe eaithh £ - | The exect word of pfrkie wad i the program tiE | 3 - | Abledst one

wird wild in the pregeam

& - | Thil duile® wised & Shrkds wid 0 194 S 25rim o ]

[ Change search criteria

Click Program Listing to see an alphabetical list of all available training and education programs.

Program Search Results Page

4 Asan alternative to using search criteria, the Program Listing tab simply lists all programs in the
selected Area in alphabetical order (see figure below). The list is useful if you are unsure about
spelling or have only a partial program title. Click a letter to jump to that location in the list.
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Program Listing

Area (click to change): Pinellas County, FL

Program Type: Classroom and Online +

Select a character below to see programs in the system that begin with that character.

ABCHIMPRMW

Results View: Summary | Detailed

D %

Apprenticeship A certificate of Test Apprenticeship 123 Main Street | Palm
Cooking completion of an Provider Harbor
ok apprenticeship, A FL

measurable skills
gain leading to a

credential
Assoc Degree in An industry- Galen College Of Nursing- | 11101 Roosevelt | Saint FL 33716
Nursing - LPN to recagnized Is - Galen Collage of Blvd. N Petersburg
RM Bricge certificate or Mursing-Polk
WOk certification, An FL

associate degree,
A measurable
skills gain leading
to a credential

Assoc Degree in An industry- Galen College Of Nursmg 10200 Dr. Martin | St FL 33716
e ) —acngnized Is - i Petersburg
Bl

Selecting an Education/Training Program Using the Alphabetical Listing

a. You can change the Program Type using the drop-down list (Classroom, Online, or Classroom
and Online) and the list will refresh accordingly.

b. Use the Detailed view option to display more information in the grid, such as program
description, cost, and credential attained.

5 From either the Program Search or Program Listing tab results, click a Program Name link to open
a detailed program profile, which includes program locations, program length, program cost, class
size, and program prerequisites, as well as program/service performance for WIOA-certified
programs. From the bottom of the profile page, you can compare programs by using the View
Comparisons button (see figure below). See the topic “Comparing Education Programs” for
details.
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the pmourts wil be fully pai by e WD progrem

g Class ! Faculty Size
Retund Bolicy:
Skills
Program [ Service Locations drmuem Cus Size: Mot Al
Macmaan Ciaes Sige

1w Show e

Galen Colege OF Mursing - - Peimery 200 O ¥
Proqrass Vasr.
Cor i outds Tardaan

Galen Colege of Nuning-Folk - Srtelee LLL L [ T— "
Lorsd Workharre isagtmant
Program Length Breas:
Additional
Ouration: ™
[ SeTA—— ot Ava bt *
Irmnrecsen
Squlpmant Ut in i — Empioymam Rzt 12 mosess pe o8 %
Mmlillr'.l'llilgi £ MIrehi SN aut a0

* The valut mim sussrmeed s aretect Peraonally [detifidie iInformation (PII

or N0 data was neparied

Vi Compansans

Reviewing a Summary of an Education/Training Program

Comparing Education Programs

You can compare the program you are reviewing side-by-side with another training program using the

View Comparisons button at the bottom of the Program Information page.

Note: The program comparison feature is available only to clients that have purchased the

CRS/Providers module.
When comparing programs, four options are available:

e Option 1 - Compare with similar programs from the same institution

e Option 2 — Compare with different programs from the same institution

e Option 3 — Compare with similar programs from other institutions

e Option 4 — Compare with state averages

VOS Employer Services User Guide 11-7
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Florida Gulf Coast University

Accounting

Option 1- Compare similar programs from the same institution

Compare programs at Florida Gulf Coast University that are similar to the Accounting program at Florida Gulf
Coast University.

Option 2 - Compare different programs from the same institution
Compare different programs at Florida Gulf Coast University to the Accounting program at Florida Gulf Coast
University.

Option 3 - Compare this program to similar programs from other
institutions

Compare the Accounting program offered at Florida Gulf Coast University to similar programs offered by other
training providers in the selected area.

Option 4 - Compare this program to the state averages

Compare the Accounting program offered by Florida Gulf Coast University to the State average for programs
offered by all providers.

Return to Program Information

Reviewing Comparison Options for Current Program

Compare

Compare

Compare

Compare

Options 1 and 2. With each of these Compare options, you will select from a list of programs. Review the
list of programs and identify the one you want to use for comparison.

Provider: Florida Guif Coast University
Program: Accounting
[os}

Same Provider Different Programs

Click a Program Title link to view a side-by-side program comparison. If you do not see an
option for comparison, click the Choose another Comparison Option button.

Art
Digital Medis Design Q)

Mathematics, General. (5}

Choose another Comparison Option

Selecting a Different Program from the Same Institution

VOS Employer Services User Guide 11-8
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The side-by-side comparison allows you to review the details and performance measures of each program.

Programs Performance Comparison Report

Provider: Florida Gulf Coast University Provider: Florida Gulf Coast University
Program: Accounting Program: IMathematics, General,
o [wor ]

“ For help click the information icon.

Program Length Information

Measure ‘ Accounting Mathematics, General. -

Duration 208 Weeks 48 Months

Class Freguency Mot Available Not Available
Class Time Not Available Not Available
Other Time, including lab Mot Available Not Available
Total Time Mot Available Mot Available
Classes Offered Mot Available Mot Available

Program Costs Information

Tuition

Other Cost, including tools, books, etc.

Total Program Cost

Program Class / Faculty Size Information

Measure Mathematics, General.

Minimum Class Size Not Available . Not Available
L — s

— — — J
— e — e

Comparing Two Programs from the Same Institution

Option 3. When comparing similar programs from different institutions, the side-by-side display reveals
the key differences.

Provider: Flanda Gu¥ Coast University
Pregram: Acounting
=]

Similar Programs from Other Providers

| Provider: Flosids Afls

i Univ-Boca

Flonda Atlantic Unr-Boca
Program: Certifiad Intemall Auditor
=

Flotida Scuthiestemn State College Aczountipg Techoology-a5 [l Progmme: Accounting

Lake Technical College-Vs-CSCF ACCOUNTING OPERATIONS

For help k the ivdormation Ko
Lorerco Walker Technology College Agcountica Coeratioos G “ oF help Chck The irvicrmation Kon.

scourting Teenncieaynecn Eroaram Lenath Information

Marthwest Aonda State College-Un

Orange Technical College - Orfando Campus-CSCF

Penzacala State Cobege-Cs Duration 208 Wesics

Polk State College-Cs dgsountieg Tehnefoav- @ | s Frequency Mot Available | fiot Available
Seminole State College OFf Florida Cs -CSCF ALLOUNTING APFLICATION | mizes Time Mgt Available Mot Availabie

Sermirole State Cobege OF Flonda Cs -CSCF

Other Time, including |ab Mot Svailable { Mot Available
Todal Time Mo Available | Hed Available

Classes Offersd Mot Available Mot Available

Program Costs Information

aky Bl

Comparing Similar Programs from Different Institutions
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Option 4. When comparing a program to the state averages, the system displays all information that can
be averaged, namely program costs. Other information would vary by institution.

Program Performance Comparison to The State Average

Report
Provider: Florida Gulf Coast University
Program: Accounting
[ WOK]

Program Costs Information

ﬂ For help click the information icon.

e
Tuition §24.472.00 £5,723.00
©Other Cost, including tools, books, etc, $4,800.00 $552.00
Total Program Cost £20272.00 £6,275.00

Program Class / Faculty Size Information

o
Minimum Class Size Not Available Not Available
Maximum Class Size Not Available Not Available
Number of Instructors Not Available 1

Comparing a Similar Program from another Institution and to State Averages

ETPL Approved Programs

The ETPL (Eligible Training Provider List) Approved Programs feature lists all education programs that have
been approved for WIOA training.

P To view all ETPL programs:

1 From the Services for Employers group in the left navigation menu, click Education Services »
ETPL Approved Programs. The ETPL Programs page lists the approved programs alphabetically.
(see figure below).

' ETPL Programs

e - o - i

AC REFRIGERATION & An industry-recognized Seminole State 100 Weldon = Sanford FL. | 32773 $2,995.00
HEATING TECHNOLOGY 2 = certificate or certification College Of Florida |~ Boulevard
Cs -CSCF
Accounting A baccalaureate degree Florida Gulf Coast | 10501 FGCU | Fort Myers | FL | 33965 | $29,272.00
University Blvd. S.
ACCOUNTING An industry-recognized Seminale State 100 Weldon = Sanford F. [32773 $3,645.00
APPLICATIONS certificate or certification, & College Of Florida = Boulevard
community college certificate Cs -CSCF
of completion
Accounting Operations An industry-recognized Lorenzo Walker 3702 Estey | Maples FL 34104 $3,519.00
[ T certificate or certification Technology, =" .
S Gt e

Reviewing List of Approved Training Programs
2 Tore-sort the records by a column, click the corresponding column heading.

3 Click a Program link to see complete details of the program.
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Education Program Completers

The Education Program Completers feature shows the number of students that completed training and
education programs for an occupation. You can view data on completers by area and by credentials.

P To view program completers for an occupation:

1 From the Services for Employers group in the left navigation menu, click Education Services »
Education Program Completers. The Occupation Search page displays.

2 Select an occupation, for example, “Accountant.” See the topic “Select an Occupation” in
Appendix A —Common System Tools for details. The Labor Market Services page displays.

3 Click the Education Profile link. The Program Search page displays.

4 Enter an education program for the occupation, for example, “Accounting.”

5 Inthe list of program matches, click the link for the desired Education Program. An education
profile page for that program displays.

6 Click the Program Completers link at the top of the page to display information on total
completers by area and by credentials (see figure below).

F Accounting Pinellas County, FL
Compare Comaare
Summary | jobs | Proqesm Complaters ferearam Broicar | Belated
o-Qg- -
This sec n [ T AZED n 3 in 201
Recounting - & program clic
funscticns. Irc
budget control, tax stcaunin Number of g
Rank  Ares Comalaters A ”
o hft e
1 528 5
/ !_- T
. 2
o \
i
7 " ’
Slachyus Coyrgy 14
Numsber o Completers
M e - =
Dasl Counk : 2400 -5 A
ok w7 nﬂ
Source: Depariiment of Bducaben
Total Completers by Credentials Fl n A
This section shows the highest number of pregram completers Tor eich education credential for Accounting in Pinellas County, FL
Rank Credantialy Mumiber of Comphatars
Bachelcrs a4

Sounce: Depaitment of Educatian

Reviewing the Number of Completers for the Selected Occupation (Accounting)
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Online Learning Resources

The Online Learning Resources page provides an exhaustive list of links to websites offering a variety of
free online learning and training courses for users to expand their knowledge and skills.

P To view program completers for an occupation:

e From the Services for Employers group in the left navigation menu, click Education Services »

Online Learning Resources.

Online Learning Resources

This page contains links to websites that offer a variety of enline learning and training courses that
you can use to expand your knowledge and skills. The links are grouped into the following
sections: ALISON Online Courses, Metrix Learning, Workplace Skills, Education (K-12 and
College), Business and Technology. Writing and Languages, and Miscellaneous.

Any costs associated with the following online learning resources are the responsibility of the
student.

Alison Online Courses

ALISON is one of the world's largest free learning resources with free access to 900+ courses at
Certificate, Diploma, and Learning Path levels in 16 categories including: IT, Language, Science,
Business, Humanities, Health, Math, Software Development,

h -
’;\vAI Iso n Marketing, Lifestyle, Life Science, Software Engineering,

Health Care, Operations and Skilled Trades.

Empower yourself with Alison courses to become more competitive in the workplace or simply
learn for personal development. Click the link to review a course or share with friends, family or
work colleagues.

Alison may charge the learner a nominal cost for certificates or parchments related to course
completions.

Metrix Learning

Metrix Learning is a web-based learning management system that helps individuals gain new
skills, close skill gaps, and certifications for new employment opportunities.
Whether you are unemployed, changing industries, or locking to move up
the career ladder, Metrix can help.

Metrix offers over 10,000 world-class e-learning courses delivered in 10
career pathways (IT, health care, manufacturing, etc.) with over 200 occupations. Course topics
include: workplace skills, leadership, project management, Microsoft Office, and Six Sigma.
Learners have access to customized learning plans and a FREE certificate of completion for
passing each course.

Researching Online Learning Resources

As shown above, the first link (Alison) accesses the largest source of free online courses, all available
through the Alison website. Other courses are grouped by program focus, such as Workplace Skills,
Education (K-12 and College), Business and Technology, Writing and Languages, and Miscellaneous.
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Education Profile Informer

This option allows you to identify an education area and display labor market information for the

associated education programs, including jobs, program completers and providers, and related
occupations and licensure.

P To access the Education Profile Informer:

1 From the Services for Employers group in the left navigation menu, click Education
Services » Education Profile Informer. The Education Program search criteria page displays.

. . . - u . N ”
2 Select an educational program. For complete information, see the topic “Education Profiles” in
Chapter 12 - Labor Market Information (LMI).
.F Accounting Pinellas County, FL
Compare Lompare
S y | Jobs | Program Completers | Pregram Providers | Related Occupations and Licensure
[ view Full Report “ For help click the
information icon next to each
section,
| Accounting - A program that prepares individuals to practice the profession of accounting and to perform related business
| functions. Includes instruction in accounting principles and theary, financial accounting, managerial accounting, cost zccounting,
| budget control, tax accounting, legal aspects of accounting, auditing, reparting procedures, statement ana... Mare
Source: Integrated Postsecondary Education Data System
o | 2
High
Total Job Counts in Related Occupations Providers By Number of Compl
1 44 Provider Name T ene
Completers
job openings advertised online on Seg ber 20, 2021 T -
Source: Education Programs and Online Advertised Job Dats University of South Florida-St. &
Petersburg Campus -
Clearwater Christian College 8
Everest University- #
Total Completers by Credentials Occupations Related to Degree
Rank Occupation Title _Job
Openings
1 Accountants 122
2 Auditors 10
5 Tax Examiners and Collectors,_and 8
Revenue Agents .
4 4
- .Lﬂmw}‘. ] - e
Education Profile Page
VOS Employer Services User Guide 11-13

VOS Sapphire 09/2021



-

y Geographic
J Solgtignsw

geographicsolutions.com

12: Labor Market Information (LMI)

Chapter Contents

LabOr IMArKEt OVEIVIEW ..cc.ueveiiiiieieiiee ettt ettt ettt e ettt e e sttt e st e e s bbe e s saba e e sabaeesabbeesnabeeesasaeesbbeesanbeesnasaeesbeeanas 12-2
(2] oo T g 1V, =T = = Vot 3PS 12-4
AT PrOTIIES. ettt ettt ettt e be e s h et b e e s abe e b e e s abe e beesate e beenateenbeenaaeeate 12-6
Y=Y Lot AT I Y Y- OO PPSTPROPRRPRRNt 12-6
(00T 0 0] o [ L=l AN (== LSOO PPP N 12-7
COMPATISON SNAPSNOT....eiiiiiiieccee ettt et e et e e et e e e e te e e e tbee e tbeeesabeeeesaeessseeessseseensseessanas 12-8

ATEA SUIMIMIATY ciiiiiiiiiiie ittt e et et eeeeeeeeesesas s s bbb e b beee e e e eaeeeaeaeeaeaeesssesesessssssssbessseetereaeeaaeaeeaeeeeensns 12-9
Narrative DesCription OF AF@a.......ccuieiiiie ettt ettt e e re e et e e e ta e e e eabeeeeabeeesataeeensaesenneas 12-10

(0 [0 ol [ =] (=T =T o T [olo OO PORUSRURPIOt 12-10

4 F=T o1 4 Lo £SO USRS 12-11

JODIS et ettt e bt s bttt e bt e e st ae e s bee e e aa b e e e e ate e s bt e e e ahbeesataeesbaeeennteesanee 12-12

(6T g To 1o o} 4= OO SO OO URPPROPPPTOTPPON 12-18
0] oY o] VA [a e B D =T 0o - o Vo 1S PRSPPI 12-21
Education, Training and EXPEIiENCE ...cuiiiiiiiee ettt ettt e s e e et e e s ba e e sbaeesnateesnee 12-25
EMPIOYMENT QNG WaAZES...iiiiiiiiiiiie ettt et e sttt s e te e st e e e st e e e s bteesbeeeessbeeesbaeesabaeessteesnne 12-27

(DL o0 o ={ =T o] o 1ol O PUROPPTUTSPOTPPROE 12-36

L aTo LU VA oo | =TSP 12-39
Y] =Tot T T Vo 101y Y2 S 12-39

(07 0 a] o F= Y TN 13 Yo [0 E] g =SSP 12-40
COMPATISON SNAPSNOL....eiiiiiiieicie et e e e e e ee e e ste e e e s teeesaseeesaseeeesreesnssseesnseeeesseennnen 12-42
INAUSEIY SUMIMATY. . iiiiiiiieeccee et et e e ee e et e e e st te e e eate e e s taeeesseeessseeesssaeeassseesssseeassseseansseessseeasseesnnes 12-43
Narrative Description Of INAUSTIY.....ccociii i e e e e e eare e e st e e e naeeenneas 12-43

QUICK REFEIENCE ICONS ..eiviiiiiiieeeie ettt ettt st s e et sat e e beesbae s beesbeesabeesaaesateessnesnseenns 12-44

R 4 F= T 01 3 oL €3S 12-44

o] o OO PPPSP 12-46
EMMIPIOYETS ..ottt ettt e e et e e et e e s bt e e e eateeeeabae e e bae e e staeeasbaaeaabaeeansaaeesaaeesteeeantaeessaaeesteeanes 12-48

VAT YL OSSP PPPPPPPPP 12-49
EMPIOYMENT @NA PrOJECLIONS. ...c..viiieiiie ettt ettt e ettt e e et e e e et e e e s abeeesbeeeebbeeesaeaessteseansaeessaaeensressanes 12-50
OCCUPALION PrOTIlES. ..ttt b e st e st s bt e s it e et e e sbe e e be e bt e sabeesneesabeesnbesaneenee 12-54
SE1ECE AN OCCUPALION ..ottt ettt st e s e st e s b e e s bt e bt e sabeesaeesabeesbeesaseesbeeenneebeenn 12-54
Occupation COMPAriSON FEATUTE.....cciiiiiiiiie ettt s e snr e s e s e r e e e snneesneeeeas 12-55
COMPATISON SNAPSNOL...ceueiiiiieiieei ettt sttt e e bt e b e e st e e sbe e sbeesaeesareesnnesnneenns 12-57
OCCUPATION SUMIMATIY .iiiiiiiiiieiiieee ettt s et e e e sttt e s s et teeesesabteeeessssstaaeesssasseneeessassnsseessesassanesessnnnes 12-58
Narrative Description Of OCCUPAtION......ciiiciiiciee e et e s e e st e e e aee e enneas 12-59

QUICK REFEIENCE ICONS ..eiiiiiiieiteete ettt ettt ettt st e bt e sbe e st e e sbe e s beesaeesabeesaaesaseenns 12-59

R 4= 01 2 o3 12-60
DT ol ] o) AT o 1SR UPRRN 12-62
JODS ettt st ettt b e e et e e b et st e e bt st e e s heeeabeenhaeebeenbee s beenaeenares 12-63

(6 oo 1o 1 4= OO PP PRPTRPRRRPIOt 12-64
1] oY o] AVAF: [a e B =Y 2 - Vo 15 SRS 12-66

[0 0T o1 Lo YT SRSt 12-69
SKIIS ettt ettt sttt ettt ettt sttt s e st b e et e e b e e et e e bt e et e e bt e st e e b e e et e e n b e e e be e bee s beenheesateenbteeateenbeeeaeebee s 12-70
EAUCation and WOrK EXPEIIENCE.....cccuieeeiieecciiee ettt e ettt e tee e st e e e stte e estte e e s beeesbaeessaeeessteeesnsseesseaeesseesnnes 12-73
EMPIOYMENT GNG WAEES...cciiiiiiciiie ettt ettt e ettt e et e e s tee e e stt e e esataeessteeeessaeeesaeaasteeeansasessseeenssessnnes 12-77
NATUFE OF the WOTK...eeeeeeeiii ettt st st e st e et e e sb e e e beesbaessbeenbeesabeensaesares 12-84

VOS Employer Services User Guide

12-1

VOS Sapphire 09/2021



) Geographic

§g!hlfclss!u?rﬂ§ Labor Market Information (LMI)
B o] o I AY=To [V 1T =T o T=T o TR 12-88
(074 Y=Y (g} o T 00T 14 o o TSSOt 12-92

ReElated OCCUPATIONS. ...coteiiiiitieiie ettt ettt st e b et b e st st esabe s bt e sbeeebeenbeesabeesneesanes 12-93
OCCUPALIONAL VIHEOS.....eeueieiiieiieiie ettt sttt ettt e b st e saeesaneesnnesaneenne 12-94

(O Y LT g I o Fo 1T £ PP P PRSPPIt 12-95

o [T Lo o T o o i1 LT OO PRSPPI 12-98
Y] =Toi T o e LU Tor= o T oY =4 = o PSS 12-98
EdUcation COmMPAriSON FEALUTE ......cciuieiciieeeiiee ettt e eeteeeette e e te e et eeesateeesateeeesaeessseeesssesesnsseesseeeesseesnnes 12-99
(01T aa] o =T g oY a Ty g =T 01 Lo X FE RS 12-101
10T 0100 F=1 o 2SSO PPPPPPP 12-101
Narrative Description Of PrOgram .......cc.ceiciii ettt etee e s re e e te e e aae e sraeeesareeeenes 12-102

(0 TU ol [ 2=] (=T =T o T I (ol 3OO PPPRRUSR 12-102

] 4 F= T 01 2 Lo £SO P 12-102
o] o LTS PPPRRRRRINt 12-105
PrOZIam COMPIELEIS. ...cc ettt ecte e ettt e e et e e et e e eetaeeeeabeeeeasaeesbaeeesseseessaaesabeseanssaesassaeesareaann 12-106
oY ={ =Y 0 4 T o €0 1V o [T PP UUPURNE 12-107
Related OccUPAtioNS @Nd LICENSUTIE......cccuiiieiieeecieeeeieeeeite e eeite e e te e eeteeestaeeestteeeeasaeesabaeeesseesnssaaesareaann 12-108
Mastering Labor Market FUNCLIONATITY ...coiveiiiiiiieieeee ettt 12-110
Filters and Settings for Area DiStribDULIONS.......c.coiiiiiiiii e 12-111
Table DiSPIay FEALUIES......iiicuieeeiieeeeiie e etee et e e e tte e see e e stae e e st e e e aee e s ateeessteeeeseeessaeeessseeaasseesnnseeesnsenenn 12-111
Graph DiSPlay FEATUIES. ...uuieiiiiieeiee ettt stee ettt e st e e et e e e e e e e et e e e s ateeessseeeesteeaasseeesnseeeenseeesnnsesennses 12-113
MAP DiSPIaY FEATUIES ......veeiiiiiecctieecee ettt e ettt e e et e e ete e s te e e e s e e e saaeeesnbeeeesteesanseaesnseeeensseesansneesnsenenn 12-114
Text or Narrative Display FEAtUIES ......occiii it e e ere e s e et e e e nte e snaeeesnreeeas 12-119
Print @ CUSTOM REPOIT ..uvviiiiiiiiiiee ettt ettt ettt e s et e e s s s tate e e e s e sabaeeeesssabaneeeesessseeesssssssneeesensnre 12-121
EXPOIrt @ CUSTOM REPOIT..ciiiiiiiiieieieeecrer ettt e e e e e e e s s e e e e e et eeeeeeaeesesesassssnsnssssssnrnrenees 12-122
Send Links via EMail 0r SOCIal MEI@......cooiiriiiiiiciieiee ettt e 12-124

Labor Market Overview

Employers have many ways to access valuable labor market information to stay current with employment
and industry trends in their area. Extensive tables and graphics provide reliable data on topics such as
employment rates, population growth, growing occupations and industries, and current job candidates.
Employers can access information based on their present location, or change areas to evaluate a
prospective market.

The system derives profile information both from real-time, spidered data and from source tables of the
U.S. Census Bureau, the U.S. Department of Commerce, and other state agencies and bureaus.

The primary options for LMI data are from the Labor Market Services menu group, from the left navigation
menu. They are:

Labor Market Facts — Users are in complete control of the area settings for each data session.
Using links at the top of the page, users can quickly change the profile area or add an additional
area, occupation, industry, or educational program for comparison.

Area Profile — All data displays in easy-to-read tables as well as a variety of graphs. In many
cases, users may select among bar graphs, line graphs, pie graphs and select their preferred
color scheme.

Industry Profile — All data displays in easy-to-read tables as well as a variety of graphs. In many
cases, users may select among bar graphs, line graphs, pie graphs and select their preferred
color scheme.
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e Occupation Profile — All data displays in easy-to-read tables as well as a variety of graphs. In
many cases, users may select among bar graphs, line graphs, pie graphs and select their
preferred color scheme.

e Education Profile — All data displays in easy-to-read tables as well as a variety of graphs. In
many cases, users may select among bar graphs, line graphs, pie graphs and select their
preferred color scheme.

P To access Labor Market Services:

e Select Services for Employers ElLabor Market Services from the Navigation pane.
e Alternatively, use the Labor Market Services dashboard widget.

Labor Market Facts - Select this option to answer
commonly asked questions about the local labor
market.

Area Profile - Select this option for a summary of

C
[ ] the labor market in a selected area.
°

Industry Profile - Select this option to access labor
market information on industries in a selected area.

Occupational Profile - Select this option to access
labor market information on occupations in a
selected area including wages.

Education Profile - Select this option to access
labor market information on education programs
in a selected area.

Selecting a Labor Market Services Option

The Labor Market Services features are very accessible, offering a user-friendly interface, ample on-screen
instructions and versatile search features. A Help icon is always available to provide context-sensitive
descriptions of the page or section you are viewing.

When exploring profiles, the system uses common user interface options to help you become an expert
simply by using the system.

e Easy Drill-Down — Each profile page contains several data groups accessible from the links at the
top of the page. Each data group includes several data categories, each with several viewing
options, including interactive graphs and maps.

Each Profile option organizes
data in data groups, accessible
L via links at the top of each page.

()} Professional and rerrressee

p . .
Business Services compare Compare
lﬂm—_"}{JL”le':“@_OYﬂ | Wages | Employment and Projections ]

Selecting a Profile Option from the Navigation Menu
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Easy Access to Reset and Compare Features — Users are in complete control of the area settings
for each data session. Using links at the top of the page, users can quickly change the profile
area or add an additional area, occupation, industry, or educational program for comparison.

Extensive Graph Options — All data displays in easy-to-read tables as well as a variety of graphs.
In many cases, users may select among bar graphs, line graphs, pie graphs and select their
preferred color scheme.

Extensive Map Options — Whenever users view data distributed over an area, they will have the
option of using an interactive map. The full-featured maps allow users to zoom in or out, assign
labels to areas, hover over to see exact data, and many other features.

Customizable Reports — When viewing profiles, users can use the Customize Report button to
select which data categories to display. The data categories available for your data session will
depend on the data group selected, and whether or not you are using the comparison features.

2 ¥ Customize Report -

Supply and Demand

vl All Supply and Demand

¥ liobs and Candidates Available
[ Dobs and Candidates Area Distribution
i INumber of Unemployed per Job Opening JObS and Candidates Available

Supply and Demand

( For each data group, users have a standard selection
L of data categories to include in their report (on-screen,

print, or export).

Customizing Reports for a Single or Multiple-Area Data Session

Labor Market Facts

The Labor Market Facts feature helps you find information quickly by starting with the most frequently
asked questions about labor markets. Organized in logical groupings, each question displays as a link that
navigates you to the appropriate page to find the answer. The Q&A format allows users with little
experience with LMI data or research to quickly find answers based on the latest data.

P To access Labor Market Facts:

1

Select Service for Employers ElLabor Market Services BlLabor Market Facts from the left Navigation
panel.

The page for Selecting an LMI Question is displayed, as lists of several groups of questions. Each
page group is expandable to show each of the questions as link.

Survey the Questions. To facilitate finding appropriate questions, users are encouraged to survey
the questions. The questions relate to occupational wages, unemployment rates, popular jobs,
etc. They are common questions a typical user would ask and Geographic Solutions regularly adds
new questions based on system use and customer feedback.

The Labor Market Facts page groups commonly asked questions about the local labor market into
several categories.
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Click directly on the category bar or the plus sign (+) expands the category and displays the
labor market questions.

2 Click on a Question link to view the labor market data related to a question that interests you.
Follow instructions on the screen to proceed to the answer for that specific question.

The system organizes questions into the following categories and can be used to research any
area, by the options on the page displayed from the specific Question link:

Advertised jobs in the area

Area Occupational information

Area Education requirements for occupations

Area Employment and unemployment data

Area Employers

Area Candidates for Jobs

Area Industries

Complete profiles of a specific Area, Industry, Occupation, or Education Program

Area Training Providers

Please select one of the options below to see the answer to
commonly asked questions about the local labor market.

e Looking for a job? Information about Advertised Jobs in
Your Local Area

What jobs are currently listed for an area?
What skills are in demand in an area?

What certifications are in demand in an area?

What tools and technologies are in demand in an area?

What areas have the most advertised job postings?

What occupations have the highest advertised salary in an area?
What level of work experience is required for job openings
advertised in an area?

Which occupations have the highest number of advertised
openings?

Which industries have the most advertised job openings in an
area?

Occupational Information for Your Local Area

I Questions on Education Requirements for Occupations

in Your Local Area
Lo -\_\_\_‘_\_\————/

Selecting an LMI Question to Begin Research

3 Confirm the area you want to use of related to the question selected.

After selecting a labor market question, you will need to confirm the area you wish to consider.
Depending on the question, you may also need to select an occupation, industry, or education
program.

4 Once you make the necessary selections, click the Continue button.

The system navigates to the data category that answers the question (as shown for an
Occupations question in the figure below).
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®) Tennessee

9 Change -

2014-2024 time period.

Scmpations by Projected Growth -éJ

This section shows the occupations with the highest total annual average openings in Tennessee for the

0- -

The system navigates directly

2014-2024 to the location in the Area
Annual Total Profile that addresses the
Avg. Annual i
Percent Average Huealion.
Change Openings
1.80% 3,900

2014 2024
Estimated Projected
Rank Occupation Employment Employment
T Laborers and Freight, Stock, and 77.840 92,710
Material Movers, Hand
2 Cashiers 71,760 76.5
3 Combined Food Preparation and 61,510 724
Serving Workers, Including Fast
Food
4 Registered Nurses 55,450 69,04
5 Customer Service Representatives 50,340

59,3

Select an Area oy

Make an area selection using the items below. After you have
made your selection, click the Continue button.

Area (click to change): Tennessee

Select New Area:

[ Select by Map ]
State:  Tennessee
Area Type: | None Selected EI

Each question navigates to
corresponding data, which can be
viewed as a table, graph, or
narrative.

Looking for a job? Information about

Advertised Jobs in Your Local Area =

Q
What are the highest paying jobs in an area?
What are the lowest paying jobs in an area?
What areas have the highest average wages?

I il i nd ir 7
I ifi e i i
What tools and technology are in demand in an
Occupation?
[What occupations are predicted to have the most
future job openings in an area?
What occupations are predicted to have the least
future job openings in an area?
hat wi ( ing i
percentage change of jobs) in an area?

What will be the slowest growing occupations (by

Occupational Information for Your Local
Area

?

rcent h. f in an area?
Compare salary expectations for an occupation in an
area.

Questions on Education Requirements for

Occupations in Your Local Area =

B

Labor Market Facts for Highest Pay and Highest Project Growth in an Area

Area Profiles

Compiling information from multiple sources, the system provides a complete statistical profile of a
selected geographic area. Data elements include monthly unemployment rates, job counts/availability,
demographics, industry and occupational projections, wages, population, income, employment, etc.

Select Service for Employers BLabor Market Services @ Area Profile from the left Navigation

panel.

Select an Area

For all Area Profile data, you must first identify the area, or multiple areas when using the comparison

feature.
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Select an Area

Make an area selection using the items below. After you have made
your selection, click the Continue button.

Area (click to change‘ Davidson County, TN l When your desired area
displays in the Area field, click

Select New Area: the Continue button to go to
[ Select by Map ] the Area Profile.

State:  Tennessee

Area Type: lNone Selected |\ INone Selected

ocal Workforce Development Area
Metropolitan Statistical Area (MSA) 2003
Rural Areas

State

|

Selecting an Area Type to Initiate an Area Profile Session

The area you select will display as a link at the top of each Area Profile page. The current Area link will
allow you to select a new area for the data session. The Compare link, when available, will allow you select
multiple areas for comparison (see next section). In addition, you may use the Change Area link located at
the bottom of each page.

@l Mz.ﬂ l The current area displays at the

Compare top of the page and applies to

Summary | Jobs | Candidates | Supply and Demaly each data group you select.
Employment and Wages | e s

@ For help click the question mark icon
Davidson County - Davidson County is a county located in the State of Tennessee. As of the 2010 census, the
population was 626,681, making it the second most populous county in Tennessee. Its county seat is Nashville. In
1963, the City of Nashville and the Davidson County government merged, so the county gover... More

High

Reviewing Profile Selections and Accessing the Change Feature

Source: Multiple sources including Workforce Information Database and Wikipedia

$58K
High

Compare Areas

The Compare feature allows you to include several areas in one data session. Comparing areas of the
same area type (counties, MSAs, etc.) will reveal differences over a wide range of key data indicators.

Davidson County, TN

Compare
Summary | Jobs | Candidates | Su
Employment and Wa

Compare Feature

You may set up a multiple-area data session using the Compare link located at the top of each industry
profile page. The Select an Area functionality shown below for multiple areas is only activated when you
use one of the comparison navigation methods to access the area.
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Select an Area \

Make an area selection using the items below. Afte|
selection, click the Continue button.

When you hold down the CTRL key, you
can select multiple areas on the list at
one time. All selections will display in
the Area field.

Area (click to change): Davidson County, TN

Select New Area:
[ Select by Map ]

Select an Area

State:  Tennessee

Make an area selection using the items below. After you have made your

Area Type: |CGU”W E selection, click the Continue button.

WACEH | Shelby County, TN
Smith County, TN

Area (click to chang{: Shelby County, TN and Stewart County, TN ]

rt County, TN o Select New Area:
Sullivan County, TN ]} [ Select by Map ]

[ Clear ] State:  Tennessee

H AreaType:  [None Selected v

Current Selections:
*Hold down the Shiftor Cirl key to select muitiple options. At most & options may be selected. || Davidson County, TN

Shelby County, TN
Stewart County, TN

T

Selecting Multiple Areas for Comparison

Current Selections:
Davidson County, TN

XXX

P Follow these steps to select multiple areas for comparison.
1 Click the Compare link located below the current area.
2 Select an Area Type (Counties, MSAs, etc.). You may compare differing area types.

3 Inthe Area selection box, hold down the Control key as you select each area that you want to
compare. (You may select a maximum of 6.)

4 Click the Set Areas button.
5 Review your area selections as displayed in the Area link.
6 Click Continue to begin the data session.

Keep in mind that some data groups are only available in single-area sessions. In addition, within each
data group certain data categories only display in single-area sessions. After selecting a data group, you
may use the Customize Report button to see which data categories are available.

