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Virtual OneStope for Individuals Quick Reference Card

In This Quick Reference

Welcome to the Virtual OneStop® system. In this quick reference guide, job seekers can...
Get step-by-step instructions to:

e Set up anew account

e Signin to your account

e Get help using the system

e Access the menus and Quick Search

e Use the top menu bar to access key system functions

e Explore your dashboard

e Enter your personal and background information

e Create arésumé

e Search for jobs
e Set up automatic job search alerts

e Apply for jobs
Learn where to go in the system to:

e Apply for unemployment insurance benefits

e Explore your eligibility for federal and local government services and programs

e Find educational scholarships for which you may qualify

e Research other sources of educational financial aid

e Figure out which career or occupation to pursue

e Complete skills and tools assessments

e Explore training, education, or licensing/certification options

e Research employers and the job market

e Find employment recruiting events

e Create cover letters

e Prepare for interviews

e Brand yourself as a stand-out job candidate to employers (Smart Seeker)

Notes: See the VOS Individual Services User Guide for in-depth coverage of these topics. Contact your local
one-stop career center to receive a copy in PDF format.

Your site may display different options from those shown here.
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Set up a New Account

To fully utilize the system, you must set up login credentials and provide basic personal information. The more
information you provide, the more system features you have at your disposal.

P To create a new account:

1. Select the Sign In / Register button at the top of the site home page.

English (United States) Sign In / Register

Sign In / Register Button

2. Inthe registration section, select the Individual Registration button.

3. Select how you wish to register on the Individual Registration Type page: Quick, Comprehensive, or
with a Résumé.

4. Fillin all required (*) fields on all pages. Be sure to write down your username and password for
future logins.

Note: Fields vary depending on your site setup but always include creating a unique username and
password. Your site may also be configured to accept a 4-digit PIN for added security.

v

Select the Finish button on the last page. When the “What’s Next?” page displays, your account is
created, and you are signed in. The options and resources available on this page vary depending on

your site setup.
Sign in to Your Account
» To sign in to your account:
1. Select the Sign In / Register button at the top of the site home page.
2. Enter your User Name and Password.
3. If displayed, enter the case-sensitive CAPTCHA code.
4. Select the Sign In button. Your dashboard displays.

Note: If you forgot your user name and/or password, select the Retrieve User Name or Password link
and select your desired retrieval option.

Get Help Using the System

Wherever you see the Info icon 0 on a page, you can select it to display help text for that section in a pop-up
window.
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Access the Menus and Quick Search

The header bar and left navigation menu allow you to navigate the system and access frequently used
features. The header bar appears on every page of the system, and from here, you can access three key
features: the left navigation menu to access all features, the Quick Search field to find jobs and other
important resources, and the Profile icon to manage all your personal and background information. These are
briefly described below.

e o

Azsistance Sign Out

Menu

Search Options

! x =  lobs /ﬁ‘ ; Home / My Dashboard
Dashboa Alerts Accessib a fic Employers Home  Pinned Links
y Dashboard How  Fducitioninstitutions | Employment Strategy  Directory of Services My Resources

Career Occupations

Industries
- Area
Sign Out Articles t5 you to system features and offers suggestions. Select from the items

Search men... Q, = * |[keyword & Lacation

< My Individual Workspace
My Dashboard
How We Can Help You
Employment Strategy

Directory of Services

My Resources ?
< Quick Menu

Résumé Builder

My Partfolio ’

Job Search

~ Services for Individuals

Career Services

W

Header Bar, Left Navigation Menu, and Quick Search Field

e Menu - Sometimes called a “hamburger menu,” displays/hides the left navigation menu, which now
features a refreshed design that enhances its visual appeal. Select the right arrow > on the menu to
view options within that menu group. When you select an option, the menu retracts and the selected
page displays. Many of these options are also available as widgets on your dashboard.

e Quick Search — Displays a search field, from which you can search for jobs, employers, education
institutions, career occupations, and more. The magnifying glass icon displays the Advanced Job Search
page, which lets you tailor your job search results according to your background and experience.

e Assistance Center — Provides a variety of options for obtaining help in the system, including Quick
Reference Cards, Site Map, Learning Center, and more.

e Profile — Access your Personal Profile, where you can review and