Comparison Snapshot

For multiple-area data sessions, the Summary group displays data for all areas in an easy-to-read table. All
snapshot headings link to view the complete data category, display options and links.

e Click an Area Name link to open the corresponding area profile.

e Click any Snapshot Heading to navigate to the complete data set for that topic and area, such as
Jobs Available or Candidates Available shown below. Use the Return to Area Summary button
to return to the main page.
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®) Multiple Areas o
LO] Snapshot Headings link

Summary | Jobs | Candidates | Supply and Demand | Education, Training_and Experience | Employm to additional information
on the data category for
the corresponding area.

Davidson County, TN Anderson County, TN Shelby County, TN

‘ \_

24,705 1,072 15,679

job openings advertised online on job openings advertised online on job openings advertised online on
September 26, 2018 September 26, 2018 September 26, 2018

Source: Online advertised jobs data Source: On ed jobs data

14,532 7,876 14,320

potential candidates in the workforce ~ potential candidates in the workforce  potential candidates in the workforce
system on September 26, 2018 system on September 26, 2018 system on September 26, 2018
Source: Online adh Source: Source: Online advertised jobs data

----- vertised jobs dats Online scvertized jobs dats

I Unemployment Ratsl l Unemployment Rate I UnemploymentiRate )
2.1% 3.1% 3-5%%

ine advertised jobs data Source: Onine ad

2u

Comparing Three Areas Using the Summary Tables

Area Summary

For each area, the Summary group highlights in words and graphics key LMI data that define an area. The
narrative incorporates current data into an all-you-need-to-know overview of the area. Graphic icons
focus on key indicators and link to tables and maps with supporting data. Finally, the system shows each

area in context through comparisons with the state as a whole in terms of population, employment, and
income.

e When viewing an area profile, click the Summary link at the top of the page.

As you explore the features and links in the Area Summary, be sure to use the Return to Area Summary
button located at the bottom of all linked pages — this returns you to the main page. Other features allow
you to share or print the data you are viewing.

As you use snapshot and other links to drill
down to more data layers, look for the Return to

L Area Summary button at the bottom of the page.
\
' in LinkedIn Share f Facebook Share
Davidson County, TN compare R —
{ W Tweet This & Email
Summary | Jobs | Candidates | Supply and Demg
Education, Training and Experience | & Pring
\ Employment and Wages | Demographics
[ Change Area ]
Return to Area Summary

Using Features and Navigation Options at the Bottom of Each Page
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Narrative Description of Area

The Summary group begins with a narrative summary of the selected area derived from multiple sources
including the Workforce Information Database (WID) and Wikipedia.

e Click the More link to see the full narrative, as some can be quite extensive.

Davidson County - Davidson County is a county located in the State of Tennessee.
As of the 2010 census, the population was 626,681, making it the second most
populous county in Tennessee. Its county seat is Nashville. In 1963, the City of
Nashville and the Davidson County government merged, so the county gover... More

Source: Multiple sources including Workforce Information Database and Wikipedia

Viewing the Narrative Summary of an Area

Quick Reference Icons

The Summary group also includes icons focused on key area indicators. With just a glance, users can
assess current data for the area. When comparing areas, the icons allow for quick at-a-glance
assessments.

Icon Description and Functions

Area unemployment rate. Click to see breakdown and area

- comparison views.

2.9%
Current Job Openings. Hover to see number openings in the area.
Click to access current list of job openings and area comparison views.
High
3M

Total Average Employment. Hover to see quarter. Click to access
breakdown of wages and area comparison views.

Estimated Population Change. Data shows estimated population and

percentage change for U.S. Census years.
Higl
Median Family Income Estimate. Hover to see year. Click to see
breakdown of data sources (HUD, Census, BEA).
[]

When reviewing quick reference icons, users can hover over to see actual data, and click to navigate to the
complete data table.
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The section below shows the most recent income data

/ nnessee.

Income Description Income Source Year Income

Click a column title to sort.

Median Household Income Census Bureau 2015 $47,243
Current Dollars (Census)

Per Capita Income (BEA) Bureau of Economic 2015 $42,069
Analysis (BEA)

Total Income (BEA) Bureau of Economic 2015 $277,706,507,000
Analysis (BEA)

Hovering Over and Clicking Icons to See More Information

Snapshots

For single-area data sessions, the Summary group includes several snapshots, each focused on one or two
key indicators.

For each area, the Summary group includes the following snapshots:

e Supplyand Demand

e Employers by Number of Job Openings
e Employmentand Unemployment

e Advertised Job Openings

e Average Wage Distribution

e Top Growing Occupations

e Employmentand Wages
Population Totals

All snapshot headings link to view the complete data category, display options and links. Many tables in
the Summary group also include links to open new profiles or to access job lists.

e Click an Area Name link to open the corresponding area profile.

e Click a Job Openings link to view the jobs advertised for that job skill, industry, area, etc.

e Click any Snapshot Heading to navigate to the complete data set for that topic, as shown below
for Supply and Demand. Use the Return to Area Summary button to return to the main page.
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Davidson County, TN

Compare
Summary | Jobs | Candidates | Supply and Demand | Education. Training and Experience |
Employment and Wages | Demographics

& For help click the question mark icon.
Davidson County - Davidson County is a county located in the State of Tennessee. As of the 2010 census, the
population was 626,681, making it the second most populous county in Tennessee, Its county seat is Mashville. In
1963. the City of Mazhville and the Davidson County government merged, so the county gover... Mora
Source: Multigle sources including Woridarcs Information Databass and Wikipedia

% =\ %
2 [ | o

Supply and Demand

There are 0.8 canididates avai er job opening.
Jobs Available (17,481) 8 sin sfa ofa s " "
SB:bs and Candidates E & e
Candidates (14532) 4% 28 £% 2% && L2 [ Available®
& = 2,000 jObS l!- = 2,000 candidates This secﬁ?n showls the rjumbe: of job openings ._adverti_sed onling, as well

as potential candidates in the workforce system in Davidson County on
December 12, 2017 (Jobs De-duplication Level 2.

Job Source: Onlin { P 2
Candidate Source:

rtised jobs data
duals with active résumeés in the workforce syst]

Area Name Job Openi c Candi per Job

Davidson County 17.48] 14,532 0.83

Job Sousca: Oniing sdvertised jabs data

Candidate Source: Indhviduals with active résumés in the workforce system,

IA\rerage Wage Distribution in Tennessee by County I

[Employment and Unemployment]

Jul 2017
3.1%

Number Employed: 380,690

il { [
b Greenville

Average Weekly Wage

All table headings in DD bh B b %

Source: US Census Bureau

5497 - 5643 - 5740 - 8834 - F06T - §1.000-
:-::]ek ?ol-’lmg]?:rgm%:g:{ep $642 §738 $833 S068 51,000 $1,338 poic
Export () Print
data table. = -

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

Using Snapshots in the Summary Group to Access Complete Data

Jobs

The Jobs group uses current data on advertised jobs (either daily or monthly counts). The system ranks job
counts by area, job skills, tools and technology, occupation, industry, etc. For each display, users can link
directly to a listing of advertised jobs that meet the criteria.

e When viewing an area profile, click the Jobs link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.
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¢ All Jobs
¥ Jobs Available
¥/ Monthly Job Count
¥ Jobs Area Distribution
¥ Advertised Job Skills
¥ Advertised Tools and Technology
¥ Industries by Advertised Jobs
¥ Occupations by Advertised Jobs
¥ Jobs by Occupation Group

Employers

¥ Employers by Number of Job Openings

is_\ £ Customize Report

Jobs
Jobs Available
Employers

M Employers by Number of Job Openings

Customizing Reports for a Single or Multiple-Area Data Session

The Jobs Available table displays the total advertised job openings in the area for a single day. Displays in

either single or multiple area data sessions.

Note:

The In-Demand stars shown in the table below are only available for customers who have

arranged for a special loading of their state-specific Occupational Demand files.

e Click a Job Openings link to

view the jobs advertised in that area (shown below).

Jobs Available @

0. -

This section shows the the number of job openings advertised online in the areas selected on
December 4, 2017 (Jobs De-duplication Level 2).

Comparing Jobs Available in Three Areas and Accessing the Job Listings

Data Davidson County Shelby County Tennessee
Job Openings 16,940 11512 73.004
Results View: Summary | Detailed ‘ E B
To sort on any column, dick a column Source: Online advertised jobs dta
Date Last Job Title Location Occupational Salary Source
Modified Demand \ Select
|
12/02/2017 Sy, Business IT Analyst  Change Nashville, TN N/A N/A CORP []
6:59:50 PM Healthcare
12/02/2017 Busperson/Barback Hutton Hotel Nashville, TN. i e N/A  PB [
6:56:19 PM
12/02/2017 Intake Specialist- Legal Intake Nashville, TN o fir W NA  PB [
51526 PM  ¢ontact Center (2nd Professionals
Shift) NEW!
o TT———Mashyille, TN, NIA NA  PB__[1-

The Monthly Job Count table displays the total advertised job openings in the area for a single month.

Displays only in single area settings.
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Monthly Job Count @ ﬂ A

This section shows the number of job openings advertised online in
Davidson County, TN in October, 2017 (Jobs De-duplication Level 2).

Area Job Openings
Davidson County 39221 | =

Source: Online advertised jobs data

Viewing Monthly Job Count Totals for a Single County

The Jobs Area Distribution table ranks areas based on advertised job openings. As with all area
distributions, the table includes both Graph and Map options, and is available only during single-area data
sessions.

e Click a Job Openings link to view the jobs advertised in that area.

e Click an Area Name link to open the corresponding area profile.

Jobs Area Distribution @ ﬂ 4 @ A @

This section shows the distribution of the the number of job openings advertised online in
Tennessee by County on December 4, 2017 (Jobs De-duplication Level 2).
Click a column title ta sort.

Rank Area Name Job Openings =
i Davidson County 16,940

2 Shelby County 1

12

("

|

3 Knox County 6178
4 Hamilton County 5245
5 Williamson County 4,525
6 Rutherford County 3161
7 Sumner County 1636
8 Sullivan County 1513
9 Montgomery County 1408

=
Lo
(i)

10  Madison County 1363 «
(+-]5)

Viewing Area Distribution of Jobs from Highest to Lowest

Source: Online advertised jobs data

The Advertised Job Skills table ranks the prevalence of job skills found in advertised job openings. The table
only displays in single area settings, and includes the graph option.

e Click a Job Openings link to view the jobs that include the detailed job skill.
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Advertised Job Skills @ ﬂ A A @

This section shows the top advertised detailed job skills found in job openings advertised online in
Davidson County, TN in January, 2016. (Jobs De-duplication Level 1)

Click a column title to sort.

Rank Advertised Detailed Job Skill Advertised Skill Group Job Opening Match Count ~

1 Customer service Customer Service Skills £908
2 Problem solving Basic Skills 2.802
3 Interpersonal skills Interpersonal skills 2014
4 Time management Basic Skills 1301
5 Flexibility Interpersonal skills 1110
6 Decision making Basic Skills 1048
T Positive attitude Interpersonal skills 870
8 Business development Business Development Skills 850
9 Mentoring Interpersonal skills 664
10 Well versed Interpersonal skills 625

Source: Online advertised jobs data

Viewing In-Demand Jobs Skills from Highest to Lowest

The Advertised Tools and Technology table ranks the prevalence of tools and technology found in
advertised job openings. The table only displays in single area settings, and includes the graph option.

e Click a Job Openings link to view the jobs that include the detailed tool or technology.

Advertised Tools and Technology @ ﬂ A A B
This section shows the top advertised detailed tools and technologies found in job openings advertised online in
Davidson County, TN in January, 2016. (Jobs De-duplication Level 1)

Click a column title to sort.

Advertised Detailed Tool

Rank or Technology Advertised Tool and Technology Group  Job Opening Match Count
1 Monitors Transport/Mobile Multiparameter Vital 1612
Sign Units or Accessories
2 PowerPoint Presentation Software 1056
3 Microsoft Word Word Processing Software 713
4 Platforms Platform Lift 641
5 Microsoft Excel Spreadsheet Software 513
6 Cash Register Cash Registers 452
7 JavaScript Web Platform Development Software 426
8 Forklift Forklifts 412
9 Linux software Operating System Software 360
10 Ladders Ladders 345

Source: Online advertised jobs cata

Viewing In-Demand Tools and Technology from Highest to Lowest

The Industries by Advertised Jobs table ranks the industries associated with advertised job openings. The
table only displays in single area settings, and includes the graph option.

e Click a Job Openings link to view the jobs that belong to that industry.
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Industries by Advertised Jobs @ ﬂ a0 A ®

This section shows the industries with the highest job openings advertised online in Davidson County,
TN on on December 4, 2017 (Jobs De-duplication Level 2).

Click a column title to sort.

Rank Industry Job Openings
i Health Care and Social Assistance 1982
2 Administrative and Support and Waste Management and 1659

Remediation Services
3 Accommedation and Food Services 1233
4 Retail Trade 1192
5 Professional, Scientific, and Technical Services 1.001
6 Finance and Insurance 881
7 Management of Companies and Enterprises 125
8 Manufacturing 517
9 Wholesale Trade 515
10 Educational Services 469

Source: Online advertised jobs data

Viewing In-Demand Occupation Groups from Highest to Lowest

The Occupations by Advertised Job table ranks the occupations associated with advertised job openings.
The table only displays in single area settings, and includes the graph option.

Note: The In-Demand stars shown in the table below are only available for customers who have
arranged for a special loading of their state-specific Occupational Demand files.

e Click a Job Openings link to view the jobs that belong to the occupation.

e Click an Occupation link to open the corresponding occupation profile.

Occupations by Advertised Jobs @ ﬂ A A %

This section shows the occupations with the highest number of job cpenings advertised online in
Davidson County, TN on December 4, 2017 (Jobs De-duplication Level 2).

Click a column title ta sort.

Rank Occupation Job Openings
il Registered NUTSes & d s s 4 893
2 Customer Service Representatives & & # # & 346
3 Heavy and Tractor-Trailer Truck Drivers & s # ## 294
4 Retail Salespersans = 4 4 257
5 First-Line Supervisors of Food Preparation and Serving Workers 224

1 8 8 8 1

Computer Programmers 4 # # 180
T General and Operations Managers & # # # # & 160
3 Executive Secretaries and Executive Administrative Assistants # 157

ik
9 Bookkeeping, Accounting, and Auditing Clerks © 4w # 142
10 ACCOUNTants & a# & # & 140

‘ # GREEN OCCUPATIONS # IN DEMAND OCCUPATIONS

Source: Online advertised jobs data

Viewing In-Demand Occupation Groups from Highest to Lowest

The Jobs by Occupation Group table ranks the occupation groups associated with advertised job openings.
The table only displays in single area settings, and includes the graph option.

e Click a Job Openings link to view the jobs that belong to that occupation group.
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e Click an Occupation Group link to open the corresponding occupation profile.

Jobs by Occupation Group @ B Al A
This section shows the distribution of job openings advertised online in Davidson
County, TN on December 4, 2017 by occupation group (Jobs De-duplication Level 2).
Click a column title to sort.
Rank Occupation Group Job Openings -~
1 Healthcare Practitioners and Technical Occupations 1,869
2 Management Occupations 1,609
3 Office and Administrative Support Occupations 1382
4 Computer and Mathematical Occupations 895
7} Sales and Related Occupations 994
6 Transportation and Material Moving Occupations 815
ations 8

Viewing In-Demand Occupation Groups from Highest to Lowest

The Employers by Number of Job Openings table ranks employers by the number of advertised job
openings in the area. Displays in either single or multiple area data sessions.

e Click a Job Count link to view the jobs listed for that employer in the corresponding area.

Employers by Number of Job Openings @ E A4 A @
This section shows the employers with the highest number of job openings advertised online in the areas
selected on December 4, 2017 (Jobs De-duplication Level 2).
Click a column title to sort.
Davidson Shelby
Employer Name County, TN County, TN Tennessee
GSI Fresh Market N/A N/A 18
McDonald's Corporation IN/JA N/A 14
Methodist Le Bonheur Healthcare N/A 14 14
Saint Thomas 13 N/A 14
Lowe's Companies, Inc 5 N/A 13
Wendy's International, Inc. INJA N/A 42
Cracker Barrel Old Country Store, Inc. N/A N/A il
Metropolitan Nashville Public Schools 1T N/A AT
test company 1 N/A Jkk 1
HCA Holdings, Inc. 6 N/A 10
Source: Online advertised jobs data EB

Comparing Employer Job Listings in Multiple Areas from Highest to Lowest
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Candidates
The Candidates group uses current data on candidates found in the workforce system.
e When viewing an area profile, click the Candidates link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

L & Customize Report §

Candidates

¥ All Candidates Candidates
¥ Candidates Available

Candidate Area Distribution M Candidates Available

v
¥ Occupations by Candidates Available
¥ Candidates By Occupation Group

Customizing Reports for a Single or Multiple-Area Data Session

The Candidates Available table displays the total number of potential candidates in the workforce system
for each area. Displays in either single or multiple area data sessions.

e Click a Job Openings link to view the jobs advertised in that area.

Candidates Available @ E 4 A @

This section shows the the potential candidates in the workforce system in
the areas selected on December 4, 2017.

Data Davidson County Shelby County Tennessee

Candidates 15,141 15,372 58,915

Source: Individuals with active résumés in the workforce system.

Comparing Candidates Available in Three Areas
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Candidate Area B FaE B
Distribution @
This section shows the distribution of the the potential candidates in
the workforce system in Tennessee by County on December 4, 2017.
Rank Area Name Candidates
1 Shelby County 15,372
2 Dawidson County 15141
3 Montgomery County 12,028
4 Knox County 11,937
5  Butherford County 11,330
6  Williamson County 10,917
7 Hamilton County 10,088
8  Wilson County 10,017
9  Cheatham County 9,932
10 Sumner County 9648 =
Source: Individuals with active résumés in the workforce s-,-s:en-m E

Viewing Candidates Available in Three Areas

The Candidates Area Distribution table ranks areas based on the total number of potential candidates in
the workforce system. As with all area distributions, the table includes both Graph and Map options, and
is available only during single-area data sessions.

e Click an Area Name link to open the corresponding area profile.

The Occupations by Candidates Available table ranks occupations based on the total number of associated
candidates available in the workforce system.

e Click an Occupation link to open the corresponding occupation profile.
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Occupations by Candidates Available @ ﬂ Al A @

This section shows the detailed occupations with the highest number of potential candidates in the
workforce system that were looking for work in Davidson County, TN on December 4, 2017.

2016 Estimated
Median Annual Potential
Rank Occupation Wage Candidates
1. Customer Service Representatives & & & ## £29,570 966

state level wages

2 Administrative Services Managers« # # # $67,660 410
state level wages

3 General and Operations Managers # 44 # # $85,220 299
state level wages

4 Office Clerks, General - w# » £29,650 292
state level wages

5 Laborers and Freight, Stock, and Material Movers, Hand §25,820 270
e 2 3 state level wages

G Production Workers, All Others & # # £28,820 248
state level wages

7 Cashiers o $18,830 229
state level wages

8 Executive Secretaries and Executive Administrative $45,300 227
Assistants - state level wages

9 Bookkeeping, Accounting, and Auditing Clerks & # # # $36,070 223

state level wages
10 Accountants o & & i o & £59,130 223
state level wages

[ # GREEN OCCUPATIONS # IN DEMAND QCCUPATIONS
Candidate Source: Individuals with active résumés in the workforce syster

e mean wage is also known as the average wage. The mean wage is calculated b the estimated total wages foran
number of workers in that occupation. Entry level and Experienced wage rates represent the means of the lower 1/3 and upper 2/3
of the wage distribution, respectively.

Wage Sours
occupation by t

Viewing Candidates Available by Occupation from Highest to Lowest

The Candidates by Occupations Group table ranks occupation groups based on the total number of
associated candidates available in the workforce system.

e Click an Occupation Group link to open the corresponding occupation profile.

Candidates By Occupation Group @ ﬂ aA B

This section shows the distribution of the potential candidates in the workforce system in Davidson

County, TN on December 4, 2017 by occupation group.

Click a column title to sort.
Rank Occupation Group Candidates

1 Office and Administrative Support Occupations 3,330
2 Management Occupations 2484
3 Production Occupations 1,526
4 Business and Financial Operations Occupations 1,074
5 Computer and Mathematical Occupations 906
6 Sales and Related Occupations 866
7 Transportation and Material Moving Occupations 861
g8 Installation, Maintenance. and Repair Occupations 712
9 Architecture and Engineering Occupations 621
10 Construction and Extraction Occupations 523
1 Healthcare Practitioners and Technical Occupations 469
12 Arts, Design, Entertainment, Sports, and Media Occ 390

T

Viewing Candidates Available by Occupation Group from Highest to Lowest
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Supply and Demand

The Supply and Demand group combines current data on advertised jobs (either daily or monthly counts)
with candidates found in the workforce system. Analysts can view supply and demand data for a given
area, seeing how the number of advertised jobs compares with the candidates available. The system ranks
data by area, number of openings, number of candidates, ratio of unemployed per job opening,
occupation, occupation group, etc.

e When viewing an area profile, click the Supply and Demand link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

- £ Customize Report

Supply and Demand

¥ All Supply and Demand
Jobs and Candidates Available Supply and Demand
Jobs and Candidates Area Distribution

Number of Unemployed per Job Opening

¢ Jobs and Candidates Available

Number of Unemployed per Job Openings Distribution
Number of Candidates and Openings for Jobs by Occupation
Jobs and Candidates by Occupation Group

KRR &R

Customizing Reports for a Single or Multiple-Area Data Session

The Jobs and Candidates Available table displays the advertised job openings along with the candidates in
the workforce system. Displays in either single or multiple area data sessions.

e Click a Job Openings link to view the jobs advertised in that area.

Jobs and Candidates Available @ = A &

This section shows the the number of job openings advertised online, as well as potential
candidates in the workforce system in Davidson County, TN on December 4, 2017 (Jobs De-
duplication Level 2).

Area Name Job Openings Candidates Candidates per Job
Davidson County 16.940 15,141 0.89

Jobs and Candidates Available @ = A A B
The ratio of job This section shows the the number of job openings advertised online, as well as potential candidates in
openings per the workforce system in the areas selected on December 4, 2017 (Jobs De-duplication Level 2).
Ca,?dldatt.e I Davidson Shelby
autamnancally Data County County Tennessee
calculates for
each area, Job Openings 16,940 11,512 73.004
allowing easy Candidates 15,141 15,372 58,915
compansan Candidates per Job [ os 134 o |
when viewing
multiple areas. EB

\ / Job Source: Online advertis

Cardidate Source: Individuals with active résumés in the workforce system

ed jobs data

Viewing Jobs and Candidates in a Single and Multiple Areas
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The Jobs and Candidates Area Distribution table ranks areas by the candidates per job ratio. As with all
area distributions, the table includes both Graph and Map options, and is available only during single-area
data sessions.

e Click a Job Openings link to view the jobs advertised in that area.

e Click an Area Name link to open the corresponding area profile.

Jobs and Candidates Area E 4 @ A @
Distribution @
This section shows the distribution of the the number of job openings advertised online, as well as

potential candidates in the workforce system in Tennessee by County on December 4, 2017 (Jobs
De-duplication Level 2).

Click a column title to sort.

Rank Area Name Job Openings Candidates Candidates per Job
1 Van Buren County 7 6,533 933.29
2 Clay County 10 5,958 595.80
3 Jackson County 14 6,492 463.71
4 Grundy County 16 6,571 410.69
5 Meigs County 15 6,976 367.16
6 Hancock County 18 6,179 343.28
7 Pickett County 20 5,884 294.20
8 Houston County 29 7494 25841
L) Grainger County 29 6,977 240.59
10 Perry County 31 6,274 202.39

Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workfarce system.

Viewing Area Distribution of Jobs and Candidates

The Number of Unemployed per Job Opening table calculates a ratio of unemployed per job opening.

Number of Unemployed per Job Opening @ E A =

This section shows the non-seasonally adjusted number of unemployed, number of job openings advertised
online, and the ratio of the number of unemployed to number of job openings advertised online in Davidson
County, TN in July, 2017 (Jobs De-duplication Level 2).

Number of

Unemployed

per Job
Area Unemployed Job Openings Opening Preliminary
Davidson County 11,980 35,801 0.33 Yes

Source: US Census Bureau and Online advertised jobs data

Viewing the Ratio of Unemployed to Job Openings

The Number of Unemployed per Job Openings Distribution ranks areas by the ratio of unemployed per job
opening. As with all area distributions, the table includes both Graph and Map options, and is available
only during single-area data sessions.

e Click an Area Name link to open the corresponding area profile.
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Number of Unemployed per Job Openings = d @ A o
Distribution @

This section shows the non-seasonally adjusted number of unemployed, number of job openings advertised
online, and the ratio of the number of unemployed to number of job openings advertised online in Tennessee by
County in July, 2017 (Jobs De-duplication Level 2).
Number of
Unemployed
per Job
Rank  Area Unemployed Job Openings Opening Preliminary
1 Grundy County 290 34 8.53 Yes
2 Van Buren County 100 13 7.69 Yes
3 Grainger County 460 62 742 Yes
4 Clay County 160 22 T Yes
5 Meigs County 280 39 718 Yes
6 Jackson County 270 43 6.28 Yes
7 Morgan County 400 66 6.06 Yes
8 Polk County 370 70 5.29 Yes
9 Fentress County 370 83 4.46 Yes
10 Pickett County 110 25 4.40 Yes
Source: US Census Bureau and Online advertised jobs data

Viewing Area Rankings Based on the Ratio of Unemployed to Job Openings

The Number of Candidates and Openings for Jobs by Occupation table ranks occupations by job openings
and lists the potential candidates and the ratio of potential candidates to job openings.

e Click a Job Openings link to view the jobs advertised associated with the occupation.
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Number of Candidates and Openings for Jobs E d A B
by Occupation @
This section shows the occupations with the highest job openings advertised online in Davidson County, TN on
December 4, 2017 (Jobs De-duplication Level 2).
Potential
Candidates
Median Job Potential Per Job
Rank  Occupation Wage Openings Candidates Opening
1 Registered Nurses $57,590 1,045 61 0.06
2 Customer Service Representatives $29,570 359 986 275
3 Heavy and Tractor-Trailer Truck Drivers $39,430 294 110 0.37
4 Retail Salespersons $21,960 257 77 0.30
5 First-Line Supervisors of Food Preparation $27,580 224 20 0.09
and Serving Workers
6 Computer Programmers $70,050 180 40 0.22
7 General and Operations Managers 485,220 160 299 1.87
8 Executive Secretaries and Executive $45,300 157 227 1.45
Administrative Assistants
9 Accountants and Auditors $59,130 155 260 1.68
10 Managers, All Other $77,680 144 273 1.90
Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workforce system.
Wage Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

Viewing Occupation Rankings Based on Job Openings (Candidate Ratio Also Shown)

The Jobs and Candidates by Occupation Group table ranks occupation groups by job openings and lists the

potential candidates for each occupation group.

e Click a Job Openings link to view the jobs advertised associated with the occupation.

e Click an Occupation Group link to open the corresponding occupation profile.

Jobs and Candidates by Occupation Group @ E A A @

This section shows the distribution of job openings advertised online, as well as potential candidates in the

workforce system in Davidson County, TN on December 4, 2017 by occupation group (Jobs De-duplication Level

2):

Click a column title to sort.
Rank  Occupation Group Job Openings Candidates
1 Healthcare Practitioners and Technical Occupations 1,869 469
2 Management Occupations 1,609 2,484
3 Office and Administrative Support Occupations 1382 3,330
4 Computer and Mathematical Occupations 995 906
5 Sales and Related Occupations 994 866
6 Transportation and Material Moving Occupations 815 861
7 Food Preparation and Serving Related Occupations 814 336
8 Business and Financial Operations Occupations 648 1,074
9 Installation, Maintenance, and Repair Occupations 514 712
10 Architecture and Engineering Occupations 412 621
11 Production Occupations 304 1,526
254

Viewing Occupation Group Rankings Based on Job Openings (Candidates Also Shown)
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Education, Training and Experience

The Education, Training and Experience group displays education, certification, and job experience
requirements for jobs listed online. Data includes the minimum education level required, educational level
attained by potential candidates, advertised certification groups found advertised job openings, and the
minimum work experience required, as well as the experience level of potential candidates.

e When viewing an area profile, click the Education, Training and Experience link at the top of the
page.

$¥ Customize Report

Education and Training

M All Education and Training
™ Education Level of Jobs and Candidates
M Advertised Job Certifications

Experience

M Work Experience of Jobs and Candidates

Customizing a Single-Area Data Session

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-area data sessions.

The Education Level of Jobs and Candidates Available table displays the job openings that correspond to a
required education level along with the number of potential candidates. The potential candidates are then
broken down by their level of educational achievement. Keep in mind that many job listings do not specify
level of educational achievement.

e Click a Job Openings link to view the jobs advertised in that area.

Education Level of Jobs and Candidates @ E A A @
This section shows the minimum level of education requested by employers on job openings advertised online, as
well as the educational attainment of potential candidates in the workforce system that are looking for jobs in Van
Buren County, TN on December 4, 2017. There were 2 job openings advertised online that did not specify a minimum
education requirement (Jobs De-duplication Level 2).
Click a column title to sort.
Percentage Percentage
Job of Job Potential of Potential
Rank  Education Level Openings Openings Candidates Candidates
1 Less than High School 0 N/A 86 1.32%
2 High School Diploma or Equivalent i 33.33% 1,860 28.47%
3 Vocational School Certificate 0 N/A 492 7.53%
4 Associate's Degree 0 N/A 635 9.72%
5 Bachelor's Degree 0 N/A 1,565 23.96%
6 Master's Degree 0 N/A 577 8.83%
¥ Doctorate Degree 0 N/A 86 1.32%
8 Specialized Degree (e.g. MD, DDS) 0 N/A 46 0.70%
Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workferce system.

Viewing Breakdown of Job Openings and Candidates by Education Level
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The Advertised Job Certifications table displays all job certifications listed in advertised job openings. Keep
in mind that many job listings do not specify certification requirements.

e Click a Job Openings link to view the jobs advertised in that area.

Advertised Job Certifications @ E I Y -

This section shows the top advertised certification groups found in job openings advertised online in Van Buren
County, TN in January, 2016. (Jobs De-duplication Level 1)

Advertised Certification Advertised Certification Sub-
Rank Group Category Job Opening Match Count
il Commercial Drivers License Ground Transportation b
(CDL)

Source: Online advertised jobs data

Viewing Job Cetrtifications as Listed in Job Openings

The Work Experience of Jobs and Candidates table displays the job openings that correspond to a required
work experience level, along with the number of potential candidates. Keep in mind that many job listings
do not specify work experience requirements.

Work Experience of Jobs and E A A B
Candidates @

This section shows the minimum required work experience on job openings advertised online, as well
as the experience level of potential candidates in the workforce system that are locking for jobs in Van
Buren County, TN on December 4, 2017 (Jobs De-duplication Level 2).

Click a column title to sort.

Rank Experience Job Openings Percentage of Job Openings Potential Candidates
1  Lessthan 1 year : 33.33% 582
2 1Yearto 2 Years 2 66.67% 352
3 2 Years to 5 Years 0 N/A 765
4 5Yearsto 10 Years 0 N/A 1,064
5 More than 10 Years 0 N/A 3770

Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workforce system.

Viewing Job Cetrtifications as Listed in Job Openings
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Employment and Wages

The Employment and Wages group displays wage statistics and distribution, allowing comparisons across
industries, occupations, and labor force categories.

e When viewing an area profile, click the Employment and Wages link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

Wages
] All Wages
¥ Employment Wage Statistics
Employment Wage Statistics Distribution
¥ Desired Salary of Available Candidates

— £ Customize Report R

Industries
All Industries
Industry Employment Distribution

¥ Current Employment Statistics (CES)
Industries by Projected Growth

Employment and Unemploymer

¥ Area Labor Force, Employment and Unemployment Data

Occupations
All Occupations
M Occupational Employment Distribution
M Occupations by Employment Wage

M Occupations by Advertised Salary
W Occupations by Projected Growth

Employment and Unemployment
M All Employment and Unemployment
Area Labor Force, Employment and Unemployment Data
M Labor Force, Employment and Unemployment Distribution

Customizing Reports for a Single or Multiple-Area Data Session

The Employment Wage Statistics table shows the number of employees in an area and calculates the
average hourly, weekly, and annual wage.

e Click an Area Name link to reset your area profile to the new location.

Employment Wage Statistics @ E A
This section shows estimated average wage information for the fourth quarter of 2016.

Click a column title to sort.

Average Average Average

Number of Hourly Weekly Annual
Area Employees Waget Wage Waget
Davidson County 479,839 $29.08 $1,163 $60,476
LWDA 9 647,522 $27.38 $1,095 $56,940
Tennessee 2,949,889 $24.15 $966 $50,232

+ Assumes a 40-hour week worked the year round.

a
Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LML

Viewing Employment Wage Statistics as Part of Area Profile for Davidson County
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The Employment Wage Statistics Distribution table ranks areas by wage amounts. Users may click on a
column heading to resort the table.

e Click an Area Name link to reset your area profile to the new location.

Employment Wage Statistics E Jd e A @
Distribution @

This section shows the counties with the highest average weekly wage in Davidson County
for the fourth quarter of 2016.

Average Average Average
Number of Hourly  Weekly Annual

Rank Area Employees Waget Wage Waget
1} Undetermined 61,966 $33.45 $1,338 $69,576
2 Williamson County 127,960 $30.05 $1,202  $62,504
3 Roane County 18,561 $29.65 $1,186 $61,672
4 Davidson County 479,839 $29.08 $1,163  $60,476
5 Anderson County 39,479 $27.25 $1,090  $56,680
6 Hardin County 7,903 $26.70 $1,068 $55,536

67 _ $26.68  $1,067 §55
Viewing Employment Wage Distribution as Part of Area Profile for Davidson County

The Desired Salary of Available Candidates table groups potential candidates into categories that reflect

their desired salary range. The table includes only those candidates who have stated they desire to work
in the selected area. The last column shows the percentage of candidates that fall into each salary range.

Desired Salary of Available Candidates @ E A A
This section shows the desired salary of potential candidates in the workforce system that are
looking for jobs in Davidson County on December 12, 2017.
Rank Desired Salary Potential Candidates Percentage of Potential Candidates
1 Not Specified 2,174 14.84%
2 $5,000 - $19,999 248 1.69%
3 $20,000 - $34,999 4,968 33.90%
4 $35,000 - $49,999 3,674 25.07%
5 $50,000 - $64,999 1,672 11.41%
6 $65,000 - $79,999 835 5.70%
75 $80,000 - $94,999 462 3.15%
8 $95,000 or more 620 4.23%
Source: Individuals with active résumés in the workforce system. E E

Viewing Distribution of Candidates’ Desired Salaries

The Industry Employment Distribution table ranks industries in the selected area by the highest number of
employees.
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Industry Employment Distribution ® = H A @

This section shows the highest distribution of industries in Davidson County for the 4th Quarter,
2016.

Rank Industry Sector Establishments Employees
1 Total, all industries 21,764 479,839
2 Health Care and Social Assistance 1,792 80,156
3 Accommodation and Food Services 1935 50,970
4 Retail Trade (44 & 45) 2,564 44,976
diation 1,439 43,137

Viewing Industries with the Highest Number of Employees in the Area

The Industries by Advertised Jobs table shows industries with the highest number of job openings in the

selected area.

Click a Job Openings link to view the jobs advertised in that industry.

Industries by Advertised Jobs @ E 4G A @

This section shows the industries with the highest job openings advertised online in Davidson County on
on December 12, 2017 (Jobs De-duplication Level 2).

Rank Industry Job Openings
1 Health Care and Social Assistance 1,754
2 Administrative and Support and Waste Management and Remediation Services 1495
3 Retail Trade 1,352
4 Professi i i d Technical Services 1107

Viewing Industries with the Highest Number of Job Openings in the Area
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The Current Employment Statistics (CES) table lists all industries by Series Code to compare employmentin
the current month with the previous month.

Current Employment Statistics (CES) @ E a A B
This section shows the distribution of current employment (not seasonally adjusted) by industry in Nashville-
Davidson--Murfreesboro, TN MSA (which contains Davidson County - no data available for Davidson County) in July
2017.
Over the Month
Series Employment
Code Title Employment Previous Month Change
00000000  Total Nonfarm 972,300 973,300 -1,000
05000000 Total Private 862,800 862,800 0
06000000 Goods Producing 127,600 127,400 200
07000000 Service-Providing 844,700 845,900 -1,200
08000000 Private Service Providing 735,200 735,400 -200
15000000 Natural Resources and Mining and 44,200 43,800 400
Construction
30000000 Manufacturing= 83,400 83,600 -200
31000000 Durable Goods 60,400 60,600 -200
32000000 NonDurable Goods 23,000 23,000 0

40000000 Trade, Transportation, and Utilities'*!
50000000 Information Sectors with a plus sign may be
expanded to show
subcategories, or use the
60000000 Professional and Business Services'* Expand All link below the table.
65000000 Educational and Health Services*|

55000000 Finance

70000000 Leisure and Hospitality 114,800 113,700 1,100
80000000 Other Services 39,100 40,400 -1,300
90000000 Government| 109,500 110,500 -1,000

Expand All Collapse All

Viewing Recent Changes to Current Employment by Industry

The Industries by Projected Growth table compares current employment estimates with projected
employment ten years later. For the time period, the table shows the total annual percentage change and
gives the total employment change.

e Click an Industry link to open the corresponding industry profile.
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Click a column title to sort.

Rank  Industry
1 Private Households
2 Management of Companies and
Enterprises
3 Wholesale Electronic Markets and Agents
and Brokers
4 Professional and Business Services

Ambulatory Health Care Services

Administrative and Support Services

Professional, Scientific_and Technical

Services
8 Warehousing and Storage
9 Motor Vehicle and Parts Dealers
10 Other Information Services

Industries by Projected Growth@

This section shows the industries with the highest total annual percent change in LWDA 9 (which contains Davidson
County - no data available for Davidson County) for the 2014-2024 time period.

g -
Total Total 2014-

2014 2024 Annual 2024
Estimated Projected Percent Employment
Employment Employment Change Change
1,420 3,250 8.60% 1,830

8,840 18,320 7.60% 9,480

5400 10,500 6.90% 5,100

87,260 133,480 4.30% 46,220
31,940 48,560 4.30% 16,620
46,780 69,210 4.00% 22,430
30,440 44,710 3.90% 14,270

R

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LML

Sectors with a plus sign may be
expanded to show subcategories, or
use the Expand All link below the table.

!

Comparing Current Employment Estimates with Projected Employment by Industry

The Occupational Employment Distribution table shows occupations with the highest projected

employment for the ten-year range.

Click a column title to sort.

Rank  Occupation Title
1 Office and Administrative Support
2 Sales and Related
Al Transportation and Material Moving

ed

Occupational Employment Distribution @

The section below shows the occupations with the highest projected employment in LWDA 9 (which contains
Davidson County - no data available for Davidson County) for the 2014-2024 time period.

g- -

2014 Estimated
Employment

2024 Projected
Employment

106,500 125,310
60,220 72,770
56,170 71,720
55,770 64,910

Viewing Occupations with the Highest Projected Employment in the Area

The Occupations by Employment Wage table shows occupations with the highest median annual wage in

the previous year.

Click an Occupation link to open the corresponding occupation profile.
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Occupations by Employment H 4 & &
Wage @
This section shows the occupations with the highest median (annual) wages in Nashville-|

Davidson--Murfreesbaro--Franklin, TN Metropolitan Statistical Area (which contains
Davidson County, TN - no data available for Davidson County, TN) in 2016.

Median Annual

Rank Occupation Estimated Wage
1 Psychiatrists $196,910
2 Family and General Practitioners $191,300
3 Pediatricians, General $178,590
4 Judges, Magistrate Judges, and Magistrates $167,120

L T sisosenll

Viewing Occupations with the Highest Median Annual Wage

The Occupations by Advertised Jobs table shows occupations with the highest number of job openings
advertised online in the area.

e Click an Occupation link to open the corresponding occupation profile.

Occupations by Advertised Jobs @ E &% A &

This section shows the occupations with the highest number of job openings advertised online in Davidson County
on December 12, 2017 (Jobs De-duplication Level 2).

Rank  Occupation Job Openings
1 Reqistered Nurses 933
2 Customer Service Representatives# 318
3 Retail Salespersons 297
4 Heavy and Tractor-Trailer Truck Driverss 297

/—\—/_laﬂl

Viewing Occupations with the Highest Number of Advertised Job Openings

The Occupations by Candidates Available table shows occupations with the highest number of potential
candidates that were looking for jobs in the area.

e Click an Occupation link to open the corresponding occupation profile.
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Occupations by Candidates Available @ E 4 A ®

This section shows the detailed occupations with the highest number of potential candidates in the workforce
system that were looking for work in Davidson County on December 12, 2017.

2016 Estimated
Median Annual Potential
Rank  Occupation Wage Candidates
1 Customer Service Representatives# © » $29,570 850

state level wages

2 Administrative Services Managers $67,660 356

state level wages

3 Office Clerks, General# $29,650 302

state level wages

$85,220 294
state level wages

Viewing Occupations with the Highest Number of Potential Candidates

The Occupations by Advertised Salary table shows occupations with the highest advertised median annual
wage.

e Click an Occupation link to open the corresponding occupation profile.

Occupations by Advertised Salary @ = A A @

This section shows the occupations with the highest advertised median (annual) wages based on job
openings advertised online in Davidson County, TN on December 12, 2017. (Jobs De-duplication Level 2).

Click a column title to sort.

Median Annual

Rank Occupation Advertised Wage
1 Chief Executives © ### $123.313
2 Pharmacists = # # # # $114,130
3 Computer Systems Engineers/Architects = ## # # $111,250
4 Software Developers, Applications  ## ## & $94,500
5 Computer Programmers - ##+ $93,250
5] Sales Managers o 4 $90,865
7 Supply Chain Managers = » #### $90,000
8 Computer Systems Analysts © s s ## $88,400
9 Web Developerss# ## $87,142
10 Civil Engineers - » ## « $86,715

# GREEN OCCUPATIONS # IN DEMAND OCCUPATIONS
(o
Source: Online advertised jobs data

Note: This information is based on actual job orders and is not based on a statistically valid labor market survey. Hourly wage rate calculations in this
section assume 2 40 hour work week.

Viewing Occupations with the Highest Advertised Annual Wage

The Occupations by Projected Growth table shows occupations with the highest total annual openings
averaged over the ten-year time period.

e Click an Occupation link to open the corresponding occupation profile.
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This section shows the occupations with the highest total annual average openings in LWDA 9, TN (which
contains Davidson County, TN - no data available for Davidson County, TN) for the 2014-2024 time period.

2014-2024
Annual Total
2014 2024 Avg. Annual
Estimated Projected Percent Average
Rank Occupation Employment Employment Change Openings
3 Laborers and Freight, Stock, and 19,110 26,680 3.40% 1,325
Material Movers, Hand © » # # # %
2 Retail Salespersons © # # 18,360 22,650 2.10% 1,065
3 Waiters and Waitresses = ## 13,190 14,930 1.30% 810
4 Registered NUrses o s #r# # 13,290 16,840 2.40% 670
5 Customer Service Representatives 12,250 15770 2.60% 655
LA 2 & 8 4
6 Cashiers o w 12,000 13,140 0.80% 625
7 Team Assemblers: @ ## ## 12,800 16,140 2.30% 610
8 Combined Food Preparation and 10,730 13,070 2.00% 580
Serving Workers, Including Fast
Foodo ww
9 Stock Clerks and Order Fillers 10,350 12,130 1.60% 505
ik
10 General and Operations Managers 9,810 12,020 2.00% 470
L2 8.8 8 & 4
| # areen occupaTioNs | # IN DEMAND OCCUPATIONS
(5]
Source: TN Dept of Labor & Warkiorce Dev, Div Emp Sec, LMI

Viewing Occupations with the Highest Projected Growth

The Area Labor Force, Employment and Unemployment Data table compares employment data for the
selected area with the state as a whole and the United States.

e Click an Area Name link to open the corresponding area profile.

Area Labor Force, Employment and E A &
Unemployment Data @

This section shows preliminary estimated laber force, employment and unemployment informaticn in July,
2017 for Davidson County and Tennessee and United States (no data available for Davidson County, TN).
These figures are not seasonally adjusted.

Click a column title to sort.

Civilian Number Number Unemployment
Area Labor Force Employed Unemployed Rate Preliminary
Davidson County 392,670 380,680 11,980 3.1% Yes
Tennessee 3,210,300 3,077,500 132,800 4.1% Yes
United States 161,911,000 154,470,000 7,441,000 4.6% Yes

e
Source: US Census Bureau

Viewing Overall Employment and Unemployment Numbers for the Area

When using the comparison feature, the system shows areas as column headings to facilitate display of
multiple areas (shown below).
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Unemployment Data @

Click a column title to sort.

Area Labor Force, Employment and

a- - -

This section shows preliminary estimated labor force, employment and unemployment information in July, 2017
for and and and and (no data available for the areas selected). These figures are not seasonally adjusted.

Davidson
Data County Shelby County Tennessee
Civilian Labor Force 392,670 447,050 3,210,300
Number Employed 380,690 425720 3,077,500
Number Unemployed 11,980 21,330 132,800
Unemployment Rate 31% 4.8% 41%
Preliminary Yes Yes Yes

Source: US Census Bureau

Comparing Labor Force and Unemployment Data for Multiple Areas

The Labor Force, Employment and Unemployment Distribution table ranks areas by unemployment rate.
As with all area distributions, the table includes both Graph and Map options, and is available only during

single-area data sessions.

e Click an Area Name link to open the corresponding area profile.

Labor Force, Employment and = l A &
Unemployment Distribution @
This section shows the counties with the highest preliminary unemployment rate in Tennessee for July, 2017
These figures are not seasonally adjusted.
Click a column title to sort.
Civilian
Laber Number Number Unemployment
Rank Area Force Employed Unemployed Rate Preliminary
35 Weakley County 15,360 14,230 1130 74% Yes
2 Hancock County 1,950 1810 140 7.0% Yes
3 Rhea County 12,870 11,970 900 7.0% Yes
4 Bledsoe County 4,190 3,910 280 6.6% Yes
5 Houston County 3,120 2,910 200 6.5% Yes
6 Lauderdale County 9,450 8,850 600 6.4% Yes
7 Grundy County 4,630 4,350 290 6.2% Yes
8 Sequatchie County 6,250 5,860 390 6.2% Yes
9 Wayne County 6,130 5750 380 6.2% Yes
10 Jackson County 4,420 4,150 270 61% Yes
(&)

Viewing Overall Employment and Unemployment Numbers for the Area
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Demographics
The Demographics group displays totals and distributions for population and income.
e When viewing an area profile, click the Demographics link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-area data sessions.

| & Customize Report

Please choose which data categories you would _

like to see from the options below. @

[ Check All | Uncheck All ]

Population

O All Population
Population Totals
[l Population Distribution

Income

All Income
[ Income Totals
Income Distribution

Customizing Reports for Single-Area Data Session

The Population Totals table compares estimated population for the selected area with the state as a whole
and the United States. Additional areas can be included when using the Area Comparison feature.

Population Totals® E A
The section below shows the estimated population in Davidson County for the 2005-2014 time period.
Estimated
2005-2014
2005 2014 Population
Estimated Estimated Percent
Area Name Population Population Change
Davidson County 589,787 668,347 13.32%
Tennessee 5,891,057 6,547,779 9.29%
United States 295,516,599 318,907 401 7.92%
Source: US Census Bureau Estimates

Comparing Population Totals at the County, State and National Level
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The Population Distribution table ranks areas by estimated population and shows the percent change over
the time period. As with all area distributions, the table includes both Graph and Map options, and is
available only during single-area data sessions.

Rank

10

Population Distribution®

Click a column title to sort.

E o @ A

This section shows the counties with the highest 2014 estimated population in Tennessee.

2005

Estimated

Area Name Population
Shelby County 913,201
Davidson County 589,787
Knox County 404,234
Hamilton County 317,901
Rutherford County 221,318
Williamson County 154,099
Montgomery County 151,122
Sumner County 144,124
Sullivan County 153,463
Blount County 115,336

Seurce: US Census Bureau Estimates

2014
Estimated
Population

938,803
668,347
448,644
351,220
288,906
205,226
189,961
172,706
157,047

126,339

Estimated
2005-2014
Population
Percent
Change

2.80%
13.32%
10.99%
10.48%
30.54%
33.18%
25.70%
19.83%

2.34%

9.54%

Viewing Area Distribution of Population Totals

The Income Totals table shows several income types and gives the data source for each type.

Income Totals@®

Click a column title to sort.

Income Description Income Source
Median Family Income Estimates Housing and Urban
(HUD) Develapment (HUD)

Median Household Income Current Census Bureau
Dollars {Census)

Per Capita [ncome (BEA) Bureau of Economic Analysis
(BEA)

Total Income (BEA) Bureau of Economic Analysis
(BEA)

The section below shows the most recent income data for Davidson County.

Year

2005

2014

2014

2014

= B

Income

$60,900
$48,195
$54,307

$36,295,950,000

Viewing Various Income Totals for the Selected Area

The Population Distribution ranks areas by BEA Per Capita income. As with all area distributions, the table
includes both Graph and Map options, and is available only during single-area data sessions.

e Click the Tool icon to change the area type or data item displayed.

e Click an Area Name link to reset your area profile to the new location.
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Income Distribution @ E 4 0 A B

This section shows the counties with the highest 2014 Bureau of Economic Analysis (BEA) -
Per Capita Income (BEA) in Tennessee.

Click a column title to sort.

Rank Area Name Income
1 Williamson County $71,761
2 Davidson County $54,307
3 Trousdale County $53,567
4 Fayette County $50,890
5 Shelby County $44,705
6 Hamilton County $44,112
7 Knox County $43,012
8 Wilson County $41,214
9 Anderson County $40,361
10 Loudon County $40,084

Source: of Economic Analysis (BEA) - Per Capita Income (BEA)

Viewing Area Distribution of Income Totals
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Industry Profiles

Compiling information from multiple sources, the system provides a complete statistical profile of a
selected industry. Data elements include available jobs associated with the industry, employers listed for
the industry, employment and wage data, industry and occupational projections, staffing patterns, and the
numbers and employers and workers in the industry.

e Select Labor Market Services ERIndustry Profile from the Navigation menu or Directory of
Services.
Select an Industry

For all Industry Profile data sessions, you must first identify an industry, or multiple industries when using
the comparison feature.

Industries Industries Industry Industries l:"f(“ﬂm:d 1;"’;% %ﬂﬂw JH?U;":_:S
isti y Reywo by >ector Usting By Inqustry
by Keyword by Sector Listing by lé'!;i;:tg Code

. A lick to ch o |
Area (click to change): Tennessee M]
Search for an industry by keyword(s)

Here is a list of industries that matched your keyword search.

Search for an industry by keyword(s)

Type your keywords in the box and click the Search button. (e.g. Industries are ranked based on how well they matched the keyword.

Manufacturing) The table below alsc indicates whether the keyword was found in the
title or description of each industry.

[#1Keyword Search Options IHO\JSEh0|d Ap X

You may click on the matched indicator in the Industry Description
Household Appliance Manufacturing column to view the corresponding matches. To select an industry,
Household Appliances and Electrical and click on its title,

Electronic Goods Merchant Wholesalers

Industry Industry Industry

Title Description

50% [[Household Appliance (V]
Manufacturing (3352)

r ~ .
. . . i i
Once you select an industry link, your single- 25%  Electrical Equipment, @

industry dat ;i begi 4 th Appliance, and Component
|nl ustry aata session pegins, using the area Manifsctiifins @as
4 displaved.

[ Change search criteria ]

Selecting an Industry for a Single-Industry Data Session

The industry you select will display as a link at the top of each Industry Profile page. The current Industry
link will allow you to select a new industry for the data session. The current Area link will allow you to
select a new area for the data session. The Compare links, when available, will allow you select multiple
industries or areas for comparison (see next section). In addition, you may use the Change Industry link
located at the bottom of each page.

@) [Household Appliance Manufacturinq] Tennessee

Compare Compare
Summary | Jobs | Employers | Wages | Employment and Projections

The current industry and area display at the top of the -
page and apply to each data group you select.

Reviewing Profile Selections and Accessing the Change Feature
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Compare Industries

The Compare feature allows you to compare multiple industries in one area, or compare a single industry
across multiple areas. When comparing industries, if information is not available for one of the
comparison areas, the system will default to the next highest level where information is available. If no
information is available, even at a higher informational level, the system will merely state that no
information is available.

You may also set up a multiple-industry or multiple-area data session using the Compare links located at
the top of each industry profile page.

e To select multiple industries, click the Compare link below the current industry.

e To select multiple areas, click the Compare link below the current area.

Household Appliance Manufacturing Tennessee
IComgareA

Summa

| Jobs | Employers | Wages | Employment and Projections

When available, the Compare link will allow you
to select multiple industries or areas.

e

Accessing the Compare Feature from Current Industry Profile Settings

When using the Compare link for industries, the system displays a list of related industries from which to
select. When you have finished making selections, click the Continue button to return to the industry
profile with the new industries included.

Select related industries or choose other industries to
compare with Household Appliance Manufacturing.

Aerospace Product and Parts Manufacturing

Agriculture, Construction, and Mining Machinery
Manufacturing

Alumina and Aluminum Production and Processing
# Animal Food Manufacturing

Animal Slaughtering and Prorescina

# Apparel Accessories and Ot steel Product Manufacturing o

Manufacturing Sugar and Confectionery Product Manufacturing

Apparel Knitting Mills Textile and Fabric Finishing and Fabric Coating Mills
Architectural and Structural N o) Textile Furnishings Mills
Audio and Video Equipment | @ Tobacco Manufacturing

Bakeries and Tortilla Manufa Veneer, Plywood, and Engineered Wood Product
Basic Chemical Manufacturin Manufacturing

¥l Beverage Manufacturing Ventilation, Heating, Air-Conditioning, and Commercial

| T ~~—at Tre; Refrigeration Equipment Manufacturing

At most 5 options may be selected.

Selecting Industries to Compare with Current Industry Selection

When you need to use the full industry search feature, click choose other industries to compare. When in
comparison mode, each tab will have checkboxes allowing you to up to six programs. Working from any
search tab, check the industries you want to include in the session. You can review your selections in the
Selected Industries panel before clicking the Search button to begin the data session.
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Note: If you do not see the Select column and/or checkboxes on the search tabs, be sure you have
accessed the page from the Compare link shown at the top of each page.

Industries Industries Industry Industries
by Keyword by Sector Listing by Industry

Code

Area (click to change): Tennessee

Search for an industry by keyword(s)

Here is a list of industries that matched your keyword search. Industries are ranked based on how well
they matched the keyword. The table below also indicates whether the keyword was found in the title
or description of each industry.

You may click on the matched indicator in the Industry Description column to view the corresponding
matches. To select an industry, click on its title.
Industry Industry Industry

Title Description
50% Beverage Manufacturing (3121) [ v
25% Beverage and Tobacco Product Manufacturing @ <
(312

[ Change search criteria ]

P Selected Industries 1

Here are the industries you have selected. To view results for these industri
button. At most 6 options may be selected. The Select column allows
you to select multiple
industries and only
displays when you access
the page using the
navigation options for
comparing industries.

* Beverage Manufacturing (3121)
* Beverage and Tobacco Product Manufacturing (312)

Selecting Multiple Industries for Comparison

Keep in mind that while all data groups are available in both single- and multiple-industry sessions, some
data categories will only display in single-industry sessions. After selecting a data group, you may use the
Customize Report button to see which data categories are available.
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Comparison Snapshot

For multiple-industry data sessions, the Summary group displays data for all industries in an easy-to-read
table. All snapshot headings link to view the complete data category, display options and links.

[}
such as Employment or Jobs Availa
button to return to the main page.

Click an Industry link to open the corresponding industry profile.

Click any Snapshot Heading to navigate to the complete data set for that topic and industry,

ble shown below. Use the Return to Industry Summary

Beer, Wine _and Distilled Alcoholic Beverage
Merchant Wholesalers

IEmploymentI

Furniture and Home Fumishing Merchant
Wholesalers

IEm ployme ntl

0.193

of all jobs in Tennessee

l Jobs Avzilable |

0.1%

of all jobs in Tennessee

@ ﬁobs Available I

26

job openings advertised online on
September 26, 2018

lEMEIO'r‘é\'S |

3

job openings advertised online on
September 26, 2018

Headings link to
additional information
on the data forthe

47

employer locations listed for Beer, Wine,
and Distilled Alcoholic Beverage Merchant
Wholesalers

corresponding category
industry.

171

employer locations listed fo
Home Furnishing Merchant

This indust
engaged in

furniture (ex

resses men

holesalers: Matt

z ce furniture merchant wholesalers;
Outdoor fumiture merchant whole... More

Comparing Two

Industries Using the Summary Tables

When comparing a single industry across multiple areas, the Summary group uses one column for each

area, aligning data categories for easy comp

arison.

Click an Area Name link to reset the area for the current industry profile.
Click any Snapshot Heading to navigate to the complete data set for that topic and area, such as

Employment or Jobs Available shown below. Use the Return to Industry Summary button to

return to the main page.
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.._f"” Pharmaceutical and Multiple Areas
v Medicine...

Summary | Jobs | Employers | Wages | Employment and Projections

& For belp click the guestion mark ican
Pharmaceutical and Medicine Manufacturing - This industry comprizss establishrments prmasly 2ngaged in one or maors
of the following [1) manufacturing biological and medicingl produwcts; (2) processing (Le., grading grinding, and milEngl

botanical drugs and herbs; (3] isolating active medicinal princpals fr._ More
Dawidson Couwnity, TN Shelby Coumnty, TH
] = 1 = A [ A= ) T
i - il ~ B |\ 5
A i b E N e
Demand Demand 14 $1520
IR EDIETET
Employment Employment
) 0,
0.0% 0.1%

of all jobs in Davidson County, TH of all jobs in Shelby County, TN

lobs Available
Job openings advertised online on September job openings advertised online on September
26, 2018 26, 2018
Employers Employers
employer locations listed for Pharmaceutical employer locations listed for Pharmaceutical
and Medicine Manufacturing and Medicine Manufacturing

Comparing an Industry across Two Areas

Industry Summary

For each industry, the Summary group highlights in words and graphics key LMI data that define the
industry. The narrative incorporates current data into an all-you-need-to-know overview of the industry.
Graphicicons focus on key indicators and link to tables and maps with supporting data. Finally, the system
provides context to industries through comparison with related industries in the state.

e When viewing an industry profile, click the Summary link at the top of the page.

As you explore the features and links in the Industry Summary, be sure to use the Return to Industry
Summary button located at the bottom of all linked pages — this returns you to the main page. Other
features allow you to share or print the data you are viewing.

Narrative Description of Industry

The Summary group begins with a narrative summary of the selected industry derived from the North
American Industry Classification System (NAICS).
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e Click the More link to see the full narrative, as some can be quite extensive

Seafood Product Preparation and Packaging - This industry comprises establishments
primarily engaged in one or more of the following: (1) canning seafood (including soup);
(2) smoking, salting, and drying seafoods; (3) eviscerating fresh fish by removing heads,
fins, scales, bones, and entrails; (4) shucking a... More

Source: North American Industry Classification System (NAICS)

Viewing the Complete Narrative Summary of an Industry

Quick Reference Icons

The Summary group also includes icons focused on key industry indicators. With just a glance, users can
assess current data for the industry. When comparing industries, the icons allow for quick at-a-glance
assessments.

Icon Description and Functions

© @ © Number of Jobs Available. Hoverto see the number of jobs
available. Click to display alist of the jobs for the area.
Higl or Low

Number of Establishments. The total number for the

- industry. Click to see the table showing number of
establishments and employees.

Projected Annual Openings. Hover to see estimated

Outlook Outlook average of openings (or cosings) per year.
Growing or Decline

R Average Weekly Wage. Considers all occupations in the
industry.
Weekly

Snapshots

For single-industry data sessions, the Summary group includes several snapshots, each focused on one or
two key indicators.

For each industry, the Summary group includes the following snapshots:

e Work Places

e Occupational Employment Distribution
e Advertised Job Skills

e Jobs Available

e Monthly Job Count

e Employers

e Advertised Job Certifications

e Advertised Tools and Technology
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Employers
Wages

All snapshot headings link to view the complete data category, display options and links. Many tables in
the Summary group also include links to open new profiles or to access job lists.

Click a Job Openings link to view the jobs advertised for that job skill, industry, area, etc.

Click any Snapshot Heading to navigate to the complete data set for that topic, as shown below
for Employment. Use the Return to Industry Summary button to return to the main page.

Warehousing_and Storage
Lompane

of all jobs in Lha? 9. TN

I Oecupational Employment Distribution

migyess | Wiages |

— 428

Industry Number of Es h Number of Employees
‘\Warehousing and Storage 93 6,802
L =0
Source: TN Dept of Labor & Workforce Dev, Div Emip Sec. LM
the state
A A S AN AN AR A AT AT A

LWDA 9, TN
SEmpars
Employrnent and Projections

‘ For felp ciick the question mark oo

Establishments and Employees @ E A

This section shows the number of establishments and employees for the Warehousing
and Storage industry in LWDA 9 as of the fourth quarter of 2016.

==

pt o Lak 4

RS o -

| Advertised Job Skills I
"

Estimated Job Opaning Match Count
occupation
Employment Customer senvice: z
Laborers and Freight, Stack, and Material Movers, 870 _
Hand s
Stock Clerks and Order Fillers ) Interpersonal skills Alltable headings in
Shipping, Receiy 1% Physical invemsiies
Fhieca Wemtines
kel Trick el Teakho Opcratins 264 the Summary group
#fice Clerks, Gereral 10 link to the complete
data table.
Advertised Job Openings in Tennesses by Workfores MNumber of Employers in Tennsszes by Waorkforce Development
Development Ragion Region
| I
Lossale Tnariaston Locisale o Charsesior
Gesearallie-
ot Colial
A Arnts
Brmingham Brrnger
Job Openings Employers
B bk . B b
2 3 4 18 oy " £:20 | 21:20 | 26.33 | M2 | 2egg 2ot
@ Help

Using Snapshots in the Summary Group to Access Complete Data
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Jobs

The Jobs group uses current data on advertised jobs in the industry (either daily or monthly counts). The
system ranks Job counts by area, job skills, tools and technology, occupation, industry, etc. For each
display, users can link directly to a listing of advertised jobs that meet the criteria.

e When viewing an industry profile, click the Jobs link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

Jobs I £+ Customize Report R
M All Jobs
M Jobs Available Jobs
M Monthly Job Count ¥ All Jobs
M Jobs Area Distribution ™ Jobs Available

M Advertised Job Skills
M Advertised Tools and Technology
M Advertised Job Certifications

M Monthly Job Count
VI Jobs Area Distribution

L J

Customizing Reports for a Single or Multiple-Area Data Session

Many data categories in the Jobs group are also found in Area and Occupation profiles. Viewingall
industry jobs data on one page allows analysts to make a full assessment of an industry and discover new

areas of inquiry.
The Jobs Available table shows the total advertised job openings in the industry for a single day.
The Monthly Job Count table shows the total advertised job openings in the industry for a single month.

The Jobs Area Distribution table ranks areas based on the advertised job openings. The display of jobs
data follows similar formats as area distribution displays.

e Click the Tool icon to change the area type used for the distribution.

e Click a Job Openings link to view the jobs advertised for that industry and area.

e Click an Area Name link to reset the area for the current industry profile.
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Jobs Area
Distribution @

E a0 @ A

Area distribution by: Records to Number of

display records:
Workforce Development Regicn
Metropolitan Statistical Area (2003)

[Highestlv 10 |v
Rural Areas

This section shows the distribution of the job openings for Nursing Care
Facilities (Skilled Nursing Facilities) in Tennessee by county on January 8,
2018 (Jobs De-duplication Level 2).

4

Rank Area Job Openings
i, Hamilton County 197
2 Shelby County )
3 Davidson County 40
4 Williamson County 28
5  Rutherford County 25
6  Cumberland County 24
7 Montgomery County 23
8 Hardeman County 15
,’—"J—",— '-—M___\ P

—

- e

Reviewing Area Distribution by County for the Selected Industry

The Advertised Job Skills table ranks the prevalence of job skills found in advertised job openings.

The Advertised Tools and Technology table ranks the prevalence of tools and technology found in
advertised job openings.

The Advertised Job Certifications table shows all job certifications listed in advertised job openings.

e Click a Job Openings link to view the jobs advertised for the corresponding certification.
Advertised Job Certifications @ A B
This section shows the top advertised certification groups found in job openings advertised online for
Nursing Care Facilities (Skilled Nursing Facilities) in Tennessee in January, 2016. (Jobs De-duplication
Level 1)

Advertised
Certification Sub- Job Opening Match
Rank Advertised Certification Group Category Count
3k Certification in Cardiopulmonary Nursing 178
Resuscitation (CPR)
2 Certified Nursing Assistant (CNA) Nursing 149
3 American Speech-Language-Hearing Medical Treatment and 28
Association (ASHA) Certification Therapy
4 International Certification and Counseling 23
Reciprocity Consortium (IC&RC)
Certification
5 National Board for Certification in Medical Treatment and 14
rapy

Reviewing Ranking of Advertised Job Certifications for the Selected Industry
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Employers

The Employers group counts and lists the employers in the selected area that belong to the industry you
selected. This information is based on data from Infogroup”.

e When viewing an industry profile, click the Employers link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

¥ Customize Report

Please choose which data categories you would like
to see from the options below.

[ Check All | Uncheck All ]

Employers
All Employers
Employers
Employer Distribution

Customizing Reports for a Single or Multiple-Area Data Session

Some data categories in the Employers group are also found in Area and Occupation profiles. Viewing all
industry employer data on one page allows analysts to make a full assessment of an industry and discover

new areas of inquiry.

The Employers table shows the total advertised job openings for the industry (shown below).

The Employer Distribution ranks areas based on the advertised job openings for the industry.

e Click an Area Name link to reset the area for the current industry profile.

Employer
Distribution®

(+]

A o

Employers @ B A
This section shows the number of employer locations
listed for Motor Vehicle and Parts Dealers in LWDA 9.

Industry Employers
Motor Vehicle and Parts Dealers 891
a

Source: Employer information is provided by Infogroup®, Omaha, NE, 800/555-
5211

Copyright © 2018 Edition 1. All Rights Reserved.

This section shows the number of employer locations
listed for Motor Vehicle and Parts Dealers for all local
workforce development areas in Tennessee.

Click a column title to sort.

Area Employers
LWDA 9 891
LWDA13 624
LWDA 5 572
LWDA 4 501
LWDA 8 499
LWDA 3 404
LWDA 2 370
LWDA 1 363
LWDA12 295
LWDA 7 266
o0

Source: Employer information is provided by Infogroup®, Omaha, NE, 800/555-
5211.
Copyright © 2018 Edition 1. All Rights Reserved.
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Reviewing Employer Data for a Specific Industry

£* Customize Report B

Please choose which data categories you would like
to see from the options below.

[ Check All | Uncheck All ]
Wages

All Wages
Employment Wage Statistics
Employment Wage Statistics Distribution

24

Options for a Single or Multiple-Industry Session

Wages

The Wages group shows the number of employees in an industry and calculates the average hourly,
weekly, and annual wage. The Wages group also includes an area distribution, ranking areas by average
weekly wage

e When viewing an industry profile, click the Wages link at the top of the page.
To review the data categories that display on the page, click the Customize Report button.

Some data categories in the Wages group are also found in Area and Occupation profiles. Viewing all
industry wage data on one page allows analysts to make a full assessment of an industry and discover new
areas of inquiry.

The Employment Wage Statistics table shows the total average weekly wage information for the industry
(shown below).

The Employment Wage Statistics Distribution ranks areas based on the average weekly wage information
for the industry.

e Click an Area Name link to reset the area for the current industry profile.
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Industry

Employment Wage Statistics @

Motor Vehicle and Parts Dealers

+ Assumes a 40-hour week worked the year round.

Average
Hourly Average
Waget Weekly Wage

$35.85 $1434

= A
This section shows a list of preliminary average weekly wage information for Motor Vehicle and Parts
Dealers in LWDA 5. These figures are for the the fourth quarter of 2016 time period.

Average
Annual
Waget

$74,568

Rank

10

Area
LWDA13
LWDA 5
LWDA 8
LWDA 3
LWDA 4
WDA10
LWDA 9
LwpA 2
LWDA12

WDA &

Employment Wage Statistics Distribution @

Average
Weekly y
Wage

St Lows

$1.655

$1.434

$1.140 e Rt

$1.135
$1.085
$1.049

$957

$990 B D

5966 $833-  $907-
$906 | $697

$954

B-g0- -

This section shows the distribution of preliminary average weekly wage by local workforce development area for Motor
Vehicle and Parts Dealers in Tennessee in the fourth quarter of 2016.

indianapolis O UMBUS

Cinannati W

Louisville

z ' Greenshoro.

= Rale
Charlotte

s
LWIA11 Local Workforce
Development Area
Average Weekly Wage: $858
“Preliminary data

Average Weekly Wage

D h bbb

$998- §$1,0865- $1,141- $1,434-

$1.085 51,140 $1434 $18655 NiE.

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

Reviewing Wage Statistics for a Specific Industry

Employment and Projections

The Employment and Projections group shows long-term industry projections and area distributions. The
Employment and Projections group also shows the area distribution for industry employment, and then

£+ Customize Report

Please choose which data categories you would like to
see from the options below.

[ Check All | Uncheck All ]

Industry Projections
All Industry Projections
Long Term Industry Projections
M Industry Projections Distribution

Industry Employment
¥ All Industry Employment
M Establishments and Employees
Industry Employment Distribution

Occupations
Occupational Employment Distribution

shows a breakdown by occupation for the selected area.

e When viewing an industry profile, click the Employment and Projections link at the top of the

page.

Single or Multiple-Industry Session Options
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To review the data categories that display on the page, click the Customize Report button.

The Long Term Industry Projections table shows all data items for estimated and projected employment
(ten years out), and calculated changes (shown below).

The Industry Projections Distribution table ranks areas based on current employment estimates for the
ten-year projection period. As with all distributions, the table includes both Graph and Map options, and
requires selecting a single data item to display.

Click the Tool icon to change the data item displayed.

Long Term Industry Projections @

and Payrall Services in Tennessee.

This section shows the long term industry projections for Accounting, Tax Preparation, Bookkeeping,

=B

Total Total
Total 2014- Annual 2014 - Total
2014 2024 2024 Average 2024 Annual
Estimated Projected Employment Employment Percent Percent
Industry Employment Employment Change Change  Change Change
Accounting, 22,700 34,690 11,990 1,199 52.80% 4.30%

Tax
Preparation,
Bookkeeping,
and Payroll
Services

Source: Tl

Industry Projections En e A =

Distribution @

Area distribution by:

The single data options
for area distribution
displays will reflectthe
data displayed in the

state-wide table.
Rank Area

1 LWDA 9
2 LWDA 8
3 LWDA13
L

[kaforce Development Region ﬂ

Data item to display:

This section shows the di
development region for
Payroll Services in Tenne

Click a column title to sort.

Records to Number of §
display: records:
[Highest[v/] [10 Tv]

2014 Estimated Employme T
2024 Projected Employment
Total 2014-2024 Employment Change

[| Total Annual Average Employment Change
i Total 2014 - 2024 Percent Change

H Total Annual Percent Change

2014 Estimated Employment
8,560
5,750

2,150

———

Reviewing Industry Projections and Area Distribution over Ten-Year Span

The Establishments and Employees table shows totals for establishments and employees for the selected

area and industry (shown below).

The Industry Employment Distribution table ranks areas by the number of establishments or employees
for the selected area and industry. As with all distributions, the table includes both Graph and Map
options, and requires selecting a single data item to display.

e Click the Tool icon to change the data item displayed.

e Click an Area Name link to reset the area for the current industry profile.
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This section shows the number of establishments and employees for Accounting, Tax Preparation,
Bookkeeping, and Payroll Services in Tennessee as of the fourth quarter of 2016.

Industry [Number of Establishments Number of Employees ]
Accounting, Tax Preparation, Bookkeeping, and 2,363 24,324
7 Industry E 4 B A
Source: TN Dept of Labor & Worl
Employment

Distribution @
Area distribution by:
|Workforce Development Region M

Recordsto = Number

display: of
oty Highest| v | | records:

Workforce Development Region
Metropolitan Statistical Area (2003) 10 |v
Rural Areas

Data item to display: [IENLEERRSI S
Number of Establishments

The single data options
for area distribution

displays will reflect the T . A
data displaved in the This section shows the distribution of number of employees by
state—wige ¥able workforce development region for Accounting, Tax Preparation,
) Bookkeeping, and Payroll Services in Tennessee in fourth
quarter of 2016, aggregate of all ownerships.

Rank Area Number of Employees

1 Lwpag 8945
2 Lwpal3 4,957
3 Lwpas 4,903
4 Lwpas 1329
T T 1183

Reviewing Current Totals and Area Distribution for Establishments and Employees

The Occupational Employment Distribution table ranks occupations in the industry based on Estimated
Employment or Total Percent Change. As with all distributions, the table includes both Graph and Map
options, and is available only during single-area data sessions.

Note: Use the Tool icon to change the data item used for the display.

VOS Employer Services User Guide 12-52 VOS Sapphire 09/2021



[ Geographic
JSolgtignsﬁ

geographicsolutions.com Labor Market /nformation (LM/)

Occupational Employment = di &
Distribution @
Records to display: Highesl- Number of records: |10 |v

Data item to display: J=S(uEIEs RS TRE
Total 2014 - 2024 Percent Change

This section shows top the occupations with the highest estimated employment for
Accounting, Tax Preparation, Bookkeeping, and Payroll Services in Tennessee based on
a 2014 estimate.

Estimated

Rank Occupation Employment

£ Accountants and Auditors 7,380

2 Bookkeeping, Accounting, and Auditing Clerks 2,420

3 Secretaries and Administrative Assistants, Except 770
Legal, Medical, and Executive

4 Office Clerks, General 760

53 Bill and Account Collectors 680

6 First-Line Supervisors of Office and Administrative 410

Support Workers
7 Billing and Posting Clerks 380
—
\1‘—1*_» 7»,_4_4,__;40-——"

Reviewing Occupational Employment Distribution for Selected Industry
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Occupation Profiles

Compiling information from multiple sources, the system provides a complete statistical profile of a
selected occupation. Data elements include occupational duties, wages, projections, short-term growth
forecasts, industries of employment (i.e., types of employers, industry groups), skills and tasks, training
programs, licensing agencies, and actual job listings related to the occupation for a selected area.

Services.

Select an Occupation

Select Labor Market Services BEOccupation Profile from the Navigation menu or Directory of

For all Occupation Profile data sessions, you must first identify an occupation, or multiple occupations

when using the comparison feature.

Area (click to change): Tennessee

Search for an occupation by keyword(s)

Type a job title or occupational keywords in the box and click the Search butto
(e.g. Accountant)

[#1Keyword Search Options Iparamedil
Emergency Medical Technicians and
Paramedics

Once you select an occupation
link, your single-occupation data
session begins, using the area
displayed.

Occupations =~ Occupations  Occupation Occupations Occupations Occupations
by Keyword by Group Listing by Education by Military by Occupation
Program Specialty Code

[ pisplay only occupations with a Bright Qutlook [l Display Green occupations onl

Search for an occupation by keyword(s)

Occupations
by License

~
Here is a list of occupations that matched your keyword search. Occupations
are ranked based on how well they matched the keyword. The table below

also indicates whether the keyword was found in the title, related job titles, or
description of each occupation.

You may click on the matched indicator in the Related Job Titles and
Occupation Description columns to view the corresponding matches. To

select an occupation, click on its title.
Occupation Related Occupation
Title Job
Titles

Occupation

Medical Records and
| f i
Technicians

70% Medical Secretaries &

Description

100%

51% Medical and Health
Services Managers

Selecting an Occupation for a Single-Occupation Data Session

The occupation you select will display at the top of each Occupation Profile page. The current Occupation
link will allow you to select a new occupation for the data session. The current Area link will allow you to
select a new area for the data session. The Compare links, when available, will allow you select multiple
occupations or areas for comparison (see next section). In addition, you may use the Change Occupation

link located at the bottom of each page.

[Pharmacv Technicians]
Compare

ennessee

Compare

Summary | Description | Jobs | Candidates | Supply and Demand | Employers | Skills |
Education and Work Experience | Employment and Wages | Nature of the Work | Job Requirements |

[ J

Reviewing Profile Selections and Accessing the Change Feature

Other

—

The current occupation and area display at the top of
the page and apply to each data group you select.
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Occupation Comparison Feature

The Occupation Comparison feature allows you to compare multiple occupations in one area, or compare
a single occupation across multiple areas. When comparing occupations, if information is not available for
one of the comparison areas, the system will default to the next highest level where information is
available.

You may set up a multiple-occupation or multiple-area data session using the Compare links located at the
top of each located at the top of each occupation profile page.

e To select multiple occupations, click the Compare link below the current occupation.

e To select multiple areas, click the Compare link below the current area.

'? Pharmacy Technicians Tennessee

Summary | Description | Jobs | Candidates | Supply and Demand | Employers | Skills |
Education and Work Experience | Employment and Wages | Nature of the Work | Job Requirements | Other

When available, the Compare link will allow you to R
select multiple occupations or areas.

Accessing the Compare Feature from Current Occupation Profile Settings

When using the Compare link for occupations, the system displays a list of related occupations from which
to select. When you have finished making selections, click the Continue button to return to the occupation
profile with the new occupations included.

Select related occupations or choose other
occupations to compare with Legal Secretaries.

Bill and Account Collectors
Billing, Cost, and Rate Clerks
Bookkeeping, Accounting, and Auditing
Clerks
Brokerage Clerks
+ Court Clerks
v Court Reporters
Credit Authorizers
Data Entry Keyers
Eligibility Interviewers, Governme

——zecretaries a
Except Legal, Medical, and Executive
v Statement Clerks
Telemarketers
Telephone Operators
Tellers
Title Examiners, Abstractors, and Searchers

Programs
Executive Secretaries and Executi
Administrative Assistants

? File Clerks At most 5 options may be selected.
“heeictants, Exg

Selecting Occupations to Compare with Current Occupation Selection

When you need to use the full occupation search feature, click choose other occupations to compare.
When in comparison mode, each tab will have checkboxes allowing you to up to six programs. Working
from any search tab, check the occupations you want to include in the session. You can review your
selections in the Selected Occupations panel before clicking the Search button to begin the data session.
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Note: If you do not see the Select column and/or checkboxes on the search tabs, be sure you have
accessed the page from either the Occupation Comparison option on the Navigation menu, or
the Compare link shown at the top of each page.

Occupations Occupations Occupation Occupations Occupations  Occupations Occupations

by Keyword by Group Listing by Education by Military = by Occupation by License
Program Specialty Code

Area (click to change): Tennessee
[J pisplay only occupations with a Bright Outlock [] Display Green occupations only

Search for an occupation by keyword(s) -

Here is a list of occupations that matched your keyword search. Occupations are ranked
based on how well they matched the keyword. The table below also indicates whether
the keyword was found in the title, related job titles, or description of each occupation.

You may click on the matched indicator in the Related Job Titles and Occupation
Description columns to view the corresponding matches. To select an occupation, click

on its title.
Occupation Occupation Related Occupation Select
Title Job  Description |
Titles
100% Lawyers = wskk (V] (V]
90% Paralegals and Legal (7] (]
Assistants & #
66% Leqal Secretaries % (7] () (V]
55% Legal Support Workers, All (7] (7] (7] O
Other

| # GREEN OCCUPATIONS J # IN DEMAND OCCUPATIONS

[ Change search criteria |

AN

The Select column allows you to
select multiple industries and
only displays when you access
the page using the navigation
options for comparing industries.

Here are the occupations you have selected. To view r
click the Search button. At most 6 options may be selel

Legal Secretaries
Paralegals and Legal Assistants

Selecting Multiple Occupations for Comparison

Keep in mind that some data groups are only available in single-occupation sessions. In addition, within
each data group certain data categories only display in single-occupation sessions. After selecting a data
group, you may use the Customize Report button to see which data categories are available.
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Comparison Snapshot

For multiple-occupation data sessions, the Summary group displays data for all areas in an easy-to-read
table. All snapshot headings link to view the complete data category, display options and links.

e Click an Occupation link to open the corresponding occupation profile.

e Click any Snapshot Heading to navigate to the complete data set for that topic and occupation,
such as Jobs Available or Candidates Available shown below. Use the Return to Occupation
Summary button to return to the main page.

Q Multiple Occupations Tennessee
Summary | Cescription | Jobs | Candidates | Supply and Demand | Education and Work Experience | Employment and Wages
& For help click the question mavi icon
ﬂ Nnmlf:e Dm;j and Jlmendam:zm Lighs Truck or Defivery Services Drivers Pharmacy Technicians ; ]
o il Tachnici e et e e

Manthe Mcnths.
l Jobs Available I Ilohs Available I I Jobs Available I
job openings advertised online on job openings advertised online on job openings advertised online on
September 26, 2018 September 26, 2018 September 26, 2018
Candidates Available | Cand!d;&;\uiwahlé I I Candidates Available I
potential candidates in the workforce potential candidates in the workforce potential candidates in the workforce
system on September 26, 2018 system on September 26, 2018 system on September 26, 2018
| Typical Wages I l T;;ical W;as I l T-;;i:a\ Wi;es I
$21,430 $32,260 $29,880
Median Annual Wage Median Annual Wage Median Annual Wage
Projected Annual Openings ] [ Drojec‘:edmnual OCpenings I [ Prqiav;_fﬁg Annual Openings I
Total Annual Average Openings Total Annual Average Openings Total Annual A H eadings link to

additional
. informationon
Frepare medicatio
pharmadist. May m the data
recoed amounts an categ ory for
seerEnsE =l that occupation.

Aszistin lifting patientz. More

unload vehicle. More

A

Comparing Three Occupations Using the Summary Tables

When comparing a single occupation across multiple areas, the Summary group uses one column for each
area, aligning data categories for easy comparison.

e Click an Area Name link to reset the area for the current occupation profile.

e Click any Snapshot Heading to navigate to the complete data set for that topic and area, such as
Jobs Available or Candidates Available shown below. Use the Return to Occupation Summary
button to return to the main page.
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9 Pharmacy Technicians Multiple Areas

Summary | Cascription | Jobs | Candidates | Supply and Demand | Education and Werk Experiznce | Employment and Wagss

@ For belp click the question mark icory
Pharmacy Technicians - Prepars medications under the direction of 3 pharmacist. May measure. mixt. count out, Iabel, and racord amounts and dosages of medications
accerding to prescription orders. More

l LWDA 4 TN LWDAID TN LWDAI2 TN ]
MTAFAESD EAAEAES IMETAarael
Outiock | Demand Outiock | Demand Outiock | Demand
ok | ooz | gy s | sggy | sy [ oo | Omma | sgmy | srwy
L2177 $35760 $35.847
$23.883 $22763 $26559
Jobs Available Jobs %ilable Jobs Available
job openings advertised online on job openings advertised online on job openings advertised online on
September 26, 2018 September 26, 2018 September 26, 2018
Candidates Available Candidates Available Candidates Available
potential candidates in the workforce potential candidates in the workforce potential candidates in the workforce
system on September 26, 2018 system on September 26, 2018 system on September 26, 2018
Typical Wages Typical Wages Typigf :Wages
$27,984 $28,655 $30,628
Median Annual Wage Median Annual Wage Median Annual Wage
Projected Annual Openings Projected ﬁual Cpenings Projected Annual Openings

Total Annual Average Openings Total A I A ge Opening Total Annual Average Openings

Comparing an Occupation across Three Areas

Occupation Summary

For each occupation, the Summary group highlights in words and graphics key LMI data that define the
occupation. The narrative incorporates current data into an all-you-need-to-know overview of the
occupation. Graphic icons focus on key indicators and link to tables and maps with supporting data.
Finally, the system provides context to occupations through comparison with related occupations or all
occupations in the state.

e When viewing an occupation profile, click the Summary link at the top of the page.

As you explore the features and links in the Occupation Summary, be sure to use the Return to Occupation
Summary button located at the bottom of all linked pages — this returns you to the main page. Other
features allow you to share or print the data you are viewing.
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Narrative Description of Occupation

The Summary group begins with a narrative summary of the selected occupation derived from O*NET
data.

e Click the More link to see the full narrative, as some can be quite extensive.

Civil Engineering Technicians - Apply theory and principles of civil
engineering in planning, designing, and overseeing construction and
maintenance of structures and facilities under the direction of
engineering staff or physical scientists.

Viewing the Complete Narrative Summary of an Industry

Quick Reference Icons

The Summary group also includes icons focused on key occupation indicators. With justa glance, users
can assess current data for the occupation. When comparing occupations, the icons allow for quick at-a-
glance assessments.

Icon Description and Functions

\ llll l | Projected Annual Openings. Hover to see number of
R projected openings per year. Click to see comparison with all
Qutlook Outlook occupationsl

Stable Growing

Jobs Available. Hover to see number currently available.
Click to see comparison with other occupations.

Candidates Available. Hoverto see number of candidates

available. Click to see comparison with other occupations.
Medium

Jobs and Candidates Available. Hover to see number of
candidates available per job opening. Click to see
comparison with other occupations.

Required Level of Education. Displays the most common
education level requested by employers. Hover to see a
description of the requirement. Click to see the breakdown
of employer requests.

Related Work Experience. Displays the most common work
experience requested by employers. Hover to see a
description of the requirement. Click to see the breakdown
of employer requests.
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Description and Functions

Employment Wage Statistics. Hover to see an explanation of

il . the range. Click to see a breakdown of wage and salary
| 448330 submissions, if available.

Snapshots

For single-occupation data sessions, the Summary includes several snapshots, each focused on one or two
key indicators.

For each occupation, the Summary group includes the following snapshots:

e Supplyand Demand

e Top Employers Posting Jobs

e Advertised Job Skills

e Advertised Job Certifications

e Advertised Tools and Technology

e Advertised Job Openings (Area Distribution)

e Potential Candidates (Area Distribution)

e Projected Annual Openings

e Typical Wages

e Real-Time Wages

e Industries by Employment
All snapshot headings link to view the complete data category, display options and links. Many tables in
the Summary group also include links to open new profiles or to access job lists.

e Click a Job Openings link to view the jobs advertised for that job skill, industry, area, etc.

e Click any Snapshot Heading to navigate to the complete data set for that topic, such as Supply
and Demand or Top Employers Posting Jobs shown below. Use the Return to Occupation
Summary button to return to the main page.
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Technical Writers Tennessee
Lompare Compare
Summary | Description | Jobs | Candidates | Supply and Demand | Skills | Education and Work Experience | Employmen: and Wagas | Naturs of the Work |
Job Requirements | Other

@ For help click the guestion mark iron.
Technical Writers - Write technical materials, such as equipment manuals, appendices, or operating and maintenance instructions. May assist in layout work More

W\ G \&\R\=m )\ B\ uww

ol B - < O R -
| Supply and Dema% I

There are 0.97 didates available per job opening.

Jobs Availabiz (25) W N

135 Dwpart

) Headings functionas
Candidatss (28) JIg iR {] links to the complete

& = 10jobs L = 10 candidates datatable.

Top Employers Posting Jobs Advertised Job Skills
Employar Name Job Openings Advertised Dstalled Job Skill Job Opening Match Count
The Judge Group. Inc. 3 Problem salving 8
Zycron, Inc 2 Customer service T
Ameresco, Inc. 1 Fexibility 5
Axial Healthcare, Inc 1 Interpersanal skills 5
Cack Systems Intemational, Inc. 4 Proficiency in adabe a
Source Unbne svertned min deis Souroe Drbne adhesrined b deis

Advertised Job Certifications Advertised Tools and Technology
Aavsriisad Certinication Group Job Opaning ::u:n: Advertissd Detaliad Tool or Technology Job Opening Match Count
- Templates +]
Infarmation Technology infrastructure Libeary - PowerPaint H
Certificatian (ITIL) = Microsoht Word 1
Systems Security Cortified Fw.xtirmfr |SSCP.: - 1 Adobe InDesign 2
1 data =

Mapping softwasre

Reviewing the Summary Group for a Single Occupation
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Description

The Description group provides complete details of typical job duties and responsibilities associated with
the occupation. The in-depth Detailed Job Description comes from the U.S. Department of Labor Bureau
of Labor Statistics, compared with the shorter Summary of Job Duties, which derives from O*NET data
(and also displays in the Summary group).

e When viewing an occupation profile, click the Description link at the top of the page.

1

Detailed Job Description @

Budget analysts

Budget analysts help public and private institutions
organize their finances. They prepare budget reports and
monitor institutional spending.

Duties
Budget analysts typically do the following:
» Work with program and project managers to develop the

S e Summary of Job Duties @

+ Review managers' budget proposals for completeness,

accuracy, and compliance with laws and other regulations Budget Analysts - Examine budget estimates for

« Combine all the program and department budgets :
: ‘ S completeness, accuracy, and conformance with
together into a consolidated organizational budget and

review all funding requests for merit procedures and regulations. Analyze budgeting and

+ Explain their recommendations for funding requests to accounting reports.

others in the_orgamzat!on, legislators, and the public Source: This information is based on O*NET™ data. O"NET is a trademark
+ Help the chief operations officer, agency head, or other registered to the U.S. Department of Labor, Employment and Training
top managers analyze proposed plans and find Administration.

alternatives if the projected results are unsatisfactory

« Monitor organizational spending to ensure that it is

within budget

« Inform program managers of the status and availability

of funds

+ Estimate future financial needs

Budget analysts advise various institutions—including !

governments, universities, and businesses—on how to /—\W
: : Budget analysts working in governmen mittee

organize their finances. They prepare annual and specia i i 5 . i

reports and evaluate budget proposals. They analyze d4 N€arings to explain their recommendations to legislators.

to determine the costs and benefits of various program QOccasionally, budget analysts may evaluate how well a
S ~*~hased on their findinas| program is doing, provide policy analysis, and draft

budget-related legislation.
Source; U.S. Department of Labor Bureau of Labor Statistics

Reviewing Summary and Detailed Descriptions of Occupation
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Jobs

The Jobs group uses current data on advertised jobs for the occupation (either daily or monthly counts).
The system ranks job counts by area, job skills, tools and technology, occupation, industry, etc. For each
display, users can link directly to a listing of advertised jobs that meet the criteria.

e When viewing an occupation profile, click the Jobs link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

Jobs

M All Jobs
Jobs Available
Monthly Job Count

— £¥ Customize Report

Jobs

Jobs Area Distribution M All Jobs
Advertised Job Skills Jobs Available
Advertised Tools and Technology Monthly Job Count

Advertised Job Certifications

Customizing Reports for a Single or Multiple-Area Data Session

The Jobs Available table shows Displays the total advertised job openings for the occupation for a single
day.

The Monthly Job Count table shows the total advertised job openings for the occupation for a single
month.

e Click a Job Openings link to view the jobs advertised for that occupation and area.

()} Pharmaceutical and Multiple Areas

" Medicine...

r———
When comparing multiple areas,

S Jobs | E L
summary[Jobs [Empl  aach area displays as a separate

¥ Customize Report L column.
y

Jobs Available @ E Al A

This section shows the number of job openings advertised online for Pharmaceutical and Medicine

Manufacturing in the areas selected on December 18, 2017. (Jobs De-duplication Level 2)

Data mwu’

Job Openings 17 8
Source: Online advertised jobs data E B
Monthly Job Count @ E A A

This section shows the number of job openings advertised online for Pharmaceutical and Medicine
Manufacturing in the areas selected in November, 2017.

Data I Davidson County Knox Countyl
Job Openings 56 15

Source: Online advertised jobs data
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Reviewing Jobs Available and Monthly Counts for Multiple Areas
The Jobs Area Distribution table ranks areas based on the advertised job openings. The display of jobs
data follows similar formats as area distribution displays.
e Click the Tool icon to change the area type used for the distribution.
e Click a Job Openings link to view the jobs advertised for that occupation and area.

e Click an Area Name link to reset the area for the current occupation profile.

Jobs Area Distribution @ E al A

This section shows the distribution of the job openings forffPharmaceutical and Medicine Manufacturing in Tennessee py
county on December 18, 2017 (Jobs De-duplication Level 2).

Click a column title to sort. The occupation and
Job area settings for the
Rank Area Openings data session display in
the heading.

I

1  Shelby County

T7 7K, /7
i % %///// 2
2 Bemicson Conapy u 2, A 2
3 Knox County g A, /// 7 e/
— = XA // A/ 5
: v Vo 7
4  Hamilton County 2 // LSS
//////
Gree

=

5  Blount County Shelby County
Job Openings: 37
6  Maury County ]

Atlan ta

=

7  Rutherford County
Job Openings

Dbbbh‘f

17 NIA

=

8 Tipton County

=

9  Washington County

10  Williamson County 1
(+-]5)

Source: Online advertised jobs data

Reviewing Jobs Area Distribution for an Occupation in the Jobs Group
The Advertised Job Skills table ranks the prevalence of job skills found in advertised job openings.

The Advertised Tools and Technology table ranks the prevalence of tools and technology found in
advertised job openings.

The Advertised Job Certifications table shows all job certifications listed in advertised job openings.

Candidates

The Candidates group uses current data on candidates found in the workforce system whose posted
résumés are associated with the selected occupation in the selected area.

e When viewing an occupation profile, click the Candidates link at the top of the page.

VOS Employer Services User Guide 12-64 VOS Sapphire 09/2021



() Geographic

§g!hllclssl!81!1n§ Labor Market Information (LMI)

To review the data categories that display on the page, click the Customize Report button.

L & Customize Report -

N

Candidates i
Candidates
Ml All Candidates
Candidates Available ¥l All Candidates
Candidate Area Distribution Candidates Available
Candidates in Related Occupations Candidate Area Distribution

Customizing Reports for a Single or Multiple-Area Data Session

Occupation data in the Candidates group include many categories also found in Area and Industry profiles.
Viewing all candidate data on one page allows analysts to make a full assessment of an occupation and
discover new areas of inquiry.

Candidates Available table shows the total potential candidates in the workforce system for the
occupation, and a separate total for the related occupational group.

Candidates Area Distribution table ranks areas based on the candidates. The display of jobs data follows
similar formats as area distribution displays.

e Click the Tool icon to change the area type used for the distribution.

e Click an Area Name link to reset the area for the current occupation profile.

[ =
Candidate Area I e A &
Candidates Available @ E A | Distribution ® N
THFS section showspatential-candidates/inthe workf?rce SYStM | 1hic section shows the distribution of the potential candidates in
in Tennessee for Barbers and for the related occupational group ‘ F i i
the workforce system for Massage Therapists in Tennessee by
of Personal Care and Service Occupations on December 20, .
counties on December 20, 2017.
2017. Click a column title to sort.
Occupation Candidates Rank Area Name Median Wage Candidates
BRI — 1 Montgomery County $33,390 2
Personal Care and Service Occupations 782 state level wages
# IN DEMAND OCCUPATIONS 2 Benton County $33,390 1
E E state level wages
Source: Individuals with active résumés in the workforce system. 3 Weakley County $33,390 1
state level wages
|l i S $33,390 1

Tstalevelwages T

Viewing Candidate Totals and Area Distribution for Two Different Occupations

Candidates in Related Occupations table ranks related occupations by the number of candidates in the
workforce system. The table includes the median wage for each occupation. To sort by the median wage,
click the column heading.

e Click an Occupation link to open the corresponding occupation profile.
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Candidates in Related Occupations @ = A A 8

This section shows how many potential candidates in the workforce system were looking for work in
Tennessee in occupations related to Barbers on December 20, 2017.

Click a column title to sort.

*Related

Rank  Occupation Median Wage Candidates By

1 Cooks, Restaurant - $22,530 205 O*NET

2 Hairdressers, Hairstylists, and $24,130 53 O*NET
Cosmetologists & s #

3 Bakersy w $23,160 38 O*NET

4 Butchers and Meat Cutters# $28,760 33 O*NET

5 Library Assistants, Clericals s §25,730 32 O*NET

'? Tour Guides and Tennessee

escorts

Summary | Description | Jobs | C | Supply and Demand | Employers | Skills |
Education and Work Experience | Employment and Wages | Nature of the Work |

ob Requirements | Other

[ o

—— @ For help click +»—

Using an Occupation Link to Begin a New Profile Session

Supply and Demand

The Supply and Demand group displays specific data about the labor supply and market demand in the
selected area from U.S. Department of Labor Bureau of Labor Statistics.

e When viewing an occupation profile, click the Supply and Demand link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

£ Customize Report

Supply and Demand

& All Supply and Demand
Jobs and Candidates Available
Jobs and Candidates Area Distribution

Single or Multiple-Occupation Session

Occupation data in the Supply and Demand group include many categories also found in Area and Industry
profiles. Viewing all data on one page allows analysts to make a full assessment of an occupation and
discover new areas of inquiry.

The Jobs and Candidates Available table shows job openings advertised online together with candidates
available in the area, and then gives the ratio of candidates per job.

e Click a Job Openings link to view the jobs advertised for that occupation and area.
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Jobs and Candidates Available @ E A

This section shows the number of job openings advertised online, as well as potential
candidates in the workforce system in Tennessee for Dental Assistants and for the related
occupational group of Healthcare Support Occupations on December 20, 2017 (Jobs De-
duplication Level 2).

Occupation Job Openings Candidates Candidates per Job
Dental Assistants & 66 111 1.68
Healthcare Support Occupations 1486 1,996 1.34

| # IN DEMAND OCCUPATIONS

Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumeés in the workforce system.

Viewing Supply and Demand Data for a Single Occupation (Occupational Group Also Shows)

When comparing multiple occupations, the table aligns all selected occupations (up to 6) for easy
comparison.

e Click a Job Openings link to view the jobs advertised for that occupation and area.

Jobs and Candidates Available @ = A A

This section shows the number of job openings advertised online, as well as potential
candidates in the workforce system in Tennessee for the occupations selected on December 20
2017 (Jobs De-duplication Level 2).

Data Dental Assistants Massage Therapists Medical Assistants
Job Openings 66 36 256
Candidates 111 6 594
Candidates per Job 1.68 017 232

Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workforce system.

Comparing Ratio of Candidates per Job of Three Occupations

VOS Employer Services User Guide 12-67 VOS Sapphire 09/2021



() Geographic

gg!hllclsgl!g!‘ng Labor Market Information (LMI)

The Jobs and Candidates Area Distribution table ranks areas based on the ratio of candidates per job.
When comparing multiple occupations and viewing a Jobs and Candidates Distribution, some occupations
show extensive data while others have too little data to show (N/A).

Jobs and Candidates Area E d e A 6

Distribution @

This section shows the distribution of the potential candidates in the workforce system for the

occupations selected in Tennessee by counties on December 20, 2017 (Jobs De-duplication

Level 2).
Area Dental Assistants Massage Therapists Medical Assistants
Madison County 38.00 N/A 54.00
Sevier County 15.50 N/A 4900
Loudon County N/A N/A 48.00
Anderson County N/A N/A 44.00
Lincoln County N/A N/A 40.00
Giles County N/A N/A 31.00
Lawrence County N/A N/A 30.00
Dickson County 36.00 N/A 23.00
Franklin County N/A N/A 21.50
Hamblen County N/A N/A 19.50

Candidate Source: Individuals with active résumés in the workforce system. E E

Area Distribution Ranks Each Selected Occupation by Candidates per Job Ratio
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Employers

The Employers group counts and lists the employers with jobs advertised in the selected area that belong
to the occupation you selected.

e When viewing an occupation profile, click the Employers link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

¥ Customize Report -

Employers

¥ Employers by Number of Job Openings

" A

Single or Multiple-Occupation Session

Occupation data in the Employers group include a data category also found in Area profiles. Limiting data
to a single occupation allows analysts to make a full assessment of an occupation and discover new areas
of inquiry.

Employers by Number of Job Openings. Displays the total advertised job openings for the occupation.

e Click a Job Openings link to view the jobs advertised for that employer.

Employers by Number of Job = W A B
Openings @

This section shows the employers with the highest number of job openings advertised
online for Funeral Attendants in Tennessee on December 28, 2017 (Jobs De-duplication

Level 2).
Rank Employer Name Job Openings
1 StoneMor Partners, LP. 1

Source: Online advertized jobs data

Viewing Employer Data for a Single Occupation
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Skills

The Skills group displays data for advertised job skills, tools and technology, as well as typical job skills and
personal skills required (ranked out of 100) for the selected occupation.

e When viewing an occupation profile, click the Skills link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

£ Customize Report
|

Skills

M All Skills
M Advertised Job Skills
M Advertised Tools and Technelogy
M Typical Job Skills
¥ Personal Skills

\ J

Single or Multiple-Occupation Session

The Advertised Job Skills table shows the top advertised job skills found in job openings for the occupation.

e Click a Job Openings link to view the jobs that include the advertised job skill.

Advertised Job Skills @ ﬂ A A B

This section shows the top advertised detailed job skills found in job openings advertised online
for Funeral Attendants in Tennessee in January, 2016. (Jobs De-duplication Level 1)

Click a column title to sort.

Rank Advertised Detailed Job Skill Advertised Skill Group Job Opening Match Count

1  Beateam player Interperscnal skills

Ira

2 Positive attitude Interperscnal skills

Ira

Source: Online advertised jobs data

Reviewing Advertised Job Skills for an Occupation

The Advertised Tools and Technology table shows the top advertised tools and technologies found in job
openings for the occupation.

e Click a Job Openings link to view the jobs that include the advertised tool or technology.
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Advertised Tools and Technology @ H A A @

This section shows the top advertised detailed tools and technologies found in job openings advertised online
for Funeral Attendants in Tennessee in January, 2016. (Jobs De-duplication Level 1)

Click a column title to sort.

Advertised Detailed Tool or Advertised Tool and Job Opening Match

Rank Technology Technology Group Count
1 Hearse Limousines 2

2 Limousine Limousines 2

Reviewing Advertised Tools and Technology for an Occupation

Source: Online advertized jobs data

The Typical Job Skills table ranks the job skills associated with the occupation.

Typical Job Skills ® = [

This section shows the job skills that are related to Funeral Attendants.

Click a column title to sort.
Rank Typical Job Skills
1 Apply makeup to alter or enhance appearance
Embalm corpses

Greet customers, patrons, or visitors

P W a2

Maintain financial or account records

LN

Provide escort or transpertation
Provide patrons with directions to locales or attractions
Handle caskets

Provide counsel, comfort, or encouragement to individuals or families

7= - T =]

Assist patrons with entering or exiting vehicles or other forms of transportation

10 Prepare administrative documents

“

Reviewing Work Abilities and Drilling Down to See How Important for Occupation

The Personal Skills table ranks the personal skills that are most useful for the occupation.

e Click a Personal Skill link to drill down for the importance and level typically necessary for the
selected occupation.
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Personal Skill

Social
Perceptiveness
Service Orientation
Speaking
Active Listeni

Monitoring

Personal Skills column to view more detailed information.

R

Personal Skills @ = “ A
This section shows the personal skills that are most useful for Funeral Attendants. Click on a link in the
Rank by Importance (Out of
Skill Description 100)
Being aware of others' reactions and 63
understanding why they react as they do.
Actively looking for ways to help people. 60
Talking to others to convey information effectively. 60
Giving full attention to what other people are 53
saying, taking time to understand the points being
made, asking questions as appropriate, and not
interrupting at inappropriate times.
Importance of Active Listening skill for Funeral Attendants
Not Important Somewhat Important Very Important  Extremely Important
Important
+ - + - +
]

53%

Level of Active Listening skill typically necessary for Funeral Attendants

Take a customer's order Answer inquiries regarding credit  Preside as judge in a complex
references legal disagreement
+ + -
T
43%

This information is based on O*NET™ data. O*INET is a trademark registered to the
US. Department of Labor, 3y and Training

Reviewing Work Styles and Drilling Down to See Importance for Occupation
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Education and Work Experience

The Education and Work Experience option displays data such as typical education requirements; national
education, training and experience; education on jobs; education level of candidates; national education,
training, licensing and qualifications, local training programs, advertised job certification, and training
program completers.

e When viewing an occupation profile, click the Education and Work Experience link at the top of
the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

£ Customize Report

I
Education Data
[J Al Education Data

&4 Typical Education Requiremg \
[[] Required Level of Education
[] On The Job Training

[J On-Site or In-Plant Training

M Education Level of Jobs and
Candidates

M Education Training Programs
¥ Advertised Job Certifications
M Training Program Completers
[ National Education, Training,
Licensing and Qualifications

Work Experience Data
M All Work Experience Data
M Typical Work Experience
Requirements
[] Related Work Experience

[/ Work Experience of Jobs and
Candidates

Customizing Reports for a Single-Occupation Data Session

The Typical Education Requirements panel provides a narrative overview of the requirements.

Typical Education Requirements @

Cooks, Restaurant usually require at least Less than high school.
However, not all employers may make this a hiring requirement.
Source: This information is based on the BLS Cccupational Cutlook Handbook {OOH).

Reviewing Typical Education Requirements for the Occupation

The Required Level of Education table shows the results of a national survey listing the most common
education requirements for the occupation.
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The On the Job Training table shows the results of a national survey listing the most common lengths of
on-the-job training for the occupation.

On The Job Training @ E A A
This section shows the results of a national survey listing the most common lengths of on the job training for Cooks, Restaurant.
Rank On The Job Training Percentage of Respondents
1 Anything beyond short demonstration, up to and including 1 month 40.99%
2 Over 3 months, up to and including 6 months 32.37%
3 Over 1 month, up to and including 3 menths 15.31%
4 MNone or short demonstration 7.77%
5 Over 6 months, up to and including 1 year 1.78%
6 Over 2 years, up to and including 4 years 1.78%
Source: This information is based on O*NET™ data. O*™MET is a trademark registered to the U.S. Department of Labor, Employment and Training Administration. m E

Reviewing Survey Results Showing On-the-Job Training Expectations

The On-Site or In-Plant Training table shows the results of a national survey listing the most common
lengths of on-site or in-plant training for the occupation.

The Education Level of Jobs and Candidates table shows minimum education level requested by employers
and indicates the percentage of job openings that specified the requirement.

e Click a Job Openings link to view the jobs that specify the corresponding education level.

Education Level of Jobs and Candidates @ E A0 A

This section shows the minimum level of education requested by employers on job openings advertised online,
as well as the educational attainment of potential candidates in the workforce system that are looking for jobs
as Cooks, Restaurant in Tennessee on January 9, 2018. There were 224 job openings advertised online that did
not specify a minimum education requirement (Jobs De-duplication Level 2).

Rank Education Level Job Openings Percentage of Job Openings
1 Less than High 5chool 2 0.71%
2 Mo Minimum Education Requirement 23 8.19%
3 High 5chool Diploma or Equivalent 29 10.32%
4 1 Year of College or a Technical or Vocational School 1 0.36%
5 2 Years of College or a Technical or Vocational School ] N/A
3 3 Years of College or a Technical or Vocational School 0 NJ/A
7 Vocational School Certificate 0 N/A
8  Associate's Degree 2 0.71%
9 Bachelor's Degree 0 NJ/A
10 Not Specified 224 79.72%

Candidate SOLrcejo:d?\?:[l:sSllf;\n:;ﬁr‘:r;f::ﬁjeﬁ; f::;a'.vc’ldorce system. E

Comparing Education Levels of Advertised Jobs and Candidates for the Occupation

The Education Training Programs table lists the training programs in the area associated with the
occupation.

e Click a Provider Name link to view provider details including a list of all their programs.
e Click a Program Name link to view complete details of the program.

VOS Employer Services User Guide 12-74 VOS Sapphire 09/2021



r

A Geographic
JSolgtigns“’

geographicsolutions.com

Labor Market Information (LMI)

Education Training Programs @
This section shows the Education Training Programs for Cooks, Restaurant in Tennessee.

Provider Name Program Name Location Tuition Length wi

Tennessee Provider Services Chef School Nashville, TN $1,000 1 Semesters

Bachelors

Source: Integrated Postsecondary Education Data System

&

OA Eligible

o

Program Summary

To view a list of skills the student will obtain from attending this program, click the program title.

Chef School
Tennessee Provider Services

@GREEN JOB Training

Description:

Credential Attained:
Grievance Procedure:
Refund Policy:

A program that prepares individuals to provide professional chef and
related cooking services in restaurants and other commercial food
establishments. Includes instruction in recipe and menu planning,
preparing and cooking of foods, supervising and train

Program / Service Locations

Address(1):

Tennessee Provider Services - Primary
1812 Davidson

shville, TN - 37205
— T
e

[

Reviewing Training Providers and Programs Related to the Occupation

The Advertised Job Certifications table shows the top certification groups found in advertised job

openings.

e Click a Job Openings link to view the jobs that specify the corresponding certification.

Advertised Job Certifications @

This section shows the top advertised certification groups found in job openings advertised online for Cooks,
Restaurant in Tennessee in January, 2016. (Jobs De-duplication Level 1)

Rank  Advertised Certification Group
1 ServSafe Food Handler Certification
2 Advanced Cardiac Life Support
Certification (ACLS)
3 Certification in Cardiopulmonary
Resuscitation (CPR)
4 First Aid Certification

5 Pediatric Advanced Life Support (PALS)

6 Basic Life Support (BLS) Certification

Advertised Certification Sub-
Category

Food Preparation and Cooking

MNursing

Nursing

Medical Treatment and Therapy
Medical Treatment and Therapy

Medical Treatment and Therapy

Job Opening Match Count

Ira

1=

1=

=

b=t

1
20

Source: Online advertised jobs data

Reviewing Advertised Cetrtifications for the Occupation

The Training Program Completers table shows the number of individuals who have completed training

programs related to the occupation.

e Click a Training Program link to view complete details of the program
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Training Program Completers @ E A A
This section shows training program completers in 2015 for Cooks, Restaurant in Tennessee.
Rank Training Program / Completer Type Completers
1 Cooking and Related Culinary Arts, General 80

Postsec, Awards/Cert/Diplomas; 1-2 yrs.

2 Culinary Arts/Chef Trainin 58

Associate's Degree

3 Culinary Arts/Chef Trainin 56
Postsec, Awards/Cert/Diplomas; 1-2 yrs.

4 Culinary Arts/Chef Trainin 29
Postsec, Awards/Cert/Diplomas; <1 yr,

5 Cooking and Related Culinary Arts, General 14
Postsec, Awards/Cert/Diplomas; <1 yr,

Source: Integrated Postsecondary Education Data System E

Reviewing Advertised Certifications for the Occupation

The National Education, Training, Licensing and Qualifications panel provides a narrative overview from
the Bureau of Labor Statistics Occupational Outlook Handbook. This panel describes the education,
training, work experience, advancement, and important worker qualities associated with the occupation.

The Typical Work Experience Requirements panel provides a narrative overview of the requirements.

Typical Work Experience
Requirements @

Employees in these occupations need anywhere from a few months
to one year of working with experienced employees. A recognized
apprenticeship program may be associated with these occupations.

Source: This information is based on O*NET™ data. O*NET is a trademark registered to the U.S.
Department of Labor, Employment and Training Administration.

Reviewing Typical Work Experience Requirements for the Occupation

The Related Work Experience Requirements table shows the results of a national survey listing the
minimum work experience expectations for the occupation.

The Work Experience of Jobs and Candidates table shows minimum work experience requested by
employers and indicates the percentage of job openings that specified the requirement.

e Click a Job Openings link to view the jobs that specify the corresponding work experience level.
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Work Experience of Jobs and Candidates @ = A A
This section shows the minimum required work experience requested by employers on job openings
advertised online, as well as the experience level of paotential candidates in the workforce system that are
looking for jobs as Cooks, Restaurant in Tennessee on January 9, 2018. There were 223 job openings
advertised online that did not specify a minimum experience requirement {(Jobs De-duplication Level 2).

Percentage Percentage

Job of Job Potential of Potential

Rank Experience Openings Openings Candidates Candidates
1 Mot Specified 223 79.36% 0 MNSA
2 Entry Level 24 8.54% 0 MNJ/A
3 Less than 1 year 16 5.69% 18 8.78%
4 1 Year to 2 Years 16 5.69% 10 4.88%
5 2 Years to 5 Years 2 0.71% 41 20.00%
6 5 Years to 10 Years 0 M/A 50 24.39%
7 More than 10 Years 0 M/A 86 41.95%

Job Source: Online advertised jobs data
Candidate Source: Individuals with active résumés in the workforce system. E E

Comparing Work Experience Levels of Advertised Jobs and Candidates for the Occupation

__-f“‘ff_

Wages

[ Al Wages
™ Employment Wage Statistics
[/ Wage Rates on Advertised Jobs
[/ Desired Salary of Available Candidates
/| Wage Rates Area Distribution
M Wage Rates in Related Occupations
[V Wage Rates by Industry
[] National Earnings Data Summary

Largest Industries
M Industries by Employment
Employment & Future Employment Outlook
M All Employment & Future Employment Outlook
¥ Occupational Employment & Future Employment Outlook
[Vl Employment Data Area Distribution
M Employment Data in Related Occupations

Projected Annual Openings
M Al Projected Annual Openings
M Projected Annual Openings
[ Projected Annual Openings Area Distribution
[/ Projected Annual Openings in Related Occupations

Customizing a Single-Occupation Session

Employment and Wages

The Employment and Wages option displays occupation wage data such as employment wage statistics,
wage rates on jobs, desired salary of candidates, wage distribution, wages in related occupations, wages

VOS Employer Services User Guide 12-77 VOS Sapphire 09/2021



() Geographic

§g!hllclssl!81!1n§ Labor Market Information (LMI)

by industry, and national earnings summary. This option also displays employment data such as industries
by employment, occupational employment and future outlook, employment distribution, and employment
in related occupations. Projected data displayed includes long-term projected annual openings, and
annual openings in the selected area and in related occupations.

e When viewing an occupation profile, click the Employment and Wages link at the top of the
page.
To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

The Employment Wage Statistics table shows the estimated annual and hourly wage for entry level,
median and experienced workers in the occupation.

Employment Wage Statistics @ ﬂ A A ®

This section shows the estimated employment wage statistics for individuals in Tennessee employed for
Funeral Attendants in 2016,

Click a column title to sart.

Rate Type / Statistical Type Entry level Median Experienced
Annual wage or salary $17.910 $24 560 $29,930
Hourly wage $8.61 $11.81 $14.39

Source: TH Dept of Labor & Workforce Dev, Div Emp Sec, LMD
The meadian wage is the astimated 50th percentile; 50 percent of workers in an occupation eam less than the medizn wage, and 50 percent eam maore
than the median wage. Entry level and Experisnced wage rates reprezent the means of the lowsr 1,3 and upper 23 of the wage diztibution,
respactively. Data is from an annual survey.

Reviewing Employment Wage Statistics as an Occupation Profile

The Wage Rates on Advertised Jobs table breaks down the available wage data on jobs advertised online
for the occupation.

e Click the Job Openings link in the heading to view the jobs associated with the occupation.

Wage Rates on Advertised Jobs @ ﬂ A A B

This section shows a statistical breakdown of available wage data on the 15 job openings advertised
online for Hotel, Motel, and Resort Desk Clerks in Tennessee that posted a salary on December 28,

2017.
Rate Type / Statistical Type Entry Level Median Experienced
Annual wage or salary MA $19.240 Y
Hourly Wage N/A $9.25 M/A

Source: Online advertised jobs data

Mote: Thits information is based on actual job orders and is not based on a statistically valid labor market survey. Hourly wage rate caloulations
in this sactiom assume a 40 hour work wesk.

Viewing Employment Wage Statistics as an Occupation Profile
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The Desired Salary of Available Candidates table shows the desired salary of potential candidates for the
occupation in the workforce system.

Desired Salary of Available Candidates @ H Hl A

This section shows the desired salary of potential candidates in the workforce system that are looking

for jobs as Hotel, Motel, and Resort Desk Clerks in Tennessee on December 28, 2017,

Rank Desired Salary Potential Candidates Percentage of Potential Candidates
1 Mot Specified 19 14.73%
2 $5,000 - $19,999 14 10.85%
3 $20,000 - $34,959 a0 69.77%
4 $33,000 - $49,990 5 3.88%
5 $50,000 - 64,900 1 0.78%

Reviewing Salary Expectations of Potential Candidates for the Occupation

Sowrce: Individuals with active résumés in the workforce system.

The Wage Rates Area Distribution table shows the estimated annual and hourly wage for entry level,
median and experienced workers in the occupation.

Employment Wage Statistics @ ﬂ A4 A ®

This section shows the estimated employment wage statistics for individuals in Tennessee employed for
Funeral Attendants in 2016,

Click a column title to sart.

Rate Type / Statistical Type Entry level Median Experienced
Annual wage or salary $£17.910 424,560 $29,930
Hourly wage $8.61 $11.81 £14.39

Source: TH Dept of Labor & Workforce Dev, Div Emp Sec, LMD
The median wage is the estimated 50th percentile; 50 percent of workers in an occupation eam less than the medizn wags, and 50 percent eam more
than the median wage. Entry level and Experisnced wage rates reprezent the means of the lowsr 1,3 and upper 23 of the wage distibution,
respactivaly. Datz is from an annuzl survey.

Viewing Employment Wage Statistics as an Occupation Profile

The Wage Rates in Related Occupations table shows median annual rates for occupations in the same
occupational family.

e Click an Occupation link to open the corresponding occupation profile.
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Wage Rates in Related Occupations @ ﬂ H A B
This section shows a comparison of 2016 median annual rates for occupations that are in the same
occupational family as Funeral Attendants for Tennessee.
Click a column title to sort
*Related
Rank Occupation Median By
1 Embalmers« $34.800 50C4
2 Bailiffs w4 $32730 O*MNET
3 Shampooers+ £31,850 O*NET
4 Couriers and Messengers« » » £30170 O*MET
5 Costume Attendantss « £28,640 O*MNET
6 Crossing Guards 528110 O*MET
7 Library Assistants, Clericals $25,730 O*MNET
a8 Funeral Attendants & $24 560 SR
] Stock Clerks, Sales Floor ### £23 380 O*MET
Flight Attendants §22,160 O*MET

Reviewing Wage Rates in Related Occupations

The Employment Wage Statistics table shows the estimated annual and hourly wage for entry level,
median and experienced workers in the occupation.

Employment Wage Statistics @ ﬂ A A @

This section shows the estimated employment wage statistics for individuals in Tennessee employed for
Funeral Attendants in 2016,

Click a column title to sart.

Rate Type [ Statistical Type Entry level Median  Experienced
Annual wage or salary £17.010 $24 560 $209,930
Hourly wage $8.61 $11.81 £14.39

Source: TH Dept of Labor & Workforce Dev, Div Emp Sec, LMD
The rredian wage is the estimated 50th perczntile 50 percent of workers in an occupation eam less than the medizn wags, and 50 percent eam maore
than the median wage. Entry level and Experisnced wage rates reprezent the means of the lowsr 13 and upper /73 of the wage distibution,
respactively. Data is from an annual survey.

Viewing Employment Wage Statistics as an Occupation Profile
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The National Earnings Data Summary panel provides a narrative overview from the Bureau of Labor
Statistics Occupational Outlook Handbook. The panel shows a complete earnings summary for the
occupation at the national level.

National Earnings Data Summary

Registered Nurses ] ]
In May 2015, the median annual wages for registered nurses

Median annual wages, May 2015 in the top industries in which they worked were as follows:
Health diagnosing and treating practitioners Government $72,100

$76.760 Hospitals; state, local, and private 69,510

Registered nurses Home healthcare services 63,840

$67,490 Offices of physicians 60,820

Nursing and residential care facilities 60,370
Total, all occupations
$36,200 Employers may offer flexible work schedules, childcare,

. ) . . educational benefits, and bonuses.
Note: All Occupations includes all occupations in the U.S.

Economy. Because patients in hospitals and nursing care facilities need
Source: U.S. Bureau of Labor Statistics, Occupational round-the-clock care, nurses in these settings usually work in
Employment Statistics shifts, covering all 24 hours. They may work nights,

weekends, and holidays. They may be on call, which means
that they are on duty and must be available to work on short
notice. Nurses who work in offices, schools, and other places
that do not provide 24-hour care are more likely to work
regular business hours.

The median annual wage for registered nurses was $67,490
in May 2015. The median wage is the wage at which half the
workers in an occupation earned more than that amount and
half earned less. The lowest 10 percent earned less than
$46,360, and the highest 10 percent earned more than

|$11 20— In 2014, about 1 out of 6 registered nurses worked part time.
TR e i Source: U.S. Department of Labor Bureau of Labor Statistics

Reviewing National Earnings Summary for an Occupation Profile

The Industries by Employment table lists the industries that employed the highest number of workers in
the occupation in the area.

e Click an Industry Title link to open the corresponding industry profile.

Industries by Employment @ E A A ©
This section shows the industries that employed the highest number of Registered Nurses (no data availab
for Acute Care Nurses) in Tennessee in 2014.
Estimated
Number of
Registered
Nurses Percent of Total
Rank Industry Title Employed Employment
1 General Medical and Surgical Hospitals 33,960 61.24%
2 Home Health Care Services 3,540 6.38%
3 Offices of Physicians 2,450 4.42%
4 Outpatient Care Centers 2,440 4.40%
5 Nursing Care Facilities (Skilled Nursing Facilities) 2,180 3.92%
6 Management of Companies and Enterprises 900 1.62%
760 1.36

Reviewing Industries Employing Workers in the Occupation
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The Occupational Employment & Future Employment Outlook table shows the long-term employment
projections for the occupation.

Outlook @

Care Nurses) in Tennessee.

Occupational Employment & Future Employment E A

This section shows the long term employment projections for Registered Nurses (no data available for Acute

Total 2014- 2014-2024

2014 2024 2024 Annual Avg.

Estimated Projected Employment Percent

Occupation Employment Employment Change Change
Registered Nurses 55,450 69,090 13,640 2.20%
Total All 3,032,960 3,432,960 400,000 1.20%

(&~ ]3]

Source: Occupational Employment Projections

Reviewing Long-Term Employment Projections for the Occupation

The Employment Data Area Distribution table shows the area distribution of the estimated employment
for the occupation.

e Click the Tool icon to change the area type or data item displayed.

e Click an Area link to change the area selection for the occupation profile.
Employment Data

E 4 0 A ©
Area Distribution

This section shows the distribution of the 2014 estimated N
employment for Registered Nurses (no data available for Acute Care K le
Nurses) in Tennessee by workforce development region.

Rank Area 2014 Estimated Employment
1 LWDA9 13,290 Greenville
2 LWDA13 10,430 Estimated Employment
- s w | N (DD e ez
4 LWDA3 5,670 1,101 - 1,801 - 3,501 - 4,751 - 6,411-  10,430- NIA
S LWDA1 2750 1,800 3,500 4,750 6,410 10,430 13,290

T T 350 =20

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

Reviewing Employment Distribution by Area for the Occupation

The Employment Data in Related Occupations table shows the 2014 Estimated Employmentin in the area
for related occupations.

e Click an Occupation link to open the corresponding occupation profile.
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Employment Data in Related Occupations E d A w
This section shows the 2014 Estimated Employment in Tennessee for occupations related to Acute Care
Nurses.

2014 Estimated *Related

Rank Occupation Employment By

1 Critical Care Nurses ## ### 55,450 O*NET

2 Registered Nurses  # # # # 55,450 O*NET

3 Licensed Practical and Licensed Vocational Nurses 23,080 O*NET
ok

4 Medical Assistants - # & & # 14,100 O*NET

5 Emergency Medical Technicians and Paramedics 8,060 O*NET
*hkk

6 Radiologic Technologists# # # # 5,680 O*NET

7 First-Line Supervisors of Personal Service Workers 4,160 O*NET
ok k

8 Respiratory Therapists # # # # 3,320 O*NET

9 C i tion Teachers, Secondar: 3,140 O*NET

Reviewing Employment Estimates for Related Occupations

The Projected Annual Openings table shows the long term projected annual openings for the occupation.

Projected Annual Openings @ = A

This section shows the long term projected annual openings for Registered Nurses (no data available for
Acute Care Nurses) in Tennessee from 2014 to 2024.

Annual

Annual Average

Total Annual Average Openings Due

Average Openings Due to

Occupation Openings to Growth Replacement
Registered Nurses 2,440 1,365 1,075
Healthcare Practitioners and Technical 8,825 4,975 3,850

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

Reviewing Projected Annual Openings for the Occupation
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The Projected Annual Openings Area Distribution table shows the area distribution of the total annual
average openings for the occupation over a ten-year period.

The Projected Annual Openings in Related Occupations shows the projected total annual average openings
in the area for related occupations over a ten-year period.

£ Customize Report

ot
Work Activities
¥ Work Activities

Tasks
M Tasks

Working Conditions
M All Working Conditions
& National Working Conditions
™ Typical Work Conditions
Work Values & Needs
¥ Work Values and Needs
Tools and Technologies
M All Tools and Technologies
™ Typical Tools
Typical Technology

J

Single or Multiple-Occupation Session

Nature of the Work

The Nature of the Work group describes the occupation giving a detailed assessment of the typical
activities, tasks, working conditions, work values and needs, and tools and technologies.

e When viewing an occupation profile, click the Nature of the Work link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

Occupation data in the Nature of the Work group is only found in Occupation profiles. The relevance
rankings for activities, tasks, etc., allow analysts to make a full assessment of an occupation and discover
new areas of inquiry.

The Work Activities table ranks the most common activities associated with the occupation in order of
importance.

e Click a Work Activity link to drill down for the importance and level typically necessary for the
selected occupation.

VOS Employer Services User Guide 12-84 VOS Sapphire 09/2021



[ Geographic
JSolgtignsﬁ

geographicsolutions.com Labor Market /nformation (LM/)

Work Activities © B
This section shows the most common work activities required by Funeral Attendants in order of
importance. Click on a link in the Work Activity column to view more detailed information.

Click a column title to sort.

Rank by Importance (Out

Work Activity Work Activity Description of 100)
Performing for or Working Performing for people or dealing 86
Directly with the Public directly with the public. This includes
serving custd
stores, and ri Importance of Assisting and Caring for Others work activity for Funeral

Attendants

Providing pe
attention, en
personal care
coworkers, ¢

Providing personal assistance, medical attention, emotional support, or other personal
care to others such as coworkers, customers, or patients.

S 3 Z Somewhat Extremely
Getting Information Observing, re Not Important Important Very Important
T s Important Important
gbtain f
+ - - - -
L
Identifying Objects, Actions 86%

and Events estimating, r
similarities, a
circumstance

Level of Assisting and Caring for Others typically necessary for Funeral
Attendants

)

Commumcamgmrnﬂetsms Comn'ltum.cat E 2 Care for seriously injured
Qutside Organization organization Help a cowo,-ll(er complete  Assista st-randed t!aveler in T
organization an assignment finding lodging room
government, & + +
soures. THis L |

80%

| — T

Reviewing Work Activities for the Occupation and Drilling Down to See Details
The Tasks table ranks the most common tasks associated with the occupation in order of importance.

e Click a Task link to drill down for the frequency, importance, and relevance of the task for the
selected occupation.
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Tasks @ = A0 A

This section shows the most common tasks required by Funeral Attendants in order of importance. Click on a link
in the Task column to view more detailed information.

Click a colurmn tiile to sort,

Task Rank by Importance (Out of
Tasks Description 100)
Core 90
Core 89
=D \

planned.

Task: Greet people at the funeral home.
Transport the deceased to the funeral home.

Direct or escort mourners to parlors or chapels in whid
wakes or funerals are being held.

Frequency

Frequently  Tesks that are performed daily, ~ Smmm—

Close caskets at appropriate point in services. Core several times a day, hourly or
r S S ~— more.
Occasionally  Tasks that are performed at =

P
least once a month and up to %

more than once a week

Rarely Tasks that are performed once a ;%
year or more.

Importance

Task Importance

Type
-_—-—-——

Core %0

Relevance

Task Relevance

Type

Core

100

This information is based on O"NET™ data. O"NET is a trademar: registered to the
US. Deparmment of Lasor. Employment and Training Adwinictration

Reviewing Tasks for the Occupation and Drilling Down to See Details

The National Working Conditions panel provides a narrative overview from the Bureau of Labor Statistics
Occupational Outlook Handbook. The panel includes sections on general working conditions, injuries and
illnesses, and work schedules associated with the occupation.

The Typical Work Conditions table lists in order of importance the most common working conditions
associated with the occupation. The information is based on O*NET data.

The Work Values and Needs table lists in order of extent the most common work values associated with
the occupation. Each value is described in detail. The information is based on O*NET data.

The Typical Tools table lists the tools and tool groups most commonly associated with the occupation. The
information is based on O*NET data.

The Typical Technology table lists the technology and technology groups most commonly associated with
the occupation. The information is based on O*NET data.

VOS Employer Services User Guide 12-86 VOS Sapphire 09/2021



r

) Geographic
JSolgtit}:ﬁ)ns®

geographicsolutions.com Labor Market /nformation (LM/)

£+ Customize Report

Licensing Information

Licensing Information
Knowledge Required
Typical Knowledge Categories
Abilities Required

M Typical Work Abilities Required
Work Interests

M Typical Work Interests

Work Styles
M Typical Work Styles

Single or Multiple-Occupation Session
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Job Requirements

The Job Requirements group displays license information, typical knowledge, typical work abilities
required, and typical work interests and work styles.

e When viewing an occupation profile, click the Job Requirements link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

The Licensing Information table lists the licensed occupations associated with the occupation, if any.

e Click a Licensed Occupation link to drill down for a complete description of the licensure,
including the licensing authority and the number of licenses issued.

Licensing Information @ ﬂ A

Board of Funeral Directors Department of Commerce

This section shows licenses that may be required for Funeral Attendants in Tennessee. Click on| i‘gen(y' & Embalmers I

the link for the occupation you're interested in to view more information on how to attain a

license. Davy Crockett Tower 2d Floor
Arkdress: 500 James Robertson Plwy
Licensed Occupation Nashville, TN 37243

FUNERAL DIRECTOR APPRENTICESHIP/EMBALMER APPRENTICE/STUDENT Telephone:(613) 741-2378

Licenses Issued

The table below shows a history of the active licenses for
FUNERAL DIRECTOR APPRENTICESHIP/EMBALMER
APPRENTICE/STUDENT in Tennessee.

Year Period Licenses Issued
v

Source: State of Tennessee Licensing Agencies

2015 Annual 438

Licensing Description

FUNERAL DIRECTOR APPRENTICESHIP/EMBALMER
APPRENTICE/STUDENT

An apprentice funeral director is a registered individual who

specializes in assisting the funeral director or embalmer in all
aspects associated with funeral services. An apprentice may
assist a funeral director with:

6 Support to the bereaved during initial stages of their grief
& Arrang_gments a__rl:igirecticn of funeral services

| Lam w:ﬁdeath ﬁ_,,r-/"f

Reviewing Details of Licensure for a Specific Occupation

The Typical Knowledge Categories table ranks the most common knowledge categories in order of
importance. The information is based on O*NET data.

e Click a Knowledge Category link to drill down for the importance and level typically necessary for
the selected occupation.
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Typical Knowledge Categories @ H A

This section shows the most common knowledge categories required by Funeral Attendants in order of
importance. Click on a link in the Knowledge Category column to view more detailed information.

Click a column title to sort.

Knowledge Rank by Importance (Out of
Category Knowledge Category Description 100)
Customer and Knowledge of principles and processes for 77
Personal Service providing customer and personal services. This

includes customer needs assessment, meeting
quality standards for services, and evaluation of
customer satisfaction.

English Language Knowledge of the structure and content of the 59

Importance of Public Safety and Security knowledge for Funeral Attendants

Knowledge of relevant equipment, policies, procedures, and strategies to promote effective local, state,
or national security operations for the protection of people, data, property, and institutions.

Public Safety and

Security
Not Important Somewhat Important Very Important Extremely
Important Important
| ] + . + - v
T
46%

Level of Public Safety and Security typically necessary for Funeral Attendants

Use a seatbelt Inspect a building site for safety = Command a military operation
viclations
+ - -
O
36%

This information is based an O"NET™ data. O*NET & @ trademark registered to the
U.S. Department of Labor, Employment and Training Administration.

Reviewing Knowledge Categories and Drilling Down to See How Important for Occupation

The Typical Work Abilities Required table ranks the most common work abilities in order of importance.
The information is based on O*NET data.

e Click a Work Ability link to drill down for the importance and level typically necessary for the
selected occupation.

VOS Employer Services User Guide 12-89 VOS Sapphire 09/2021



Geographic

- ®
gsg!hu!:ulg“sm Labor Market Information (LMI)

Typical Work Abilities Required @ H a4 A

This section shows the results of a national survey listing the most common work abilities required by
Funeral Attendants in order of importance. Click on a link in the Work Ability column to view more
detailed information.

Rank by Importance (Out

Work Ability Work Ability Description of 100)
Oral The ability to listen to and understand information 60
Comprehension and ideas presented through spoken words and

sentences.
Qral Expression  The ability to communicate information and ideas 60

in speaking so others will understand.

Importance of Trunk Strength work ability for Funeral Attendants

Speech T
Recognition 3l

The ability to use your abdominal and lower back muscles to support part of the body repeatedly or
continuously over time without ‘giving out’ or fatiguing.

Speec

Not Important Somewhat Important Very Important  Extremely Important
Important
+ + + + -
e
40%

Level of Trunk Strength typically necessary for Funeral Attendants

Sit up in an office chair Shovel snow for half an hour Do 100 sit-ups
+ v -
]
39%

This information is based on O"NET™ data. O*NET is a trademark registered to the
U.S. Department of Labor, Employment and Training Administration.

Reviewing Work Abilities and Drilling Down to See How Important for Occupation
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The Typical Work Interests table ranks the most common work interests in order of importance. The
information is based on O*NET data.

Typical Work Interests @ B LA
This section shows the results of a national survey listing the most common work interests for Funeral
Attendants in order of importance.
Work Rank by Importance (Out
Interest Work Interest Description of 100)
Social Social occupations frequently invelve working with, 89
communicating with, and teaching people. These
occupations often involve helping or providing service
to others,
Realistic Realistic occupations frequently involve work activities 56
that include practical, hands-on problems and solutions,
They often deal with plants, animals, and real-world
materials like wood, tocls, and machinery. Many of the
occupations require working outside, and do not involve
a lot of paperwork or working closely with athers,
Enterprising  Enterprising occupations frequently involve starting up 58
and carrying out projects. These occupations can
invohve leading people and making many decisions.
Sometimes they require risk taking and often deal with
business.
Conventicnal  Conventional occupations frequently involve following 28
set procedures and routines. These occupations can
include working with data and details more than with
ideas. Usually there is a clear line of authority to follow.
Source: This information is based on O*NET™ datz J*MET is a trademark registerad to the ULE. Department of Labor, Employment and Training
Administration.

Reviewing Work Interests Typically Associated with an Occupation

The Typical Work Styles table ranks the most common work styles in order of importance. The
information is based on O*NET data.

e Click a Work Style link to drill down for the importance for the selected occupation.

VOS Employer Services User Guide

12-91

VOS Sapphire 09/2021



P

) Geographic

= ®
gg!hﬂg!gﬂg Labor Market Information (LMI)
Typical Work Styles @ E “ A

This section shows the most common work styles required by Funeral Attendants in order of importance.
Click on a link in the Work Style column to view more detailed information.

Click a column title te sort.

Rank by Importance (Out

Work Style Work Style Description of 100)
Integrity Job requires being honest and ethical. 89
Dependability Job requires being reliable, responsible, and 86

dependable, and fulfilling obligations.

Concern for Others  Job requires being sensitive to others' needs 83
and feelings and being understanding and

helnful an the iob.

Importance of Concern for Others work style for Funeral Attendants

Job requires being sensitive to others' needs and feelings and being understanding and helpful on the
job.

Somewhat Extremely
Not Important Important Very Important
Important Important
Cooperation + - + - -
-_----------
83%

[

This information is based on O°NET™ data. O*NET is a trademark registered to the
U.S. Department of Labor, Employment and Training Administration.

Reviewing Work Styles and Drilling Down to See Importance for Occupation

Other Information
The Other Information option displays related occupations, occupational videos, and the career ladder.
e When viewing an occupation profile, click the Other Information link at the top of the page.

To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-occupation data sessions.

£ Customize Report

Related Occupations
M Related Occupations

Occupational Videos
™ Occupational Video

Career Ladder
M Career Ladder

Single or Multiple-Occupation Session
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Related Occupations

The Related Occupations table shows similar occupations based on knowledge areas, skills, abilities, work
environment, and work activities. Using the table, users can discover how the skills they already possess
can be used in a different field.

e Click a Related Occupation link to open the corresponding occupation profile.

Related Occupations @
This section shows a list of occupations related to Registered Nurses. Click an occupation title to see more
information about that occupation.

Related *Related
QOccupations Duties By
Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as heart ~ O*NET
e e A e & attacks, respiratory distress syndrome, or shock. May care for pre- and post-

operative patients or perform advanced, invasive diagnostic or therapeutic

procedures.
Athletic Trainers Evaluate and advise individuals to assist recovery from or avoid athletic-related =~ O*NET
ki injuries or ilinesses, or maintain peak physical fitness. May provide first aid or

emergency care.

Cardiovascular Conduct tests on pulmonary or cardiovascular systems of patients for diagnostic O*NET
Technologists and purposes. May conduct or assist in electrocardiograms, cardiac catheterizations,
Technicians pulmonary functions, lung capacity, and similar tests. Includes vascular

e Aok technologists.

iacriti oronary care uni

Related Occupations Screen
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Occupational Videos

The Occupational Videos table provides the opportunity to see an example of your chosen occupation in
action. If there is no video for this occupation, you will receive a message box stating a video is not
available.

Occupational Video @

This section shows the links to videos for Actuaries. To
view a video, click an available link.  |Step 1 - Installation @

If you do not have the latest version of the Microsoft
Actuaries Windows Media Player on your computer click this
button to download the software from Microsoft's
web site.

View Actuaries video options.

FREE

-/ Windows
& Media Player

Step 2 - Choose Video Type and Your Speed @
Click one of these buttons to select the type of video
and the speed of your Internet connection:

O English - Closed Captioned (fast connection)

O English - Uncaptioned Dial up (slow connection)
® English - Uncaptioned Broadband T1, LAN
Connection, Cable, or DSL (fast connection)

O Spanish - Uncaptioned Dial up (slow connection)
O Spanish - Uncaptioned Broadband T1, LAN
Connection, Cable, or DSL (fast connection)

Step 3 - Play the Video @
Click this button to play the video.

Viewing an On-Screen Video Included in the Occupation Profile

Follow the instructions displayed for playing the video. With installed video player, you can choose video
speed and play the video. Otherwise, use the instructions provided on the screen to install Windows
Media Player, choose the video type and speed, and click the Play Video button.

e |n Step 1, if you click the Windows Media Player button and the application has already been
installed, the system will install the player again.

e In Step 2, if you do not know the speed of your Internet connection, ask a staff member for
assistance.

e In Step 3, the video will play in a separate window. When finished, you may close the window
by clicking the Close button in the top right corner of the window.
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If there is no video for this occupation, you will receive a message stating a video is not available, along
with a link to Display All Occupational Videos. Browse the video titles using the Letter links to jump
through the alphabetical listing.

Available Occupational Videos 5

You may filter the available occupational video list by the first letter by clicking on a letter

Occupation Title Occupation Description

Accountants and Examine, analyze, and interpret accounting records to Yes
Auditors prepare financial statements, give advice, or audit and

evaluate statements prepared by others. Install or advise

on systems of recording costs or other financial and

budgetary data.

Actors Play parts in stage, television, radio, video, mation No
picture productions, or other settings for entertainment,
information, or instruction. Interpret serious or comic
role by speech, gesture, and body movement to
entertain or inform audience. May dance and sing.

Actuaries Analyze statistical data, such as mortality, accident, Yes
sickness, disability, and retirement rates and construct
probability tables to forecast risk and liability for
payment of future benefits. May ascertain insurance rates
required and cash reserves necessary to ensure payment
of future benefits.

Viewing a List of All Occupational Videos Available

Career Ladders

Career ladders help people learn about the job options that are available as they progress through a
career. Career ladders consist of a group of related jobs that comprise a career, and represent the job
progression of workers within a career. They also provide detailed descriptions of the jobs, and the
experiences that facilitate movement between jobs.

Career ladders display only vertical (upwards or downwards) movement between jobs and can be used in
a variety of ways. For example, employers can use career ladders to:
e Attractindividuals to an industry by showing potential career progression beyond entry points,
e Focus workforce development efforts,
e Show workers how different jobs interconnect within careers in an industry, and
e Inform workers about the training, education, and developmental experiences that would
enable them to accomplish their career objectives.
There are several ways to view the career ladder information.

e View the Career Ladder table when viewing an occupation profile.

e Access the Visual Career Ladder with extensive interactive features.
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The Career Ladder table shows how people in the chosen occupation climb the career ladder, by showing
the occupations that jobseekers have moved into after this occupation.

Click an Occupation Title link to open the corresponding occupation profile.

Career Ladder @

This section shows the top 10 occupations and the corresponding individuals in the workforce system
who were previously Registered Nurses and have changed their occupation over the last 5 years.

Occupation Title
Nurse Practitioners & # # & & #

Medical and Health Services Managers - # # ## #

Nursing Instructors and Teachers, Postsecondary# # # #

Licensed Practical and Licensed Vocational Nurses: #+# ##

Managers, All Other« s ##
Acute Care Nurses ## a#
Critical Care Nurses - #####

Customer Service Representatives o ## # #

Cashiers = ##

Nursing Assistants & # # #

Number of Percentage of
Individuals that Individuals that
Moved Moved
370 23.11%

330 20.61%

150 9.37%

140 8.74%

125 7.81%

125 7.81%

97 6.06%

93 5.81%

92 575%

79 4.93%

| # IN DEMAND OCCUPATIONS

Source: Individuals with active résumés in the workforce system.

A o

=20

Viewing the Career Ladder Table

The Visual Career Ladder includes several interactive features allowing users to change the data to display
for each occupation, and to turn the ladder upside-down to see which occupations individuals typically
have prior to entering the selected occupation.

Click Go to the Visual Career Ladder for (Selected Occupation) link that displays below the
Career Ladder table of the occupation profile.
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Tabular Career Ladder - Labor Market Information
Tabular Career Ladder - Education Information
Visual Career Ladder - % Moved

Area (click to change): Tennessee
O _moved to

Data to Display :IlVisual Career Ladder - % MDved]

Show the occupations that Registered Nurses:
I@ came frornl
<

\' Visual Career Ladder - Average Annual Openings

Visual Career Ladder - Numbers that moved
Visual Career Ladder - Job Openings
Visual Career Ladder - Median Wage

F e Pz P PP bR b
3 E i s g 8 g g
i ] 3 (] = 3 u 3, 3
% 2 R @ '% ® 2 ]
0 o K -] X
z ) & 5' = g g
£ E g 7 ] P &
2 5 g : : P

17% 25% 13% 11% 35% 10% 14% 19% 11%

LS LS L | | L “ -

——

Licensed Practical

Nursing Assistants and Licensed
Vocational Nurses

Use the Career Ladder
in two directions while
choosing the data you
wish to display.

v

Medical and Health
Services Managers

N ——

v

Career Ladder data represents the career movements of an aggregate of individuals with
résumés posted in the workforce system nationally.

Viewing the Complete Career Ladder and Setting Data and Display Options
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Education Profiles

Compiling information from multiple sources, the system provides a complete statistical profile of a
selected education program. Most programs are associated with a Classification of Instructional Programs
(CIP) code, which aggregate college majors, allowing for a systematic description of instructional activity.

e Select Labor Market Services ERIEducation Profile from the Navigation menu or Directory of
Services.

Select an Education Program

For most Educational Profile data sessions, you must first identify a program, or multiple programs when
using the comparison feature. For some data sessions, you will search for a training provider.

Programs Programs Program Programs
by Keyword by Program Listing by Program
Area Code

Area (click to change): Tennessee

Search for an education program by keyword(s)

Type your keywords in the box and click the Search

button. (e.g. Accounting) Search for an education program by keyword(s) ~
[4] Keyword Search Options Here is a list of education programs that matched your keyword search. Education
Inursing programs are ranked based on how well they matched the keyword. The table below also
indicates whether the keyword was found in the title or description of each education
program.
You may click on the matched indicator in the Education Program Description column to
view the corresponding matches. To select an education program, click on its title.
Education Program Education Education
Program Title Program
Description
Family Practice Nurse/Nursing (513805) (V] (V)
Geriatric Nurse/Nursing (513821) (V] ()
Once you select a program link, 75%  Nursing Administration (513802) (7] (]
your single-program data session
beginsg Using the area disp]ayed_ 75% Nursing Assistant/Aide and Patient Care (7] <
Assistant/Aide (513902)
H»?S% Nursing Education (513817) (7] (7]
— Siiar T = ———_\‘H_ 7ij R

Selecting a Program Using a Keyword Search

The education program you select will display at the top of each Education Profile page. The current
Program link will allow you to select a new program for the data session. The current Area link will allow
you to select a new area for the data session. The Compare links, when available, will allow you select
multiple education programs or areas for comparison (see next section). In addition, you may use the
Change Education link located at the bottom of each page.
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(Geriatric Nurse/Nursing. (NEW) |

Compare Compare
Summary | Jobs | Program Completers | Program Providers | Related Occupations and Licensure

L ——

The current program and area display at the top of G e
the page and apply to each data group you select.

Reviewing Profile Selections and Accessing the Change Feature

Education Comparison Feature

The Education Comparison feature allows you to compare multiple programs in one area, or compare a
single program across multiple areas. When comparing several education programs, the system displays
easy-to-read snapshots and table displays of key data categories. If information is not available for a
comparison item, the system will display the next highest level where information is available.

You may set up a multiple-program or multiple-area data session using the Compare links located at the
top of each education profile page.

e To select multiple programs, click the Compare link below the education program.
e To select multiple areas, click the Compare link below the current area.

-'r Geriatric Nurse/Nursing. (NEW) Tennessee

Summary | Jobs | Program Completers | Program Providers | Related Occupations and Licensure

Only the Compare option will allow you to ] [
select multiple industries or areas.

y

Accessing the Compare Feature from Current Occupation Profile Settings

When using the Compare link for education programs, the system displays a list of related programs
occupations from which to select. When you have finished making selections, click the Continue button to
return to the education profile with the new programs included.

Select related education programs or choose
other education programs to compare with
Geriatric Nurse/Nursing.

[J Adult Health Nurse/Nursing

] Clinical Nurse Leader

[ Clinical Nurse Specialist

[J Critical Care Nursing MM

¥ Emergency Room/Trauma Nurs Administration, Nursing Research and Clinical

¥ Family Practice Nurse/Nursing Nursing, Other

[1 Maternal/Child Health and Ned[] Registered Nursing/Registered Nurse

Nurse/Nursing ¥ Women's Health Nurse/Nursing
[ Nurse Anesthetist )
g=re <&~ Nyrsing Midwif At most 5 options may be selected.

Selecting Education Programs to Compare with Current Program Selection

When you need to use the full program search feature, click choose other education programs to compare
and you will see the search tabs shown on the next page. When in comparison mode, each tab will have
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checkboxes allowing you to up to six programs. Working from any search tab, check the education
programs you want to include in the session. You can review your selections in the Selected Education
Programs panel before clicking the Search button to begin the data session.

Note: If you do not see the Select column and/or checkboxes on the search tabs, be sure you have
accessed the page from either the Education Comparison option on the Navigation menu, or the
Compare link shown at the top of each page.

Programs Programs Program Programs
by Keyword by Program Listing by Program
Area Code

Area (click to change): Tennessee

Search for an education program by keyword(s)

Here is a list of education programs that matched your keyword search. Education programs are
ranked based on how well they matched the keyword. The table below also indicates whether the
keyword was found in the title or description of each education program.

You may click on the matched indicator in the Education Program Description column to view the
corresponding matches. To select an education program, click on its title,

Education Program Education Education Select
Program Title Program n
Description
75% Family Practice Nurse/Nursing (513805) (7] & [
75%  Geriatric Nurse/Nursing (513821) (V] (V] v
75% Nursing Administration (513802 (V) (7] v
I 25% Long Term Care | & O

Administration/Management
(510718)

[ Change search criteria ]

Selected Education programs

Here are the education programs you have selected. To view results for
these education programs, click the Search button. At most 6 options may

be selected.

Geriatric Nurse/Nursing (513821) -Srh.la prog:ams chl.lagl'(ec: inthe
Family Practice Nurse/Nursing (513805) electcolumn wi ISp aijSt
Nursing Administration (513802) above the search button.

Selecting Multiple Occupations for Comparison

Keep in mind that some data categories are only available in single-program sessions. In addition, within
each data group certain data categories only display in single-program sessions. After selecting a data
group, you may use the Customize Report button to see which data categories are available.
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Comparison Snapshot
For multiple-program data sessions, the Summary group displays data for all areas in an easy-to-read table.

e Click an Education Program link to view the complete education profile for the program.

e Click any Snapshot Heading to navigate to the complete data set for that topic and program,
such as Total Job Counts in Related Occupations shown below. Use the Return to Education
Summary button to return to the main page.

v— Multiple Education Programs Tennessee
Summary | Jobs | Program Completers | Program Prowiders

@ For belp click the question mark icon

Nursing Adminiziration

[ Geriatric Nurse/Nursi

Total Job Counts ﬂ&

Total Job Counts in&ated Occupations lated Occupations Total Job Counts in @}ted Occupations

3,911 ; 3992 |
ebtamberse 20ta . orineon B e o @ omireen [ Bata headings link to additional
foi 3 S = . ’ N information on the data category
for that education program.
v

Comparing Three Occupations in One Area Using the Summary Tables

When comparing a single education program across multiple areas, the Summary group uses one column
for each area, aligning data categories for easy comparison.

e Click an Area Name link to reset the area for the current education profile.

e Click any Snapshot Heading to navigate to the complete data set for that topic and area, such as
Total Job Counts in Related Occupations shown below. Use the Return to Education Summary
button to return to the main page.

y Adult Health Nurse/Nursing Multiple Areas

Summary | Jobs | Program Completers | Program Srowiders

@ For help ciick the question mark icon

| Anderson County, TN Davidson County, TN Shelby County TN
High High High
Total Job Counts J@elated QOccupations Total Job Counts ir@la:&d Occupations Total Job Counts in@ared Occupations
31 1,410 534
job openings advertised online on job openings advertised online on job openings advertised online on
September 26, 2018 September 26, 2018 September 26, 2018

Comparing One Education Program across Three Areas

Summary

For each education program, the Summary group highlights in words and graphics key LMI data related to
the education program. The narrative incorporates current data into an all-you-need-to-know overview of
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the program. Graphicicons focus on key indicators and link to tables and maps with supporting data.
Finally, the system provides content to education programs through listing all providers and occupations
related to the degree.

e When viewing a program profile, click the Summary link at the top of the page.

As you explore the features and links in the Summary group, be sure to use the Return to Education
Summary button located at the bottom of all linked pages — this returns you to the main page. Other
features allow you to share or print the data you are viewing.

Narrative Description of Program

The Summary group begins with a narrative summary of the selected occupation derived from O*NET
data.

e Click the More link to see the full narrative, as some can be quite extensive.

Adult Health Nurse/Nursing - A program that prepares registered nurses to
provide general care for adult patients. Includes instruction in adult primary care,
adult pathophysiology, clinical management of medication and treatments, patient
assessment and education, patient referral, and planning adult health m... More

Viewing the Complete Narrative Summary of an Industry

Quick Reference Icons

The Summary group also includes icons focused on key program indicators. With justa glance, users can
assess an extent of available programs and job prospects. When comparing education programs, the icons
allow for quick at-a-glance assessments.

Icon Description and Functions

Jobs Available. Hover to see number currently available.

Demand berwd B Dot Click to see comparison with other occupations.
Low ] Medium High

- Providers. Number of providers for this education program
47

/| Completers. Number of completers for this education

Snapshots

For single-occupation data sessions, the Summary includes several snapshots, each focused on one or two
key indicators.

For each occupation, the Summary group includes the following snapshots:

e Total Job Counts in Related Occupations

e Providers by Number of Completers
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e Total Completers by Credentials

e Occupations Related to Degree

e Advertised Job Certifications

e Advertised Job Skills

e Advertised Tools and Technology

e Advertised Job Openings (Area Distribution)

e Potential Candidates (Area Distribution)

e Projected Annual Openings

e Typical Wages

e Real-Time Wages

e Industries by Employment
All snapshot headings link to view the complete data category, display options and links. Many tables in
the Summary group also include links to open new profiles or to access job lists.

e Click a Job Openings link to view the jobs advertised for that job skill, industry, area, etc.

e Click any Snapshot Heading to navigate to the complete data set for that topic, such as Total Job
Counts in Related Occupations shown below. Use the Return to Education Summary button to
return to the main page.
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v Adult Health Vs as
Nurse/Nursing Compars
Compare

5 v | Jobs | Program Completers | Program Providers | Related Occupations and Licensure

# For help click the question mark icon
Adult Health Nurse/Nursing - A program that prapares registerad nuriss to provide general care for
adult patients. Includes instruction in adult primary care, adult pathophysiology. clinical management of
medication and treatments, patient aszazzment and education, patient referral. and planning adult health

m._ More

Headings function as links to

s the complete data table.

Demand
High

Total Job Counts in Related Occupations ] [Pruviders By Number of Completers I
g |

TGAGETor

Proviger Name '

g Compieters
job openings advertised online on 354
September 26, 2018 34
Total Completers by Credentials ] [ QOccupations Related to Degree ]

» | : }

ﬁ Rank Occupation Titie @
0.26%

| 1

T OS031%

@ Bachalors Dagrea
@ Masters Dagres
@ Post-Mastaers Cartificates

Sours Degartmest of Cdusasns

Reviewing the Summary Group for a Single Education Program
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Jobs

The Jobs group uses current data on advertised jobs (either daily or monthly counts). The system ranks job
counts by area, job skills, tools and technology, occupation, industry, etc. For each display, users can link
directly to a listing of advertised jobs that meet the criteria.

e When viewing a program profile, click the Jobs link at the top of the page.

To review the data categories that display on the page, click the Customize Report button.

¥ £ Customize Report §

Advertised Job Requirements
& All Advertised Job Requirements
Advertised Job Certifications
Advertised Job Skills
Advertised Tools and Technology

Advertised Job Demand
W All Advertised Job Demand

M Total Job Counts in Related Occupations
Job Counts in Related Occupations Distribution

Jobs

M Jobs Available

Employers

M Employers by Number of Job Openings

Customizing Reports for a Single or Multiple-Program Data Session

Education Program data in the Jobs group include many categories also found in Area, Industry and
Occupation profiles. Viewing all jobs data on one page allows analysts to make a full assessment of an
education program and discover new areas of inquiry.

The Advertised Job Certifications table shows all job certifications listed in advertised job openings.
The Advertised Job Skills table ranks the prevalence of job skills found in advertised job openings.

The Advertised Tools and Technology table ranks the prevalence of tools and technology found in
advertised job openings.

The Total Job Counts in Related Occupations table shows the total number of advertised job openings
related to the education program for the entire area.

e Click a Job Openings link to view the jobs advertised for that occupation and area.

Total Job Counts in Related E A
Occupations @

This section shows the number of job openings advertised online in occupations

related to Adult Health Nurse/Mursing in Tennessee on January 1, 2018 (Jobs
De-duplication Level 2).

Education Program Job Openings
Adult Health Nurse/Nursing 4,007

Source: Education Programs and Online Advertised Job Data

Reviewing Total Job Counts in Related Occupations
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The Job Counts in Related Occupations Distribution table shows the area distribution of advertised job
openings.

e Click a Job Openings link to view the jobs advertised related to the education program for the
selected area.

e Click an Area Name link to reset the area for the current education profile.

Job Counts in Related J4d @ A @
Occupations Distribution @

This section shows the distribution of job openings advertised online by county in
occupations related to Adult Health Nurse/Nursing in Tennessee on January 1, 2018
(Jobs De-duplication Level 2).

Rank Area Job Openings
1 Davidson County 1,074
2 Shelby County 485
3 Knox County 422
4 Hamilton County 349
5 Rutherford County 135
6 Williamson County 126

Reviewing Area Distribution of Job Openings in Related Occupations
Program Completers

The Program Completers group shows the number of students that completed training and education
programs for an occupation. Analysts can view data on completers by area and by credentials.

£ Customize Report §

Program Completers
All Program Completers
Total Completers by Area
Total Completers by Credentials

Single or Multiple-Program Session Options
e When viewing a program profile, click the Program Completers link at the top of the page.

Alternatively, select Labor Market Profiles EFEducation and Training Datall Educational Program
Completers from the Navigation menu or Directory of Services.

To review the data categories that display on the page, click the Customize Report button.

The Total Completers by Area table shows the areas (counties, etc.) with the highest number of program
completers for the program.

e Click the Tool icon to change the area type or data item displayed.

e Click an Area Name link to reset the area for the current education profile.

VOS Employer Services User Guide 12-106 VOS Sapphire 09/2021



Geographic
JSolgtlgns

geographicselutions.com Labor Market /nformation (LM/)

Total Completers -

[ Find address or ‘ Q l
by Area @ - Louisilp Chranest
This section shows the distribution of program completers by kel
county for Adult Health Nurse/Nursing in Tennessee in 2015. n

Rank Area Number of Completers
o //
1 Sullivan County 319 / ///////f:i?;
Sullivsn County
2 Davidson County 40 Number of Completers: 319
3 Hamilton Count: 6 7 ///M {
Greenville
4 Knox County 0 Number of Completers
5  Madison County 0 D D D . &
0 [ 40 319 NA

Reviewing Areas with Highest Number of Completers (Table and Map)

The Total Completers by Credentials table ranks the number of completers for each education credential
for the program.

Program Providers

The Program Providers group displays providers by number of completers (the number of students that
completed training and education programs for an occupation), total completers by area, and total
completers by credentials

Sl & Customize Report [

Program Providers

Providers By Number of Completers

Single or Multiple-Program Session Options
e When viewing a program profile, click the Program Providers link at the top of the page.
To review the data categories that display on the page, click the Customize Report button.

The Providers by Number of Completers table shows the area providers with the highest number of
program completers for the program.

e Click a Provider Name link to view the provider profile and all their program listings.
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Providers By Number of . n A B
Completers @

e _
This section shows the educational program providers with the highest

number of program completers for Adult Health Nurse/Nursing in
Tennessee in 2015. Vanderbilt University .

Rank Provider Name Number of Completers
Southern Adventist University
1 King University 319
2 Vanderbilt University 40 0 100 200 300
Numt fC let
3 Southern Adventist University 6 il ohenilling ity
@ Number of Completers
4 The University of Tennessee-Knoxville 0

Source: Department of Education

0 Graph Color: IMonochrome -Red |V Reset Chart
(2-[5] (£-]8)

Source: Department of Education

5 Union University

Source; Department of Education

Reviewing Providers with Highest Number of Completers (Table and Graph)

Related Occupations and Licensure

The Related Occupations and Licensure displays occupations related to selected occupation and licensure
requirements connected with education programs.

e When viewing a program profile, click the Related Occupations and Licensure link at the top of
the page.

el & Customize Report [

Relatea Uccupations
W] Occupations Related to Adult Health
Nurse/Nursing

Licensed and Certified
Occupations
VI Licensed and Certified Occupations

Single-Program Session Options
To review the data categories that display on the page, click the Customize Report button. The data
categories in this group are available only during single-program data sessions.

The Occupations Related to (Selected Education Program) table shows the total number of job openings
for all occupations related to the selected program.

Note: The In-Demand stars shown in the table below are only available for customers who have
arranged for a special loading of their state-specific Occupational Demand files.
e Click an Occupation Title link to open the corresponding occupation profile.

e Click a Job Openings link to view the jobs advertised related to the education program for the
selected area.
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Rank

1

2

Occupations Related to Adult E g4 K%
Health Nurse/Nursing @

This section shows the number of job openings advertised online for occupations
related to Adult Health Nurse/Nursing in Tennessee on January 1, 2018 (Jobs De-
duplication Level 2).

Occupation Title Job Openings
Registered NUISES © # # & # # 3475
Critical Care NUrses: &  # # 228
Nurse Practitioners: # # # # # 198
Advanced Practice Psychiatric NUrses « ## ## 45
Nurse Anesthetists © 4 # # 25
Clinical Nurse Specialists  # # # # # 20
Acute Care NUrses  # s # # # Akt
Nursing Instructors and Teachers, Postsecondary# # 5

| * IN DEMAND OCCUPATIONS

Source: Department of Education

Reviewing Job Openings for Occupations Related to Education Program

The Licensed and Certified Occupations table shows the total number of job openings for all occupations

related to the selected program.

Click an Occupation Title link to open the corresponding occupation profile.
Click a Licensed Occupation link to view complete licensing information.

Occupations @

This section shows the licens
occupations related to Adult

Tennessee.
Occupation Title Lice

Registered Nurses ~ ADV.

Licensed and Certified E %

Licensing Authority

Counsel of Certified Department of
Agency: i B
Professional Midwivery Health
ibg ceauiveniistiz fod Address: 665 Mainstream Drive

Health Nurse/Nursing in

Telephone:(615) 532-4384
nsed Occupation

Nashville, TN 37243

& Licenses Issued

ANCED PRACTICE NURSE—==e=

Registered Nurses

REGISTERED NURSE

Year Period Licenses Issued
Source: State of Tennessee Licensing Agencies v
2014 Annual 11,014

The table below shows a history of the active licenses for
ADVANCED PRACTICE NURSE in Tennessee.

Licensing Description

ADVANCED PRACTICE NURSE

An Advanced Practice Nurse (APN) is a Tennessee

licensed registered nurse who has a master's degree or
higher in a nursing specialty and has national specialty
certificatio~=~-nurse practitioner, nurse anesthetist,
o8
T Tacialist e

Reviewing Licensure Information for Licensed Occupations Related to Education Program
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Mastering Labor Market Functionality

All Labor Market Services options offer several ways to display the data. The display options appear as

icons on each data category.

Note:

multiple areas, occupations, industries, etc.

Only area distributions offer map options, and some options are not available when comparing

e Click a Display Icon (shown below) to toggle the display on or off. You may activate several
display options at a time, allowing tables, text, graphs, and/or maps to display simultaneously.

Icon

Display Mode

Table Display

Graph Display

Map Display

Text Display

Q@
A
L%

Filter Tools - used for Area Distributions to define
the area type, data displayed, number of records, or
sort order.

Note:

Windows operating systems and most browsers.

Number of Unemployed per[E 4 o
Job Openings Distribution @

This section shows the number of unemployed (not seasonally adjusted), number of jo.*
openings advertised onling, and the ratio of the number of unemployed to number of ‘

A ﬂ

Graphics and maps rely on Microsoft Silverlight software, which is compatible with

July, 2017 (Jobs De-duplication Level 2).

Icons represent additional display

job openings advertised online in Tennessee by Local WorkforC[

oBon )

options available for the data category. Number of
(Highlighted icons indicate the display g
is already activated.) Unemployed
\_ Job per Job
Rank Area Unemployed Openings Opening Preliminary
1: LWDA 6 58,190 3,318 17.54 Yes
2 LWDA10 29,070 3,836 7.58 Yes
L e i “‘i\———w, = sz NI

Viewing Table and Activating Additional Display Options
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Filters and Settings for Area Distributions

When viewing profiles, users may use the Tool icon to set the display parameters directly from the area
distribution tables. Once set, the new parameters will apply to all display formats (table, graph, narrative,
and map).

Users will have the option to define the sort order, set the number of records to display, and, in many
cases, define the data that displays.

The data options will vary for each area distribution table, so it is always a good idea check. To do so:

e Click the Tool icon and review the display options. Select new values from the drop-down
menus. As shown below, new values may include the area type and the data item displayed.

Industry E G4 @ A

Employment
Distribution @

Industry E 4 @ A o

Area distribution by: Recordsto | Number Em p|0yment
|Workforce Development Region l! display of . - o =
o - IHighest‘ w| records 2 DIStrIbUtlon ©
Workforce Development Regio Thi . e p o £
10 v his section shows the distribution of number o
Rural Areas ! establishments by county for Accounting, Tax Preparation,
BEENCUREE | Number of Employees Bookkeeping, and Payroll Services in Tennessee in fourth
quarter of 2016, aggregate of all ownerships.
This section shows the distribution of number of employees by
workforce development region for Accounting, Tax Preparation, Rank |Area Number of Eslablishrnents]
Bookkeeping, and Payroll Services in Tennlessee in fourth i 248
quarter of 2016, aggregate of all ownerships.
2 Shelby County 332
Rank [Area Number of Employees]
3 Knox County 212
1 LWDAS9 8,945
4 Undetermined 162
2 LWDA13 4,957
S Hamilton County 153
3 LWDAS 4,903 S
L—{ Area distribution displays 149
. . 2
4 LWDA3 1,329 reflect the selections "
b = 1183 made using the Tool icon.

Selecting a New Area Type and Data Item to Display on an Area Distribution Table

As analysts become familiar with area distribution tables, they will discover companion tables that display
the same data for the state as a whole. The companion table for the above table is shown below.

Establishments and Employees @ = A

This section shows the number of establishments and employees for Accounting, Tax Preparation,
Bookkeeping, and Payroll Services in Tennessee as of the fourth quarter of 2016.

Industry Number of Establishments Number of Employees

Accounting, Tax Preparation, Bookkeeping, and 2,363 24,324
ES

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMD E

Reviewing the Companion Table Showing All Data Elements for the Entire State

Table Display Features

Most data tables allow you to resort records according to any column. This can be very helpful with wage
data when you want to highlight the highest or lowest wages. Once sorted, you can reverse the sort order
by clicking the column header a second time.
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\

- By default, this table lists
B Wage Rates and Job Openings Table i 2
occupations alphabetically.
The table below shows the number of job openings advertised online and advertised salary data for All Click on a column header
Major Groups in Davidson County in September, 2017 (Jobs De-duplication Level 2). - .
i B e L b . ® | toresort. Click againto
Click o column title to sort. :
— . toggle between descending
Entry Mean :
Job Level (Average) Median perienced and ascendmg Sort Order.
Occupation Openings Wage Wage Wage Wage [Action N
Architecture and Engineering 918 $58,057 $79,580 475,000 $102,385 ’Experienced i
Occupations - Wage Experienced
Wage
Arts, Design, Entertainment 426 $21.262 $44,032 541,724 $68,555 Profile ! -
Grmanliade Lo $124,379
iiin leani 442 $20197  $25947  $23410  $33.880 Profil —— 825397
& Maintenance Occup. ’
iness and Financial 1615  $42485  §59,177  $57,500 $77.912  Profile O §33.880
Operations Occupations ’
Community and Social 201 $28,448 $35,246 $30,132 $45922 Profile 3108 $35.059
Vi ion :
Computer and Mathematical 2474 $42.8%4 $76.663 $80,000 $108.707 Profile
Occupations
Construction and Extraction 458 $30.820 $38,745 $36,400 $47.829 Profile
Occupations
Education, Training, and 515 $33,534 $44,443 541,670 $57,612 Profile
Library Occupations
Food Preparation and 1393 $17.964 $25,940 §20,800 $38,535 Profile
Serving Related Occupations
Healthcare Practitioners and 3.914 $39.173 $57.558 §54.818 $80.262 Profile
Technical Occupations
Rows: 1-10 of 21 Page 1 of3 b0 M Page size: 10 El
Source: Online sdvertised jobs data
3 Export L Print

Resorting Occupational Wage Rates by Experienced Wage
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Graph Display Features

Most data tables will also include graph display options with both distribution and interactive features.
When viewing a graph, users may hover over any individual element to display the exact data. Many
graphs have interactive options in the legend, allowing users to change the data displayed (shown below).

e Hover over the graph to display the actual data values.

e Click a Legend Item to toggle the display on or off in the graph.

De-duplication Level 2).

Anderson County
Hamilton County
Knox County
Davidson County
Shelby County
Bledsoe County
Blount County
Bradley County
Campbell County
Cheatham County

Jobs and Candidates
Area Distribution @

This section shows the distribution of the number of job openings
advertised online, as well as potential candidates in the workforce system
for Technical Writers in Tennessee by counties on January 3, 2018 (Jobs

@ Job Openings

3

Anderson County

o

Hamilton County
Knox County
Davidson County
Shelby County
Bledsoe County
Blount County
Bradley County

Campbell County
Cheatham County

0 2.5
Job Openings

v

Anderson County
Hamilton County
Knox County
Davidson County
Shelby County
Bledsoe County
Blount County
Bradley County
Campbell County
Cheatham County

5 10
Candidates per Job
@ candidates per Job
|
|
[ —T]
[ —
]
[
0 5 10
Candidates

@ candidates

Scrolling Through Data Options Using the Graph Legend

Colors. All graphs have color options to optimize your ability to discern groups more by clicking on the

name in the legend key. Simply click the name once more to show it again.

e Hover over the graph to display the actual data values
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Desired Salary of Available Candidates® E A

This section shows the desired salary of potential candidates in the workforce system that are
looking for jobs in Davidson County on December 12, 2017.

423%

14.84%

1.69%

11.41%

$20,000 - $34,999
Potential Candidates: 4,968

s

33.90%

Not Specified @ $5,000 - $19,999 $20,000 - $34,999 @ $35,000 - $49,999
$50,000 - $64,999 @ $65,000 - $79,999 $80,000 - $94,999 @ $95,000 or more

Source: Individuals with active résumés in the workforce system.

Reset Chart

Graph Color: IMuIti—coIor M

Viewing Graph Using Multi-Color Option and Hover Function

Map Display Features

All area distribution tables include map display options with interactive features. The map indicates the
number of unemployed, the job openings, or the number of unemployed per job openings.

Default Map Display. By default, the system checks the Map checkbox in the Display Options panel,
meaning the area distribution map for the data session displays without having to click the Area
Distribution Map bar. The name of the area distribution map will vary according to the data session
you are currently in.

Default Ranking and Distribution Options. By default, the system sets the Area Distribution to County, the
Sort Order from Highest to Lowest, and the Records to Display is 10 and the Data Item to Display is Job
Openings. Data Item options will vary and you may need to identify a specific occupation, industry, etc.

Set Ranking and Distribution Options. When users change the current values in for the Ranking and
Distribution options, they must click the Set Ranking and Distribution Options button to apply the new
selections to the page. Once changed, the newly selected values will remain until changed again.
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The map below shows the distribution of job openings for Local Workforce
Development Areas in Tennessee in in September, 2017 (Jobs De-duplication
Level 2).

& Display Options
l’\* Display Options
LWIA13 Local Werkforee Table Graph Map Narrative Show All
Development Area =
ob Openings. 23, Job Openings Data v O O O
Birmingham Job Openings Area Distribution o O I
7 Data Options
Maps display data according to the Area Green Jobs: Job Type:
Distribution criteria selected in the m m
Ranking and Distribution Options penng
kK section. Ranking and Distribution Options
Area distribution by: Sort order: Records to display:
A~ i I v
ICuumy [ Inghest to Lowes! :‘ IlO
ata item to display:
Local Workforce Development Area I“’t’ Openings ¥
etropolitan Statistical Area

L =

Changing Area Distribution Criteria on the Display Options Panel

Map Display Options. For all map displays hover over the map to reveal the following functions for
adjusting the view.

Note: When working with multiple display and layering features, you may need to click outside the
map once in order to activate the hover over features.

= Click the plus sign to zoom in. Click the House icon to return to the default view.

= Click the minus sign to zoom out. Click the House icon to return to the default view.

= Click and hold anywhere on the map, then use the grabber to drag the map and re-center.
Map Search Options. Begin typing a geographic area in the Search textbox, and then select the exact
area you want from the dynamic dropdown menu. The dropdown includes place names from all over
the United States so be sure you select carefully.

= Use the Zoom To link to show details of the location.

= |f you have chosen to layer OneStop locations (see below), you can click on a unique
OneStop pin, on the map, to see the address of the OneStop, and then Zoom To its location.
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‘.[aDavidson County, X | Q ]
The map below shows the distribution of job openings for Counties in TennessegZ#n B
September, 2017 (Jobs De-duplication Level 2). Davidson County, NC, USA A

7
| W T

Davidson County, TN, USA

Davidson County Comm U
College, 297 DCCC Rd,
e
— “A7360. USA o

(After entering text and K
selecting a place name from
the dropdown menu, click
the Search icon. Click a
OnesStop pin to display the
address. (Use Zoom To
links.)

Search result

Cheatham

Davidson County, Tennessee

A
(EraF = /

J

One Stop: LWIA 9 Mid Cumberland HRA

Office:  LWIA 9 Mid Cumberland HRA
Address: 301 S. Perimeter Park
i City: Nashville

State: ™

Zip: 37211

Zoom to |

Searching Place Names on a Maps and Viewing OneStop Locations

Map Layering Options. For all map displays, click the Tool icon to display all the layering options
available for the map. Each layering button is described below (use pictures for reference):

= Area Labels — Displays the names of the targeted areas on map (i.e., LWIA numbers, county
names, or MSA indicators, based on Area Distribution criteria selected in the Display Options
panel).

= Data Labels — Displays the data values directly on the targeted area (i.e., LWIA numbers,
county names, or MSA indicators, number of job openings.)

Note: Data Labels and Area Labels may not be displayed concurrently for the entire map.
However, you will see both area and data information for each area when you hover over it.

Highways — Displays highways in red.
Major Roads — Displays major roads in blue.

OneStops — Places pins in the location of each OneStop in the state. Click on a pin to display the OneStop
address and use the Zoom to link to show the exact location.

Heat Map — Removes the data-sensitive overlay allowing users to focus on other map layers.

Change Color Scheme — Displays options for changing the map color scheme. Updates immediately after
selection (shown below).
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Map Options

! Layers

@ Area Labels

@ Data Labels

Highways

@ Major Roads

OneStops

m Heat Map

T
[Change Color Scheme]

& Job Openings Area Distribution Map
The map below shows the distribution of job openings for Counties in Tennessee in @
September, 2017 (Jobs De-duplication Level 2).
L + [ Find address or place I Q ]
L | Charleston
= 2 Frankfort
Gre
Charlotte
ck T Greenville
Shelby County
Job Openings: 23,204
‘ Columbia
Atlanta
Birmingham
Job Openings
& & Db ™ b 77
11,812 - 23,204 -
9-1075 | 1.076-3266 3267-6.277 6278-11811 00, 37570 N/A
Source: Online advertised jobs data
me

Hovering Over an Area to View Both Area and Data Information (Viewing Tools Menu)

Map Colors. Changing color schemes can be very helpful when viewing maps at a very high scale. At
first, you may try to zoom in to improve your ability to discern color differences. The system offers
several color schemes to facilitate distinguishing data groups.
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= Job Openings Area Distribution Map

Map Options

The map below shows the distribution of job openings for Local Workforce Development Areas in Tennessee in @
Layers September, 2017 (Jobs De-duplication Level 2), =

@ Area Labels || Bowiing Green
(S) pata Labels

Highways

@ Major Roads

OneStops

Asheville

m Heat Map Huntsville Sl
T ol peribgs
[Change Color [ O ) B [ b 7
1,960-32371 3372-550 5592 - 13,083 13,084 - 17 892 18,000 - 23 413 23413- 47,081 N/A
Scheme]

R a
ol | B | NI — )
O | |
O [ | ahl
QO | B | Greenville
O - . Job Openings

- &
D D B b e 2
1969- | 32372- | 5592-  13084-  18000- | 23413- A
3,371 5,501 13083 | 17,099 23413 | 47,081

Changing a Map Color Scheme (Also, Changing from Data Labels to Area Labels)

Radius Search. When you click the Radius icon, the Radius Search panel displays listing the jobs
available in the selected area, and offering several tools:

= Use the Radius dropdown to change the size of the radius.

= Use the Address Search features to enter a specific location.
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Jobs Area Distribution @ = . n A

This section shows the distribution of the job openings for Motion Picture and Sound Recording
Industries in Tennessee by county on January 7, 2018 Uobs De- duplication Level 2 _)

, 7 Glbson County /
Jonesboro ' Job Openlngs N/A /
é : ’

Huntsville

: The Radius Search panel
Q Radius Search

addresses and change the
size of the radius.

Jobs

@ Map Search  # Address Search OClear @ Radius~

allows you to search specific

Job Order Post
Job Titl Employer Source

D € Rt Date

580732156 Crew AMC Entertainment, PJB 01-07- o
Inc. 2018

580609032 Crew AMC Entertainment, PJB 01-05-
Inc. 2018

235049962  _ . AMC Entertainment. _ _ 01-02-

Using Radius Search to View Job Openings in a Specified Radius

Text or Narrative Display Features

Most data sessions offer users the option to read a narrative summary of the data. This

can be particularly

useful when dealing with large amounts of data. To help interpret the data, the system will offer a

standard narrative and a distribution narrative, if applicable.
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The TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI estimates
that thejmedian annual wage for Total All |n Tennessee in 2016 was
$32,800. The estimated entry level annual wage was $19,650 and the While the standard
experienced annual wage was $53,710. Average employment in 2016 narrative summarizes each
was 2,893,040. data category, the

" . distribution narrative
The TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI estimates focuses on only one data

that thd median annual wage for Architecture and Engineering |n category and highlights the
Tennessee in 2016 was $68,170. The estimated entry level annual wage highest areas.

was $39,880 and the experienced annual wage was $89,580. Average
employment in 2016 was 45,120.

B Occupational Wage Narrative 1

The TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI estimates
that the[median annual wage for Arts, Design, Entertainment, Sports,]
and Media in Tennessee in 2016 was $38,800. The estimated entry level

| 7 h z :
Gl aE e 20, 158 et ‘_ e( B Occupational Wage Area Distribution Narrative
$63,120. Average employment in 2

The top three metropolitan statistical areas (msa) 2013 in Tennessee with

thehighest number of median wage (annual) for Total AII]n in 2016

: G - were Nashville-Davidson--Murfreesboro--Franklin, TN Metropolitan

Maintenance in Te""eszee in 2016} statistical Area ($25,620), Memphis, TN-MS-AR Metropolitan Statistical
level annual wage was $17,330 an z ; ik

| = vl J(t‘;r:: ;3;3;,010), and Chattanooga, TN-GA Metropolitan Statistical Area

The TN Dept of Labor & Workforc
that the median annual wage for g

Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI
The median wage is the estimated 50th percentile; 50 percent of workers in an occupation earn
less than the median wage, and 50 percent earn more than the median wage. Entry level and
Experienced wage rates represent the means of the lower 1/3 and upper 2/3 of the wage
distribution, respectively. Data is from an annual survey.

Comparing Standard and Area Distribution Narratives
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Labor Market Information (LMI)

Print a Custom Report

When printing Profile data, users have the option of printing just one data display (table, map, graph, etc.)

or printing the entire report.

e To print a single data display, use the Print icon that displays in the bottom right corner of each

data category.

e To print the report as displayed on the page, use the Print button at the bottom of the page.

Tip: Be sure to activate your desired data categories and data display options before printing

the entire report.

£ Customize Report

/Jobs

O AllJobs
M Jobs Available
M Monthly Job Count
¥ Jobs Area Distribution
[J Advertised Job Skills
[ Advertised Tools and Technology
[ Industries by Advertised Jobs
[J Occupations by Advertised Jobs
[ Jobs by Occupation Group

Employers

[] Employers by Number of Job Openings

Before using the
print button at the
bottom of the
page, be sure you
have selected all
the data
categories you
want to print, as
well as the display
options such as
maps and graphs.

lobsares (CYIIRY +

This section shows the distribution of the the number of job
openings advertised online in Tennessee by County on
December 14, 2017 (Jobs De-duplication Level 2)

Click a column title to sort.

Rank Area Name Job Openings

1 _ Davidson County 16,940
— |
— e
eset Chart
Source: Online advertised jobs data
in LinkedIn Share f Facebook Share
W Tweet This = Email

[ Change Area]

Printing Multiple Data Categories and Data Display Options
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Labor Market Information (LMI)

Export a Custom Report

When exporting an individual data display, users have several formats to choose from. The available
formats are different for tables than for graphs and maps.

e For all Profile sessions, click the Export icon to see your available options.

Tables. When exporting tables, the format options include Excel, Word, or PDF. In all cases, the download
date and time automatically display at the bottom of the document.

Occupation Profile for Technical Writers in Tennessee
Jobs and Candidates Area Distribution Table

The table below shows the distribution of the number of job openings advertised online, as well
as potential candidates in the workforce system for Technical Writers in Tennessee by counties
on January 3, 2018 (Jobs De-duplication Level 2).

Rank

Area Name

Median Wage

Job Openings

Candidates

Candidates per Job

1

Anderson County

§54,700
state level wages

12.00]

2

Hamilton County

854,700
state level wages

11.00

3

Knax County

§54,700
state level wages

487

Davidson County

$54,700
state level wages

1.40]

$54,700

1.38

stale level wages

5 |Sheloy County T e . =
6 |Bledsoe County :tsa‘::&?, S - -
! it i;t:g\lfa Wages 0 10| e
8 Bradley County $54,700 > 1

Campbell County

§54,700
state level wages

o

N

Cheatham County

854,700
state level wages

0

NI

n thessagk
ev, Div Emp S€&

Candidate Source: Individuals with active résumes in the workforce system.

Job Source: Online advertised jobs data

Wage Source: TN Dept of Labor & Workforce Dev, Div Emp Sec, LMI

The median wage is the estimated 50th percentile; 50 percent of workers in an occupation earn less|

ption eamn less 1
a 2016 survey.

nt eam

wage, and 50 percent earn more than the median wage. Data is from a 2016 survey.

Downloaded: 01/04/2018 11:22 AM

Exporting a Profile Table to a MS Word File
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Labor Market Information (LMI)

Export Graphs and Maps. When exporting graphs and maps, the format options include JPEG, PNG, SVG,
or PDF. The color scheme, area labels, etc., you select will be preserved in the exported version.

[ = Job Openings in TN by County.pdf - Adobe Acrobat Pro DC

M;@:
Whenexporting |me Tools Document &) 1 |fs 50% ~ e (2) Geo -
maps in any
format, and the I Job Openings Map | =
heading =
indicates the Grardean
data topic. Bowiag Green

£ \asivorne

rescdSECtt Campbell
5 [}

Un

Hun tsville

Job Openings
1-530 531- 1,636 1,637-4525 4,526-6,178 6.179-1

--------

Asheville

Exporting a Profile Map to a PDF File

LI

Greenwvila

14622324
CH 1 50m
o5 oo 20k

riseme s © Gomedresas s, e Be

»

VOS Employer Services User Guide 12-123

VOS Sapphire 09/2021



Geographic
QSolgtigns“’

geographicsolutions.com Labor Market /nformation (LM/)

Send Links via Email or Social Media

Located at the bottom of the page of most Labor Market Profile data sessions, users will see an Email link.
The system will automatically include a standard message and a link to the data profile. You can edit the
message or add additional text, if desired. Otherwise, simply enter your friend’s email address along with
your own, and click Send Message.

in LinkedIn Share W Tweet This

= Email & Print

: > r
Send to a Friend 2 A default message displays in

the textbox. Feel free to edit the
Your Friend's Email: |alisk@geosolinc.com messade or add a personal note.

Your Email: jdoak@goesolinc.com

Below is the message that will be sent to your friend notifying
them of this page.

viewed on JOBS4TN.GOV

L

(| A friend has sent you a link to the following data profile they ]
va

+ Please complete the reCaptcha.

I'm not a robot

Emailing a Link to a Data Profile

Social Media. When sending a link to the web page via Twitter, Facebook, or LinkedIn, the site name and
URL display automatically. You need only log into your account to send the link.

(& Share a link on Twitter - Internet Explorer - b

W hitps://twitter.com/intent/tweet?tert=SC %20Works %200nline%205ervices%:2 @& Twitter, Inc. [US]

Sign up »

" T Share a link with your followers

9 Montgomery County

C Works Online Services - Job Listing (Be Bold (yes it's the job title))
http:/Ainyurl.com/yamndwcs

Phone, email or username 43 Log in and Tweet

Password

10 Madison County

Source: Online advertised jobs

iin LinkedIn Share f Facebook Share

[ Remember me - Forgot password?

W Tweet This = Email

arrint New to Twitter?

Get instant updates from your friends, industry experts, favorite

celebrities, and what's happening around the world.

[ Change Area |

What is Twitter? Leam more.

|
Using Twitter to Send Sending a Link to the LMI Page
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13: Additional Resources

Chapter Contents
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This chapter covers the wide variety of resources and assistance to help you use the site.
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Additional Resources

Assistance Center

Use the Assistance Center features if you need additional help using the system, or you would like to
contact a workforce office or provide feedback on the system. The features include access to helpful
resources, such as Quick Reference Cards, online videos, and one-stop office listings and email addresses.

Select Other Services » Assistance Center from the Navigation pane.

additional information about this site.

their location.

search.

menu options.

email.

additional assistance.

-— to the services available in this system.

on how to effectively use this website.

About this Site - Select this option if you would like

Quick Reference Cards - Select this option to view
quick reference cards that can help you quickly learn
how to access the main features in this system.

Site Map - Select this option if you would like to view
a list of different services available on this site and

Site Search - Select this option to perform a site

My Preferences - Select this option to set your user
interface preferences including the default theme
(web, text or screen reader), preferred language and

Email Your Questions - Select this option if you would
like to send us a question on a specific subject via

Contact Us Directly - Select this option if you require

Service Listing - Select this option for an introduction

IH_E y  Learning Center. - Access training videos and tutorials

About This Site

This site is a powerful online job seeker/workforce
services system, accessed as a web site on the
Internet. It was specifically designed for job seekers,
students, case managers, employers, training
providers, workforce professionals, and others
seeking benefits and services. The system provides
fast access to a complete set of employment tools in
one web site. Surveys have proven that users find it
convenient and very useful.

While navigating your way through the

online services, the system is designed to be
comfortable for everyone, even the person who has
little computer experience or uses a screen reader.

Features to help job seekers and students within the
system include:

e Use a professional format to create and send
resumes and cover letters to employers

. iob skills, set goals, and research

Accessing Helpful Information Using the Assistance Center Features

As shown above, the About this Site feature describes the overall system features, allowing employers to

plan how to best use the system.

VOS Employer Services User Guide
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Quick Reference Cards

Quick Reference Cards explain the main functions of the system and describe navigation methods and
shortcuts for each feature. These “cheat sheets” for the system are available in PDF format.

Select Other Services » Assistance Center » Quick Reference Cards from the Navigation pane.
e Click the PDF link to open the document.

Note: To be able to use the PDF format, you may need to install Adobe Acrobat’ Reader using
the link displayed.

4 L Geographic
Quick Reference J Sokitions
Virtual OneStop (VOS) - Employer User

It you don’t have an account: «  When you complete all steps, a “What would you
+  Click the link Not Registered? on the like to do next?” screen is displayed, — you are
Home page, near the Sign In button, (name logged in.
may vary, but will include Register in the link

If you do have an account:

name).
DIV ™40pt 3 — Create a User Account } «  Enter your user ID and password.
click the Emplover link. + Click the Sign In button.
«  Follow the steps and fill in all required (*) + Or.. Click Forgot Usemname / Password on
fields. the Home page to retrieve a forgotten ID or
Note: Steps and fiekis vary depending on your site’s password.
configuration, but they always include creating « Select a desired retrieval option.
a unique user name and password.

My Employer Workspace* (My Dashboard) ° Indicated items are “collapsible” lefi-menu headings

« To minimize or maximize a widget, click the minus or plus sign (-/+) at the top left.
« Toremove a widget, click the X at the top right.
+ To move a widget, click and hold the title (the double-arrow cursor) to drag title elsewhere.
+ To restorelremove several widgets at once, scroll to the bottom of dashboard, click Configure Dashboard
Widgets and check/uncheck the widgets you wish to display or turn off. Then click Save.
My Recruitment Plan w:dgef Ihls is a quick way to see the number of job orders created for your company (and
how many were Is), the number of candidate résumés you have viewed, and how many
are links to the specific tabs for managing your job

PR Reference Cards

Employer User

« PDF

You must have Adobe Aurvuut neuuer

installed on your computer to view PDF

files. If you do not have Acrobat Reader mfiﬂ mﬂ
on your computer, it is available as a

free download from Adobe.

Accessing the Employer Quick Reference Card in PDF Format
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Site Map

The Site Map lists all the service categories and subcategories as links. If users get lost or accidentally
navigate away from familiar pages, the Site Map will assist them in finding their way back to their intended

location.
Select Other Services » Assistance Center » Site Map from the Navigation pane.

e Alternatively, click the Site Map link on the Footer Toolbar.

Services for Employers
My Employer Workspace

My Employer Dashboard My Employer Dashboard Directory of Services How We Can Help You

Directory of Services Recruit Talent | Analyze the Labor Training Analyze the Job | Other Services
» Market Market

How We Can Help You = =

PostaJob Post a Job
Recruit Talent Supercharge your recruitment efforts by listing your job online at no cost to you. The
" Recruit Talent job bank works just like other job banks or like a classified ad in the newspaper, where

applicants who are interested in your position may contact you directly. Search through

" Candidates by skill
set
Analyze the Labor Market

" View a profile of
al labor

Using Site Map Links to Navigate

Feedback (User Survey)

We want your feedback. Please use the Feedback available at the bottom of every page to tell us what
worked best for you, what caused problems, and what changes we can make to improve the system. We
seriously consider all comments for improving the system.

P To submit your feedback:
1 Click Feedback on the Footer Toolbar.
2 Respond to each question using the radio buttons and text boxes provided.

3 When you have completed the form, click Submit Survey. If you want start again with a blank
form, click the Reset Survey link.
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Customer Satisfaction Survey M“V\J—’/

* Which type of user best describes you? =
yp y I=/Portfolio & Site Map @, Site Search @ Page Preferences((« Feedback Y@ Assistance

Youth (18 years old or less)

Jobseeker er | Terms of Use | Accessibility | Recommende: s | EEO | Protect Yourself | About this Site | Contact Us

® Empl
e i (4} Home =% Sign Out
Labor Market Analyst/Researcher

Other

* What information did you access from this

website?
Inforrnaﬂon on qu Seeke.rs. T )
Looking for candidates with Te———
special skills (plumbing, * Overall, how would you rate your visit with this website?
carpentry, etc) @ Excellent
; . Good
* Indicate the primary purpose for which you will 8
be using this information: gt
Poor
) Job Search B
. No Opinion

Career planning/Occupational Research

Locate education or training providers Comments:

Find employer contact information Context-sensitive Help feature

Research/Reports was very useful.

Planning/Policy making — -

Just looking around @bmii&uwefy' Reset Survey
® Employer looking for candidates =

) Other

* It was easy to find information:
I® Strongly Agree

Completing the Customer Feedback Form

Email Your Questions

The system includes an email form to ask for assistance. Each customer may configure this so that
employers clicking the link are sent directly to their agency feedback form.

Select Other Services » Assistance Center » Email Your Questions.
P To email a question:

1 Select a subject from the Subject dropdown list.

2 Type the content of your message in the Description box.

3 Click the Send button. You will receive a response from an administrator at your local one-stop
center.

P Email Us Your Questions

Please help us help you - provide a short description of your problem in the description box. It is

important to provide accurate information so we can promptly contact you. Please only send us one email
per problem.

@

Subject: Forgot Password %

Contact Phone: I?z? —|654 - 1234 E):(‘.I
Your Email: Ipnen@plwq.bqplhs.noer

Providing your email address will ensure a prompt response to your request.
Create Email Account Read our Email Security Policy

Email Form
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Contact Us Directly

The Contact Us page provides contact information for users to contact their local workforce office or Help
Desk, if available.

Select Other Services » Assistance Center » Contact Us from the Navigation pane.

= Alternatively, click Assistance on the Footer Toolbar, then select Contact Us.

Hialp Dusk Losaion Meares You Lacation Search Bag of oaaions Alliogion ‘
Hetp Dosk Lacation Nearest You Location Searcn Map of Locanons A tacions
Search for an Office Location
—— s = Location Type: ® Office (default)
« Search By: [zip Code |
v Bz D LWiA/Region
Radius From Zip Code CareerSource Escarosa - 4120 Milton
5725 Highway 90
® 5 Miles O 10 Mites O 25 Miles O 50 Mikes O 100 Miles O 150 Miles: MILTON, FL 32583
Phone: 850-983-5325
poobzLahyldi@ajsgawyws.|bygem.noemail.org
Map Address
@ + Click here for more Office details.

Halp Dek Locasion Nearest You Lotion Search Map of Locations A8 Locations

Results View: Summary | Datalled
To sort on any column, dlick a column title.

Regiond Offics Location Contact Information Distance | Select Location Type: ® Office (default)
L] LWIA/Region

14 | CareerSource Pinellas - 4444 Phone: (727)524-4344 19mi [ (o} Al

38500 U.S. Hwy 19 North Email:tgimes2@eo-idgnoemailnet Map Satelite 7] (27} T m@nc
Tarpon Springs, FL 34684 Days/Hours of operation: Monday do

Splng Hil

thru Friday 8 am t0 5 pm

ikt b e et ity % 9
lick here for more Offi il M s Kissirgmee MegiriTT Talanio SCacos B
&)

- ? 9 g

Cleaty (IO Takelang - VT en P

W 4 page[tv otz p W Rows [100 V] o -

St rsburd i

-

? A

o e

1 Records Found % &Qg i E
\ / =
Google o M e B R R o SRR,

Contact Us Tabs

The Contact Us tabs offer many ways to access information on workforce offices, as described below.

e Help Desk — Displays the email and/or phone number of the system Help Desk, if available.

e Location Nearest You — Displays the workforce office nearest you, based upon the zip code for
your account, displayed on the Corporate Profile » General Information tab.

e Location Search — Search for workforce offices by county, region, or radius from a specific zip
code.

e Map of Locations — For each location, the map displays a pin that users can click to display
complete address information along with a link for More Office Details.

e All Locations — Displays all workforce offices in your state.
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Learning Center

The Learning Center lists the latest online videos on system functionality. As an employer, you will only
see those videos related to general and employer-specific functions. You can use the video duration and
descriptive information provided on this page to plan your viewing.

P To watch a Learning Center video:
1 Select Other Services » Learning Center from the left Navigation Panel.
A page displays with the links to videos that are associated with your user type (shown below).
2 Click a Video Title link, to start running that video in a separate browser window.
Notes: /n some sites, the Learning Center may be under Other Services » Assistance Center.

The General Courses list includes introductory videos lasting from one to four minutes.
The Employer Courses list includes topical videos designed to address employer needs
and build confidence in navigating the system.

Other Services
General Courses | Employer Courses

Communication Ce

Appointment Cente
How to Use These Videos - Learn how to use the video player to view the training videos. There are various control options
Asgistance Center | available to help you manage these self-paced tutorials.

Learning Center How to Conduct ar upation Search - Learn how to search for and select a desired occupation, The system uses the O*NET

program, the nation's primary source of detailed cccupational information. Transeript .

How to Conduct an Industry Search - Learn how to search for and select a desired industry using the North American Industry
Classification System (NAICS). Federal statistical agencies employ this standard to classify business establishments. Transcript /-

Employer Courses

How to Use This Site - (7:47) Learn how to identify and use valuable system resources. This video will help you navigate the
system with confidence and ease.

Creating an Employer Account - Learn how to create your employer account to complete system registration. This will enable
you to take full advantage of system resources, such as posting job orders and searching for candidate resumes. Transcript -

Poszajob

Services for Emplayer Page

information and common labq
a way that is easy to read and
actual widgets in operation to

search.. Q € PREV NEXT]

Selecting an Online Video to View
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Site-Specific Resources for Employers

Most states include additional menu options in the Services for Employers or Other Services navigation
menus. These options provide access to customized information managed by the local Virtual OneStop
site administrator. As shown in the brief examples that follow for each site-specific page, these site-
specific resources address employers’ need for a wide variety of government and workplace information.

= Services for Employers

Recruitment Services *

Labor Market Services »

Human Resource Info

EEO Information

Labor Relations

Government Resources

Wellness and Ergonomics

Employer Incentives

Staff Provided Services

More Resources

Detailed Reports

Services for Employers Navigation Menu

To report any issues, or to comment on available information, use the Contact Us Directly feature
described above.

The Service for Employers page provides quick access to the major site-specific services available in the
system. With all the service links in one place, users can explore all areas of the system from this one
page.

The Service Listing page includes links to all the services that are important to employers (as shown in the
figure below).
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Additional Resources

Recruitment Services - has access to a wide variety of valuable information for employers.
You can also search for the resumés of qualified candidates on the Internet.

Education Semices - can help you find a suitable training or educational program, as well as
provide information on the various training providers and schools in the area.

Labor Market Semvices - can help answer your detailed questions on the economy and labor
market.

Human Resource Information - can help you find information on HR-related topics, such as
news, trends, employee policies, and problem resolution.

EEOQ Information - can help you find information on topics such as diversity, affirmative
action, disabled workers. and other equal employment opportunity issues.

Labor Resources - can help you find information on labor relations and legal issues,
including area statutes, federal workforce laws and labor policies.

Government Resources - can help you find information on federal programs such as OSHA,
Social Security, IRS, wage reporting, labor statistics and commerce.

Wellness & Ergonomics - can help you learn how to reduce workplace injuries, create a
drug-free work atmosphere and encourage a healthy work environment.

Employer Incentives - can help you find out if you qualify for local, state or federal tax
incentives, like the Welfare To Work and Work Opportunity tax credits.

Exploring Options for Additional Resources

Following are brief example of some of these Additional Resources links, and the pages displayed from the
indicated links/section, shown above.

Human Resource Information

The Human Resource Information feature provides links to HR-related topics. This tool is useful for
determining trends, common employee policies, and problem resolution. Human Resource options may
vary depending on the system type.

About.Com Guide to Human Resources
Articles, information, and links of interest the general human resource community.

American Society for Training and Development

ASTD provides information, research, analysis and practical information derived from its own research, the
knowledge and experience of its members, its conferences, expositions, seminars, publications and the
coalitions and partnerships it has built through research and policy work.

Business and Legal Reports
Includes a Resources & Document Center with useful reportson employment compliance issues. Free
registration required.

Business Forum on Aging
Organization focusing on the implications and opportunities of the age 50+ market and a middle-aging
workforce.

Career Magazine
Includes articles on employment trends and advice on recruiting.

College & University Personnel Association

Founded more than 50 years ago, CUPA serves more than 6,500 human resource administrators at nearly 1,700
colleges and universities worldwide, as well as others interested in the advancement of human resources in
higher education, including students and human resource service providers.

E-LAWS

Developed by the Department of Labor to assist the human resource community understand and comply with

workplace employment laws.

Employee Benefits Security Administration (EBSA)
The EBSA, formerly known as the Pension and Welfare Benefits Administration (PWBA), protects the integrity of
. . e than 150 million people.

Human Resource Information Page

VOS Employer Services User Guide 13-9

VOS Sapphire 09/2021



r

A Geographic
JSolgtigns“’

geographicsolutions.com Additional Resources

EEO Information

The system includes a page allowing access to a number of sources for Equal Employment Opportunity
(EEQ) information.

ADA Home Page
Information on the Americans With Disability Act From the U.S. Department of Justice.

Bridges from School to Work
Presented by the Marriott Foundation, this site offers a school-to-career program model and presents employment
issues and opportunities facing young people with disabilities.

Catalyst
A nonprofit organization working to advance women in business.

Diversity: The Bottom Line
Hemisphere. Inc. website devoted to diversity in the workplace includes articles on the initiatives major companies
are putting in place, how they measure their success and why diversity is a good investment.

Equal Employment Opportunity Commission (EEQC)
Information on laws enforced by the EEOC, fact sheets and related information.

Equal Opportunity Publications
Since 1968, Equal Opportunity Publications, Inc. (EOP) has led the way from affirmative action to diversity
recruitment by publishing career magazines for women, members of minority groups, and people with disabilities.

GSA Office of Equal Employment Opportunity

Equal Employment Cpportunity (EEO) is the right of all persons to work and advance on the basis of merit, ability and potential.

Minority Business Development Agency

The Minority Business Development Agency (MBDA) is the only federal agency created specifically to foster the
establishment and growth of minority-owned businesses in America. MBDA provides assistance to socially or
economically disadvantaged groups who wish to start or expand their own businesses, including African
Americans, Native Americans, Puerto Ricans, Spanish-speaking Americans, Eskimos, Aleuts, Asian Indians, Asian
Pacific Americans and Hasidic Jews.

U.S. Department of

EEO Information Page

Labor Relations

The system includes a page allowing access to a number of sources for labor relations information, such as
labor statistics, arbitration links, and labor law topics.

AFL-CIO
The AFL-CIO's mission is to bring social and economic justice to our nation by enabling working people to have a
wvoice on the job, in government, in a changing global economy and in their communities.

America's Career InfoNet
Connecting employment, education, and training services into a coherent network of resources at the local, state,
and national level.

Bureau of International Labor Affairs

The Bureau of International Labor Affairs (ILAB) carries out the Department of Labor's international responsibilities
under the direction of the Deputy Under Secretary for International Affairs, and assists in formulating international
economic, trade, and immigration policies affecting American workers.

Bureau of Labor Statistics

The Bureau of Labor Statistics (BLS) is the principal fact-finding agency for the Federal Government in the broad
field of labor economics and statistics. The BLS is an independent national statistical agency that collects,
processes, analyzes, and disseminates essential statistical data to the American public, the U.S. Congress, other
Federal agencies, State and local governments, business, and labor. The BLS also serves as a statistical resource to
the Department of Labor.

Department of Labor Poster Page

Some of the statutes and regulations enforced by agencies within the Department of Labor require that posters or notices be
posted in the workplace. The Department provides electronic copies of the required posters and some of the posters are available
in languages other than English.

FindLaw's Labor Law Subject Index
FindLaw is a legal i iding a comprehensive set of legal resources on the Internet for legal
nsumers. These resources include Web st

Labor Relations Information Page
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Government Resources

The Government Resources page offers links to various government websites, providing information such
as congressional email addresses, legislative information, etc.

AFL-CIO
The AFL-CIO's mission is to bring social and economic justice to our nation by enabling working people to have a
voice on the job, in government, in a changing global economy and in their communities.

America's Career InfoNet
Connecting employment, education, and training services into a coherent network of resources at the local, state,
and national level.

Bureau of International Labor Affairs

The Bureau of International Labor Affairs (ILAB) carries out the Department of Labor's international responsibilities
undler the direction of the Deputy Under Secretary for International Affairs, and assists in formulating international
economic, trade, and immigration policies affecting American workers.

Bureau of Labor Statistics

The Bureau of Labor Statistics (BLS) is the principal fact-finding agency for the Federal Government in the broad
field of labor economics and statistics. The BLS is an independent national statistical agency that collects,
processes, analyzes, and disseminates essential statistical data to the American public, the U.S. Congress, other
Federal agencies, State and local governments, business, and labor. The BLS also serves as a statistical resource to
the Department of Labor.

Department of Labor Poster Page

Some of the statutes and regulations enforced by agencies within the Department of Labor require that posters or notices be
posted in the workplace. The Department provides electronic copies of the required posters and some of the posters are available
in languages other than English.

FindLaw’s Labor Law Subject Index
iding a comprehensive set of legal resources on the Internet for legal
nsumers. These resources include Web s

Government Resource Information Page

Wellness and Ergonomics

The Wellness and Ergonomics page offers access to wellness and ergonomics information.

Please select an option below to view information on Wellness and Ergonomics.

CTD News
A source for information on cumulative trauma injuries (CTDs) and workplace repetitive stress injuries.

CUErgo - Cornell University Ergonomics Website

CUErgo presents information from ergonomics research studies and class work by students and faculty in the
Cornell Human Factors and Ergonomics Research Group (CHFERG). The research focuses on ways to enhance
usability by improving the ergonomic design of hardware, software, and workplaces, to enhance people’s comfort,
performance and health.

Ergocise - Stretch At Your Desk
Animated stretches, free reminder program, ergonomic and anatomical information. Includes informative repetitive

stress injury (RSI) symptom and disease entities.

Ergoweb

ErgoWeb® Inc., 'the place for ergonomics™, is a full service occupational ergonomics company, providing
innovative software solutions, professional consultation and training, and valuable, credible information to a
worldwide audience.

Healthy Computing
A free public resource for computer-related health and ergonomics information. Comprehensive resources with

information on preventing computer-related injuries such as Carpal Tunnel Syndrome.

Hewlett Packard Safety and Comfort Guide

This guide describes proper workstation setup, posture, and health and work habits for computer users.

Institute for a Drug-Free Workplace
The Institute for a Drug-Free Workplace is an independent, self-sustaining coalition of businesses, business

organizations, and individuals dedicated to preserving the rights of emplayers and employees in drug-abuse

i national debate of these issues.

Wellness and Ergonomics Information Page
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Additional Resources

Employer Incentives

The Employer Incentives page offers access to information about employer tax incentives, such as the
disabled access tax incentive and the Work Opportunity Tax Credit (WOTC) program.

The page lists links to various websites containing information on employer incentives.

Please select an option below to view i ion on

Disabled Access Tax Incentives
Small businesses are eligible for two tax incentives to

or the removal of architectural barriers.

Federal Bonding Program
The Federal Bonding Program, sponsored by the U.S.

Work Opportunity Tax Credit Program

by offering them a federal income tax

for employees or customers with disabilities, such as sign language interpreters, readers, materials in alternative
format (such as Braille or large print), the purchase of adaptive equipment, the modification of existing equipment,

placement of ex-offenders and other high-risk applicants by issuing Fidelity bonds te businesses who offer jobs to
waorkers in "at risk” groups. These bonds are business insurance policies that protect the employer in case of any
loss of money or property due to employee dishonesty.

The Work Opportunity Tax Credit (\Ncmpmgram encourages employers to hire targeted groups of job seekers
it that reduces the employer's tax liability.

help cover the cost of providing reasonable accommodations

Department of Labor, serves as a tool to secure the job

Employer Incentives Information Page

Staff-Provided Services

Select the Staff-Provided Services link to view information about the services workforce center staff
members can provide to employers.

The page lists workforce center services and a link to view the contact information for your local workforce
office. If you have questions after reviewing the services on the page, contact your local workforce center
for assistance.

h Staff-Provided Services

One Stop Centers are a statewide network of conveniently located centers that each provide
employment, education, and training services to both individuals and employers, all in one pl
These centers include programs such as Unemployment Insurance, Job Services, Vocational
Education, Vocational Rehabilitation, and Youth services through a partnership with local, stat
and national organizations.

Click here if you wish to contact us or visit a local office nsar you.

Services for Employers

One Stop Centers provide numerous services to
employers to help them maximize their businesses
Employers can utilize the centers to access the
following services:

Employee recruitment and screening
Posting job openings on local, state and
national websites

Receiving and forwarding applicant resumes
Prescreening and referral of qualified job
seekers

Tax credit information

Labor market information

Labor law compliance information
Additional resources on issues that affect

e e o @

employers

You may contact a Career Center using the information below. Please use
the details link to review key information about a specific location
including services provided and the hours of operation.

Help Desk Location Nearest Location Search Map of Locations All Locations

PR Help Desk

You have the option of contacting us directly via means other than this
email form. Use the contact information below to initiate contact with
us but first check out the Help Text

/_—_‘—\\_——/

Information on Staff Provided Services and One-Stop Locations
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Appendix A: Common System Tools
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Many tasks that employers perform while using the system are used in multiple areas, for example,
employers are required to select a geographic area when searching for candidates and when researching
an occupation. This appendix describes some commonly used functions in the system.

Search by Keyword

Searching by keyword is used often throughout the system. Keyword searches can be used to identify an
occupation or to search for a candidate, etc.

» To perform a keyword search:

1 Onasearch criteria page, enter a keyword into the Keywords text box. You can also enter part of
a keyword and select from the options that display in the resulting drop-down list.

2 Click the Search button. The page redisplays with selections that match the keyword (see figure
below).

3 Click the appropriate link to select from the results.
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- = 7 = % 5 2
by Keywerd Ty Groun Listing By Education by Military By Qcsupation by License
Erogram Sosciplity Code

D Display only Occupations with a Bright Outlook ] Display Green Occupations only

Search for an occupation by keyword(s)

Type a job title or occupational keywords in the box and click the Search but

(e.g. Accountant) S Occupation Occupation Related Job Occupation
Title Titles Description
# Keyword Search Options | I
Accountants g @

core
100% Accountants

1]
17% Bookkeeping, Accounting, and Auditing v
Search Pt g 9 b
erk

6% Budget Analysts (V]
Click Occupation Listing to see an alphabetical list of all available occupation titl

3%  Financial Analysts & o »# u
=3 Click Occupations by Military Specialty to enter a military occupational classiff

3%  Einancial Managers, Branch or Department (V]

3%  Fraud Examiners, Investigators and Analysts (]

3% | Payroll and Timekeeping Clarks (V]

3% | Tax Examiners and Collectors, and Revenue (V]

Agente

# GREEN OCCUPATIONS

[ Change search criteria ]

Keyword Search and Search Results Page — Occupation Example

Most Keyword Search pages include links to more search options. You can click the
Keyword Search Options link and/or the | +| Show Additional Search Options link to use even more
search options, such as occupation group, minimum acceptable salary, or education level.
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Search by Geographic Area

The system contains geographic area maps, which you can use to search for jobs, training locations, and
employers within a certain area. They can also research labor market information within an area or a
region.

Area (click to change): Pinellas County, FL

Select New Area:
[ Select by Map |

State: Florida

Area Type: County &

*Area:
rea Alachua County, FL

Baker County, FL
Bay County, FL

Daoclfoned FER o)

[ Clear ]

Set Area(s)

Area Selection on Search Criteria Page

P To select an area:

1 On asearch criteria page, click the default Area link to changeit. In the example shown above,
you would click the Pinellas County, FL link. The page expands to display two drop-down lists and

the Select by Map link.
2 Thefirst drop-down list is for area type. The second drop-down list is for selections within that

area type, for example, if County is selected from the Area Type drop-down list, the second drop-
down list allows you to select a specific county, as shown in the figure below.

County b |
None Selected | Alachua County, FL
Ccoumy AT
Metropolitan Statistical Area Y.
Metropolitan Statistical Area {2013) Bay County, FL =
State Dl al = P T
Workforce Region
Zip
City

Any Location

Area Type Selection Lists

3 If Zip Code is selected from the Area Type drop-down list, you can then select the radius (in
number of miles) from the specified zip code.
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Area (click to change): Floridz

Select New Area:
[ Select by Map ]
State:  Florida
Area Type: | zip = |
Zip | 34685 |

Radius @ exact (O Smiles (O 10miles () 25 miles () 50 miles

'Sei-Areé{s_)

Zip Code Selection

a. After making selections from the drop-down lists, click the Set Area(s) button.

b. When the page refreshes, the new area will appear (similar to the following example).

@ Area Selection (-]

Area (click to change): 10 radius of 34683

Y Keywords (e.g. Accountant): NSSRIENY ]
£+ Additional Quick Search Options (+]
Search

Change Radius of a Zip Code

P To select an area on a map:

1

Click the Select by Map link.

Area (click to change): Pinellas County, FL

Select New Area:
[ [ Select by Map ] l

State: Florida

Area Type: | T 2

Select by Map Link

A Map page will appear, similar to the following example.

VOS Employer Services User Guide A-4
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Select an Area by Map

Make an area selection by clicking on one of the map links below.

.
\'\-\

Any Location Anywhere in the A specific
State of Florida County (or

specific

Counties)

PR S ;\
U

A specific

) A specific
Metropolitan

Metropolitan

Within a radius
of a zip code

A specific
Workforce
Development
Area

A city in the

State of Florida

Statistical Area

Statistical Area

(2003) (2013)

Geographic Area Selection Map Page

2 Based on the map selected on the Map page, another map selection page will display. In the
example above, the entire state was selected as the search area and the map titled “A specific
Workforce Development Area” was selected. A map will display that shows each Workforce
Development Area in the selected area (in this case, the entire state) as shown in the figure below.

| Select a specific workforce development area hd |

1 CareerSource Escarosa g | CareerSource North 17 CareerSource Polk
Escambla, Santa Rosa Central Florida Poik
Alachua, Bradford
2| CaresrSource Okaloosa Walton 1g) CareerSource Suncoast
Otaloosa, Walton 10/ CareerSource Citrus Manatee, Sarasota

Levy Marion
3 e Marion o) CareerSource Heartland
Desoto, Hardee, Highlonds,

Geographic Area Selection Page
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3 Click an area of the map to select it or select a drop-down list option to focus on that area.

4 The next page allows you to begin the search within the selected area.

Note: The location selected becomes the default location for later searches until a different area is

selected.

Select an Occupation

When you need to identify an occupation, such as when creating a job order, the same search options will
display. You can search by multiple criteria, which are covered in the following tab sub-sections.

P To select an occupation for a job order:

1 Onajob order detail page, click the Search for an occupation link. The Occupational Search tabs
display in a separate window (see figure below).

Occupations = Occupations ~ Occupation ~— Qecupations  Dccupations Occupafions Occupations
by Keyword by _Group Listing Er% _DE%?’ D:%F;a‘ﬁ by License

[[] Display only Occupations with a Bright Qutlook  [] Display Green Occupations only

Search for an occupation by keyword(s)

Type a job title or occupational keywords in the box and click the Search button. (e.g.
Accountant)

#_Keyword Search Options | |

Search

Click Occupation Listing to see an alphabetical list of all available occupation titles.

B Click Occupations by Military Specialty to enter a military occupational classification

Occupational Search Tabs

Most Keyword Search pages include links to more search options. You can click the
Keyword Search Options link and/or the | +| Show Additional Search Options link to use even more

search options, such as occupation group, minimum acceptable salary, or education level.

2 Select one of the Occupation tabs to search for the appropriate occupation.

3 Select the occupation by clicking on the occupation title link on the Search Results page.

Note:

When selecting an occupation, notice that certain occupations may include three different
colored icons: an orange sun indicates the occupational has a high national demand for
workers, or “Bright Outlook”; a red sun indicates a high statewide demand; and a green leaf
indicates the occupation is a “Green Occupation.” These designations are based on data
from the U.S. Department of Labor.

# BRIGHT OUTLOOK STATEWIDE # GREEN OCCUPATIONS

Colored Occupational Icons
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Occupations by Keyword
The most common way to search for an occupation is through a keyword search.
P To search for an occupation by keyword:

1 Onthe Occupations by Keyword tab, enter a keyword (or partial word) and then click the Search
button (see figure below).

The Search Results page displays occupations that contain the keyword in the Occupational
Information Network (O*NET) title, general occupation title, or occupation description.

2 Click the appropriate occupation title to select it. The occupation data will display on the main
page in the related function (e.g., Occupation Profile).

Occupations Dccupations Qccupation Qccupations Qccupations Occupations Decupations
by Keyweord By Group Listing by Education By Military by Occupation by License
Program Speciaity Code

D Display only Occupations with a Bright Outlook D Display Green Occupations enly

Search for an occupation by keyword(s)

Type a job title or occupational keywords in the box and click the Search button. (e.g. Accountant)

Title T iption
V] @

Search 100% | Accountants
C J i f all av. x| p— ot o =
Click Occupation Listing to see an alphabetical list of all available oc 17%  Bookkeeping, Accounting and Auditing ()
&5 Click Occupations by Military Specialty to enter a military occupati =
6% | Budget Analysts (7]
3% | Financia! Analysts © » W
3% Financial Managers, Branch or (V]
Depariment
3% | Fraud Examiners, Investigators and \'f
Analysts
3% | Payroll and Timekeeping Clerks W
3% | Tax Examiners and Collectors, and (7]
Revenue Agents
# BRIGHT OUTLOOK STATEWIDE | # GREEN OCCUPATION:

Occupations by Keyword Search and Results Page

The Search Results page shows a green checkmark in the Occupation Title column for all occupations
where the O*NET occupation title matches the keyword used. A green checkmark in the Related Job Titles
column means the keyword matches the more generic job titles used for the occupations. A green
checkmark in the Occupation Description column means the keyword was found in the occupation’s
description.

The Search Results page also displays a Score column. This percentage refers to how closely the
occupation matches the keyword; the higher the percentage, the closer the match.
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Occupation by Group
You can search for an occupation by O*NET occupation group.

P To search for an occupation by group:

1 Onthe Occupations by Group tab, expand a group by clicking an occupation group name or

clicking the plus sign | +| next to the group name that most closely matches the occupation being
searched.

2 Select the appropriate occupation from the expanded list. The occupation data will display on the
main page in the related function (e.g., Occupation Profile).

O Oc O i (o] i Oceupations Occupations Occupations
by Keyword by Group Listing by Education by Military by Occupation by License
Program Specialty Code

D Display only Occupations with a Bright Outlook
D Display Green Occupations only

Select an occupation by occupation group

Search for an occupation by clicking "+" or by clicking the occupati| Select an Occupation by OCCUpﬂtiOH qgroup

= Occupation Groups Search for an occupation by clicking "+" or by clicking the occupation group title.
® Ar cture and Engineering_ Occupations

= Arts, Design, Entertainment, Sports, and Media Occ
0 din nin Main up: . £ - -
Building & Grounds Cleaning & Maintenance Occup. & lArchitecture and Engjneering. Occupations

5B —E ons Occupations <
W Aergspace Engineering_and Operations Technicians

Aerospace Engineers
Agricultural Engi S

= Occupation Groups

Architects, Except Landscape and Naval »

-

»

Expand Occupation Group and Expanded Occupation Group List
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Occupation Listing

You can search for an occupation from a list of occupations (displayed in alphabetical order), as shown in
the following example.

P To select an occupation from the list:
1 Onthe Occupation Listing tab, click the letter for occupations that begin with that letter.

2 Select the occupation title that most closely matches. The occupation data will display on the
main page in the related function (e.g., Occupation Profile).

Occupations Occupations Occupation Occupations Occupations Occupations cupations
by Keyword by Group Listing by Education by Military by Occupation by License
Program Specialty, Code

D Display only Occupations with a Bright Outlook
[ pisplay Green Occupations only

Occupation Listing

Select a character below to see occupations in the system that begin with that
character.

Earth Drillers_Except Oil and Gas

&EQ%EQHIJKLMNQEQRSTUVWZ

Econemics Teachers, Postsecondary
Economists

Editors

Education Adminjsti | Other

Occupation Listing Page
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Occupations by Education Program

You can search for an occupation based on the educational programs that provide training for the

occupation.

P To search for an occupation by education program:

1 Onthe Occupations by Education Program tab, click the first letter of the program to display a list
of programs beginning with that letter.

Occupations
By Keyword

Occupations ~ Occupation |~ Occupations | Occupations Occupations Occupations
by Group Listing by Education by Military by Occupation by License
Program Specialty Lode

D Display only Occupations with a Bright Outlook
D Display Green Occupations only

Select an occupation by an education program

character.

Select a character below to see education programs in the system that begin with that
:JABCDEFGHIJKLMNOPQRSIUVWYZ

Education Program

Please choose an education program in the detailed list and click the
Continue button.

ACTING

Accounting and Computer Science.
Accounting and Finance.

Accounting and Related Services, Other.
Accounting.

Acoustics.

Continue

Occupations by Education Program Page

2 Select the program from the Education Program selection list and click Continue.

Occupations

Selected Education Program: Accounting.

Here is a list of occupations that matched your search criteria. To select an
occupation, click on its title.

Accountants
Auditars

Sudget Analysis

Business Teachers Postsecondary

Credit Analysts

Financial Examiners

Tax Examiners and Collectors, and Revenue Agents

| # BRIGHT OUTLOOK STATEWIDE | & GREEN OCCUPATIONS

[ Change education program ]

Occupations Related to an Education Program
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3 Onthe Search Results page, click an occupation in the list to select it. The occupation data will
display on the main page in the related function (e.g., Occupation Profile).

Occupations by Military Specialty

Within the system, military occupations are matched to corresponding civilian occupations using the
Military Occupational Classification (MOC) to Standard Occupational Classification (SOC) Crosswalk
that was developed by the Defense Manpower Data Center. The crosswalk cross-references military
occupational codes of the Army, Navy, Marine Corps, Air Force, and Coast Guard with the equivalent
civilian occupation codes.

Military Occupational Classification

P To search for an equivalent occupation by military occupational classification:

1 Onthe Occupations by Military Specialty tab, select the Branch of Service from the corresponding
drop-down list.

2 Select the Personnel Category from the corresponding drop-down list.
3 Select the Military Occupation Code (if known) from the corresponding drop-down list.

4 Click the Search button.

Occupations ~ Occupations ~ Occupation  Occupations  Occupations Occupations Occupations
DyKeyword by Group THE" | oy Fdeaton by Military byOccupation “ByLicense
Program pecialty ~ Code

[ Dpisplay only Occupations with a Bright Outlook
Display Green Occupations onl
play p ¥

Select an occupation

Please choose a specific military occupational classification by selecting one of the
options in the list below.

Military Occupational Classification | MOC | Keyword | Branch of Service

Military Occupational Classification

Select a Branch of Service, Personnel Category and MOC. Then click the
Search button.

1 - Select a Branch of Service

| Army - |

2 - Select a Personnel Category

| All Categories g |

3 - Select a Military Occupational Code

Choose MOC - |

Occupation Search by Military Occupational Classification

Searches will return civilian occupations based on the equivalent military responsibilities or duties using
the Military Occupation Specialties (MOS) database. You can then cross-reference the occupation to an
O*NET-defined civilian occupation and continue searching with the associated skills and information for
the occupation.
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P To search for an occupation by MOC Code:

1 Click the MOC link in the Select an occupation section to search by the Military Occupational

Classification code.

Select an occupation

Please choose a specific military occupational classification by selecting one of the
options in the list below.

Military Occupational Classification | MEC | Keyword | Branch of Service

MOC
Type a MOC in the box and click the Search button.

Code example: 96U

Search

MOC Code Option
2 Enter the MOC code in the box provided and click the Search button.

3 From the listed results, select the appropriate civilian occupation. The occupation data will display

on the main page in the related function (e.g., Occupation Profile).
MOC

Selected (MOC):
Unmanned Aerial Vehicle Operator - Army - Enlisted - 96U

Here is a list of civilian occupations that matched your search criteria. To select an
occupation, click on its title.

Crvilian Occupation

Electro-Mechanical Technicians »

iT ¢ BRIGHT OUTLOOK STATEWIDE ‘ # GREEN OCCUPATIONS

Occupation by Military Specialty Search - Matching Civilian Occupation
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Keyword
P To search for an occupation by keyword:
1 Click the Keyword link in the Select an occupation section.

2 Entera job title or occupational keyword in the textbox and click Search.

Select an occupation

Please choose a specific military occupational classification by selecting one of the
options in the list below.

Military Occupational Classification | MOC | _etword | Branch of Service

Keyword
Selected Keyword: secretary

Please make a selection from the military occupational classification list below and
click the Continue button,

Military Occupational Classification

Flag Secretary - Navy - Commissioned Officer - 9082 h .
Flag Secretary - Navy - Warrant Officer - 9082

Ship's Secretary - Navy - Commissioned Officer - 9286

Ship's Secretary - Navy - Warrant Officer - 9286

[ Change search criteria ]

Continue

Select Military Occupational Specialty

3 From the listed results, select the Military Occupation from the list and click Continue.
Keyword
Selected Military Occupational Classification:
Flag Secretary - Navy - Commissioned Officer and Warrant Officer - 9082
Here is a list of civilian occupations that matched your search criteria. To select an
occupation, click on its title,
Administrative Services Managers
HT OU & BRIGHT OUTLOOK STATEWIDE | #® GREEN OCCUPATIONS
Select the Civilian Occupation
4 From the listed results, select the civilian occupation. The occupation data will display on the main
page in the related function (e.g., Occupation Profile).
VOS Employer Services User Guide A-13
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Branch of Service
P To search for an occupation by branch of service:

1 Click the Branch of Service link in the Select an occupation section.

2 Select a branch of the military/status (officer, enlisted, etc.) and click Continue.
3 From the listed results, select the Military Occupational Specialty and click Continue.
4

From the listed results, select the appropriate civilian occupation. The occupation data will display
on the main page in the related function (e.g., Occupation Profile).

Select an occupation

Please choose a specific military occupational classification by selecting one of the
options in the list below.

Military Occupational Classification | MOC | Keyword | Branch Qf§trvi:g_

Branch of Service
Please choose a military branch in the detailed list and click the Continue button.
Military Branch

Air Force - Commissioned Officer

Army - Commissioned CUige
Army - Enlisted
Army - Warrant Officer

Ceast Guard - Commissicned Officer S

Branch of Service
Selected Branch of Service: Air Force

Please make a selection from the military occupational classification list below and
click the Continue button,

Military Occupational Classification

Ground Radar Systems Craftsman (Air Force - Enlisted) - 3D175

Ground Radar Systems Helper (Air Force - Enlisted) - 18115

Ground Radar Systems Helper {Air Force - Enlisted) - 2E011

Ground Radar Systems Helper (Air Force - Enlisted) - 3D115

Ground Radar Systems Journ| i

Selected Military Occupational Classification:

[ Chl Ground Radar Systems Helper - Air Force - Enlisted - 1C811

Here is a list of civilian occupations that matched your search criteria. To select an
occupation, click on its title.

Electrical and Electronics Repairers, Commercial and Indusirial Equipment »

| # BRIGHT OUTLOOK STATEWIDE | # GREEN OCCUPATIONS

Occupation by Military Specialty — Branch of Service Search
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Occupations by Occupation Code

You can search for a desired occupation by O*NET Code. The O*NET database assigns every occupation a
unique code. You can enter the entire O*NET code or a partial code to search for occupations.

P To search for an occupation by its O*NET code:

1 Onthe Occupations by Occupation Code tab, enter the O*NET Code (whole or partial) and click
Search. The system will display a list of occupations matching the code.

Occupations Occupations Occupation Occupations Occupations Occupations Occupations
by Keyword by Group Listing by Education by Military by Occupation by License
Program Specialty Code

[ Display only Occupations with 3 Bright Outlock
[ oisplay Green Occupations only

Search for an occupation by occupation code
(O*NET)

Enter a partial or complete O*NET code in the box and click the Search button.

l 13-201 |

Code example: 13-2011.01

Search

O*NET Code Search Page

2 Select atitle from the occupation list that displays. The occupation data will display on the main
page in the related function (e.g., Occupation Profile).

Search for an occupation by occupation code
(O*NET)

Here is a list of occupations that matched your search criteria. To select an cccupation,
click on its title.

Occupation

Accountants

o

Auditors

# BRIGHT OUTLOOK STATEWIDE ‘ # GREEN OCCUPATIONS

[ Change search criteria ]

O*NET Occupation Selection Page

Note: Ifyou enter an O*NET Code for which there is more than one O*NET Occupation detail listing, (e.g.,
“13-2011” — the code associated with the Title “Accountants and Auditors”), you will need to pick from a list
to identify the specific Occupation Title. This ensures that all of the detailed occupational profile
information exists for the occupation, including details such as Nature of Work (e.g., “Tasks”) or Job
Requirements (e.qg., “Skills Required”).
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Occupations by License

Depending on the state Occupational License data supplied, your site may notinclude the Occupations by
License tab. This tab is dependent on WID data supplied by the state, which is used to associate the state’s
requirements for occupational licenses to the various O*NET occupation codes.

P To search for O*NET code by a license:

1 Onthe Occupations by License tab, click the first character of the desired occupational license
(e.g., Cfor CPA, Lfor LPN). The system will display a list of Occupation Licenses starting with that
letter.

2 Select the desired license in the list and click the Continue button. The system will display a list of
occupations matching the license.

Select an occupation by an occupational license

Select a character below to see occupational licenses in the system that begin with
that character.

ﬁﬂﬁEFGHILMNOPRSTVWY

Licenses

Please choose an occupational license in the detailed list and click the
Continue button.

Certified Pollutant Sterage Systems Contractor -
Certified Pool/Spa Contractor

Certified Public Accountant

Certified Residential Contractor %

Certified Residential Solar Water Heating Contractor
Certified Roofing Contractor

(= R W S | A

Cantinue

Occupations

Selected Occupational License: Certified Public Accountant

Here is a list of occupations that matched your search criteria. To select an
occupation, click on its title.

Accountants
Accc:_;r‘tits and Auditors

Auditors

| # BRIGHT OUTLOOK STATEWIDE | # GREEN OCCUPATIONS

[ Change occupational license |

Occupational License Search and Selection Pages

3 Select atitle from the list. The occupation data will display on the main page in the related
function (e.g., Occupation Profile).
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Select an Industry

When employers are registering their account, the system allows them to search for a specific industry
(NAICS) code. The various methods for searching for industries on the Industry Search tabs are described

in the following sections.

P To access the Industry Search tabs any time:

e From the left navigation menu, select Labor Market Services » Industry Profile.

Industries by Keyword

P To search for an industry by keyword:

1 OntheIndustries by Keyword tab, type an industry keyword in the textbox and click the Search
button. A list of industries will appear that matches the keyword search (as shown below).

2 Select the industry title that most closely matches. The industry profile data will display.

Industries Industries
by Keyword by Sector

Area (click to change): Pinellas County, FL

Search for an industry by keywo,

Industries

by Industry
Code

Manufacturing)

l Accounting |

Type your keywords in the box and click the Search

Search for an industry by keyword(s)

Here is a list of industries that matched your keyword search. Industries are ranked
based on how well they matched the keyword. The table below also indicates whether
the keyword was found in the title or description of each industry.

You may click on the matched indicator in the Industry Description column to view the

corresponding matches. To select an industry, click on its title.

Industry
Description
50% Accounting, Tax Preparation, Bookkeeping, and Payrol w
Services {5412)
25% | Animal Production and Aquaculture (112) (7]
25% | Crop Production (111) \"J
25% | Manufacturing (31) &

Industries by Keyword Search

VOS Employer Services User Guide
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Industries by Sector

You can search through industries grouped by sector.

P To search for an industry by sector:

1

On the Industries by Sector tab, click an option that most closely matches the industry. You can
also click the plus sign to expand the sector list.

Continue expanding the list until the industry is located. Each sector level is an industry title,
which is also a link. The industry profile data will display.

Industries Industries Industry Industries
by Keyword by Sector Listing by Industry
Code

Area (click to change): Pinellas County, FL

Select an industry by industry group

Search for an industry by clicking "+" or by clicking the industry group title,

=Industry Sector
=72 - Accommodation and Food Services
@721 - Accommodation
=722 - Food Services and Drinking Places
7224 - Dnnking_Places (Alcoholic Beverages)
+-7221 - Full-Service Res?aw
7222 - Limited-Service Ea Places
7225 - Restaurants and Other Eating Places
7223 - Special Food Services

2 56 - Administrative and Support and Waste Management and Remediation

Services
#-11 - Agriculture, Forestry, Fishing and Hunting

PR i Recreation

Industries by Sector Search
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Industry Listing
You can search for an industry through the Industry Listing tab, which lists industries alphabetically.
P To select an industry from the listing:

1 OntheIndustries Listing tab, click a letter at the top of the list for industries that begin with that
letter.

2 Select the industry that most closely matches. The industry profile data will display.

Industries Industries Industry '““"r'f"::‘
By Keyword By Sector Listing e

Area (click to change): Pinellas County, FL

Industry Listing

Select a character below to see industries in the system that begin with that character.

Beverage and Tobacce Product Manufacturing (312)

Beverage Manufacturing (3121)

Industries by Sector Search
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Industries by Industry Code

During employer registration there is a link to search for Industry NAICS code to associate a standard
industry type to the company. Because registered employers are tied to a specific NAICS code, other users
can search for registered employers by industry code.

P To search for an industry by industry code:
1 OntheIndustries by Industry Code tab, enter the NAICS code (full or partial) and click the Search

button.
3 % Industries
Industries Industries Industi
By Keyword by Sector Listing |.|ng gci'gdusuy

Area (click to change): Pinellas County, FL

Search for an industry by industry code (NAICS)

Enter a partial or complete NAICS code in the box and click the Search button.

Search

Industry Search by Industry Code

2 Select the industry from the search results list. The industry profile data will display.

Search for an industry by industry code (NAICS)

Here is a list of industries that matched your search criteria. To select an industry, click on its title.

7213 Rooming and Boarding Houses, Domitories_and Workers' Camps

[ Change search crit |

Search by Industry (NAICS) Code

Determine the NAICS Code

To look up the NAICS code, use the Industries by Keyword tab or the Industries by Sector tab to find the

industry title or group and its code. To use the example above, on the Industries by Keyword tab, search
for ‘rooming.” On the Search Results page, the NAICS code is displayed in the last column. See the topic
“Industries by Sector” earlier in this appendix for instructions on searching by sector.

s

50% Rooming and Boarding Houses, Dormitories, and Workers' Campf (72

25% | Accommodation (721) (V]

NAICS Code Displays on the Search Results Page
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Spell Check

To assist with entering text in freeform text fields, the system provides a Spell Check feature, which allows
you to correct spelling errors. As you type, the Spell Check feature will indicate if a misspelling or grammar
error has occurred. The checker will offer suggestions that you can select and then replace the error.

Job Description

* Job Description
Click the insert Sample Text link to insert the occupational description or create your own job
description by entering the text below.

Some HTML tags such as embedded videos are not zllowed in this text box and will not be
saved.

B I UL == = |2:1=|=0M08

Format + | Font + | Size - iF | 7] e

Answer inguiries and provide information to the genaEﬁI public, customers, visitors, and other interested

parties regarding activities conducted at establis genersl rartments, offices, and employees
neral
within the organization
gemara
generals
Add word
Ignore all

[Insert Sample Text | Clear Text |Remove All Formatting ]

Automatic Spell Check

You can also use the Proofread in Dialog feature to correct any errors.

P To use the Proofread in Dialog feature:

1

Hover over the orange circle at the bottom right of the text field (the number in the circle indicates

the number

of errors in the text).

Click the Proofread in dialogicon (next to the orange circle).

Edit the text in the pop-up window that displays. This window will offer suggestions for editing.

Click the Fin

ish checking icon at the bottom right of the window.
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Job Description

*Job Description
Click the Insert Sample Text link to insert the occupational description or create your own
Jjob description by entering the text below.
Some HTML tags such as embedded videos are not allowed in this text box and will not be
saved,

B I UTFL

QO m
-« @ o

i

Fosmnat - Font - Size

Answer inquiries and provide information to the genaral public, customers, visitors, and other interested
parties regarding
within the organization.

g e 4

at nent and location of depariments, offices, and employees

Proofread in dialog

Answer inquiries and provide information to the genaral

hll Formatting ]

public, customers, visitors, and other interested parties genaral general
regarding activities conducted at establishment and location gemara
of departments, offices, and employees within the generals

organization.

Finish checking |

Proofread in Dialog Feature
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Formatting Controls

The formatting toolbar lets you customize text in large text-entry fields, using formatting tools and icons
similar to those found in standard word processing programs.

Large text fields are found in various areas of the system, such as Correspondence Templates or the
Message Center.

ESC-JI’BE :fi 3 -El El = (=] Q |,‘;_} =
B I US I | % ®|;= 12 ElE E E = | = -
Wl =8 Q.=
Siyles - | Format - | Font - Size - A-B- | M 8 @
&,
-/,
body
[ Clear Text | Remove All Formatting ]
[ Insert Template | Preview Message ]

Formatting Controls

Some of the commonly used icons and their uses are described below. Some icons may not appear in the
toolbar, depending on which area of the system you are currently visiting.

Note: The formatting applies to text entered manually, copied and pasted, or inserted as a sample text
entry.

Control Icon Control Name and Description
Format - Select from a list of pre-set text formats (e.g., Heading 1) to control the appearance of the
selected text.
Font - Select from a list of pre-set font styles (e.g., Tahoma) to control the appearance of the
selected text.
Size Select from a list of pre-set font sizes (e.g., medium) to control the appearance of the selected
- text.
B Bold — Changes highlighted text to bold
I Italic— Changes highlighted text to italics
U Underline — Underlines the highlighted text
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Control Icon Control Name and Description

Left Justify — Aligns the text to the left edge (this is the default alignment until changed)

Center Justify — Centers the selected text

Right Justify — Aligns the text to the right edge

Block Justify — Aligns the text to both the left and right edges

Number List — Converts the selected text to a number list according to paragraph breaks

Bullet List — Converts the selected text to a bullet list according to paragraph breaks

Horizontal Line — Inserts a horizontal line before the insertion point’s location

Special Character — Inserts a special character (e.g., ®) at the insertion point

A~ Text Color — Displays a color palette to change the color of the selected text
= Selects All Text — Selects all text within the window

- Undo / Redo — Undoes or redoes the last formatting of text

.@. Help — Provides detailed assistance with the textboxes and formatting tools

In addition to these options, you may also choose from the following link options:

[ Clear Text | Remove All Formatting |

[ Insert Template | Insert Variable | Preview Message ]

Link Options
Clear Text — This link removes the text displayed. Click OKin the pop-up window to confirm.

Remove All Formatting — This link restores the text to the default format.

Insert Template —Select a template to insert into the text field. For more information, see the topic
“Creating Communication Templates” in Chapter 8 — Manage Communications.

Insert Variable — Place variables, such as Recipient’s Company Name, Address, or Today’s Date, into the
text field, and this variable will be replaced with the actual data upon completion of the content.

Preview Message — If you are sending a message, you can preview the content you have written, as it will
look when sent.

Insert Sample Text (not shown) — On some text field pages, you can place sample text into the field.
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Index

A
Accessibility Settings, 1-25
Account Information
Accessing, 3-1
Adding Contacts, 3-13
Adding Locations, 3-10
Changing Sign-In Credentials, 3-5
Creating Company Profile, 3-6
Updating, 3-3
Account Summary Tab, 3-18
ADA Settings, 1-25

Agents
Activating Relationship, 1-14
Power of Attorney, 7-10
Registration, 1-10
Requesting to Represent Employers, 1-12
Requesting WOTC Access, 7-6
Setting WOTC Privileges, 7-7

Agents Tab, 3-23
Alerts, managing, 8-17

Applicants
Viewing, 6-45, 6-50

Application Question Sets
Creating, 5-42

Application Questions Tab, 5-41

Appointment Calendar
Adding Appointments, 9-4
Deleting Appointments, 9-6, 9-9
Editing Appointments, 9-6, 9-9
Managing, 9-2
Requesting Appointments with Staff, 9-6
Appointment Center Overview, 9-1
Area Profiles, 12-6
Area Selection, A-3

Areas
Search History, 4-7

Assistance Center, 1-37, 13-2

Cc

Calendar
Appointment, 9-2
Events, 9-10

Candidate Market Trends, viewing, 6-80
Candidate Quick Search, 1-26

Candidates
Managing, 6-7
Managing Favorites, 6-42
Viewing Details, 6-38

Chat Log, viewing, 8-19

Communication Center
Options, 8-3
Ways to Access, 8-1

Communication Templates
Creating, 8-8
Managing, 8-8

Company Profile, 3-6

Configuring Widgets on the Dashboard, 2-12
Contact Us, 1-37, 13-6

Contacts, adding, 3-13

Contacts/Users Tab, 3-12

Correspondence
Creating Templates, 8-8
Viewing System Letters, 8-10

D

Dashboard. See Employer Dashboard

Dashboard Widgets
for WOTC, 7-38

Directory of Services, 2-15

Documents
Managing, 3-19
Scanning, 3-21
Uploading, 3-20

Documents Tab, 3-19

E

Education Profile Informer, 11-13
see Education Profile, 11-14

Education Profiles, 12-98
Education Program Completers, 11-11

Education Programs, 11-4
Comparing, 11-7
ETPL Approved, 11-10
Search History, 4-4

Education Services Overview, 11-1
Education Services Widget, 2-6
Email Log, viewing, 8-18

Employer Dashboard
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Index

Overview, 2-3
Services Preview Section, 2-4
Widgets Section, 2-5

WOTC Specific, 7-38

Employer Portfolio, 1-36
Employer Resources, 2-17
Employer Workspace Overview, 2-1

Employers
Hiring, 1-17

ETPL Approved Programs, 11-10

Events Calendar
Canceling a Registration, 9-14
Managing, 9-10
Registering for an Event, 9-12

F

Footer Bar Options, 1-27
Formatting, A-23

G

General Information Tab, 3-3

Geographic Area, Search by, A-3

H

Help Desk Log, viewing, 8-19
Highlighted Employers, 1-17
Home Page Tour, 1-16

How Do They Measure Up, 6-53
How To Videos, 1-39

How We Can Help You, 2-16

Importing Job Orders, 5-37

Industries
Search History, 4-6

Industries — Search by Industry Code, A-20
Industries — Search by Keyword, A-17
Industries — Search by Sector, A-18
Industry Listing, A-19

Industry Profiles, 12-39

Industry Selection, A-17

J

Job Applicants
How Do They Measure Up, 6-53
Viewing Details, 6-58

Viewing from Job Applicants Tab, 6-45
Viewing from Job Orders Tab, 6-50

Job Applicants Tab, 6-43
Job Details Page Overview, 5-21
Job Market Trends, viewing, 6-79

Job Order Templates
Creating from Existing Job, 5-34
Creating Jobs from, 5-36
Managing, 5-33

Job Orders
Copying, 5-31
Creating from Template, 5-36
Creating Options, 5-4
Creation Wizard, 5-5
Editing, 5-26
Finding Incomplete, 5-25
Importing by Agents, 5-40
Managing, 5-23
Mass Import, 5-37
Saving as Template, 5-34
Updating Status and Thresholds, 5-29
Viewing Applicants, 6-45, 6-50

Job Skill Sets
Creating from All Skills, 5-45
Creating from Occupation, 5-47

Job Skill Sets Tab, 5-45

K
Keyword Searches (Systemwide), A-1

L

Labor Market Facts, 12-4

Labor Market Info Overview, 12-2

Labor Market Services Widget, 2-7

Labor Market User Interface Controls, 12-110
Language Selection, 1-16

Latest News and Announcements Widget, 2-7
Learning Center, 1-39, 13-7

Letters
Creating, 8-12
Managing, 8-11

Linked Jobs Tab, 5-40
Locations Tab, 3-9
Locations, adding, 3-10
Logging into System, 1-18

M
Mass Import Job Orders, 5-37
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Menus
Configuring Left Menus, 1-34
Left Navigation, 1-32
Quick Menu, 1-35

Message Center
Accessing, 8-4

Messages
Adding Folders, 8-7
Creating, 8-6
Managing, 8-4

Military Branch of Service - Search for Occupations,
A-14

Mobile App, 1-31

MOS Code, A-12

My Calendar Widget, 2-8, 9-2

My Correspondence Widget, 2-9
My Messages Widget, 2-10

My Recruitment Plan Widget, 2-10

N
NAICS Code, How to Determine, A-20

Navigation
Configuring Left Menus, 1-34
Employer Portfolio, 1-36
Footer Bar, 1-27
Left Menus, 1-32
Quick Menu Group, 1-35
System, 1-24
Top Menu Bar Options, 1-24

Need Help or More Information Widget, 2-11

(0

Occupation - Keyword Search, A-7
Occupation - Search by Group, A-8
Occupation Listing, A-9

Occupation Profiles, 12-54
Occupation Search by Keyword, A-7
Occupation Selection, A-6

Occupations
Search History, 4-5

Occupations - Search by Education Program, A-10
Occupations - Search by Military Specialty, A-11
Occupations — Search by Occupation Code, A-15

Online Learning Resources, 11-12

P

Password
Changing, 3-5

Reset, 1-21

Password or User ID
Forgotten, 1-20

Portfolio Folders, 1-36
Power of Attorney for WOTC, 7-10
Program Completers, 11-11

Q

Question Sets
Creating, 5-42

Questions About System, 13-5
Questions Sets, 5-41

Quick Menu Group, 1-35

Quick Reference Cards, 1-37, 13-3

Quick Search
From Top Menu Bar, 1-26
on Home Page, 1-17

R

Recruitment Services
Overview, 6-2

Recruitment Services Widget, 2-11

Registration
Agent (TPA), 1-10
Employer, 1-4
Overview, 1-3
WOTC, 7-2

Reports
EEO Employer, 10-1
Job Imports, 10-3

Resetting Password, 1-21

Résumé Search
Advanced Tab, 6-13
External Tab, 6-23
Job Order Tab, 6-22
Number Tab, 6-23
Quick Tab, 6-9
Skills Tab, 6-21

Résumé Search Results
Detailed View, 6-36
Summary View, 6-34

Résumés
Search History, 4-3

S

Saved Text Templates, 8-15
Creating, 8-15
Using, 8-16

Search by Geographic Area, A-3
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Index

Search by Keyword, A-1

Search for Industries by Industry Code, A-20
Search for Industries by Keyword, A-17

Search for Industries by Sector, A-18

Search for Industries in a List, A-19

Search for Occupations by Branch of Service, A-14
Search for Occupations by Education Program, A-10
Search for Occupations by Group, A-8

Search for Occupations by Keyword, A-7

Search for Occupations by Military Specialty, A-11
Search for Occupations by Occupation Code, A-15
Search for Occupations in a List, A-9

Search History
Areas Tab, 4-7
Industries Tab, 4-6
Occupations Tab, 4-5
Programs Tab, 4-4
Viewed Résumés Tab, 4-3

Search History Profile, 4-1
Searching the Entire Site, 1-28
Select an Industry, A-17
Services Preview Carousel, 2-4
Signing into System, 1-18

Site Map, 13-4

Site Search, 1-28

Skill Sets
Creating, 5-47

Skill Sets Tab, 5-45

Smart Search, 1-26

Spell Check, A-21
Subscriptions, managing, 8-17
Survey Feedback, 13-4

System
Navigation, 1-24
Sign On, 1-18

System Alerts, managing, 8-17

System Inquiries
Send Email, 13-5

System Letters, 8-10

T

Templates
Communication, 8-8
Job Order, 5-34
Saved Text, 8-15

Tools and Technology Sets

Creating, 5-49
Tools and Technology Tab, 5-49
Training Programs, 11-4, See Education Programs
Training Providers and Schools, 11-2

U
Unemployment Services Widget, 2-12

Updating Account Information, 3-3

Username
Changing, 3-5
Forgotten, 1-20, 1-22

Vv

Verification Documents
Uploading for WOTC, 7-31

Videos
How To, 1-39, 13-7

Virtual Job Fair Plus
Managing, 6-64, 6-65

Virtual Recruiter
Creating, 6-30

Virtual Recruiter Tab, 6-30

w

Widgets, 2-5
Configuring, 2-12
Descriptions of, 2-6
Education Services, 2-6
Labor Market Services, 2-7
Latest News and Announcements, 2-7
My Calendar, 2-8
My Correspondence, 2-9
My Messages, 2-10
My Recruitment Plan, 2-10
Need Help or More Information, 2-11
on Dashboard, 2-5
Recruitment Services, 2-11
Unemployment Services, 2-12

WOTC

Appealing an Application Denial, 7-36
Completing Applications, 7-12

ETA Form 9061, 7-17

ETA Form 9062, 7-25

ETA Form 9175, 7-23

IRS Form 8850, 7-13
Dashboard Widgets, 7-38
Employer Registration, 7-2
Importing Applications, 7-28
Overview, 7-1
Power of Attorney, 7-10
Recruiting Job Applicants, 7-11
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Requesting Access for Agent, 7-6 Setting Privileges for Contacts or Agents, 7-7
Requesting Access for Recruiting Employer, 7-5 Uploading Multiple Employers, 7-10
Reviewing Application Status, 7-34 Uploading Verification Documents, 7-31
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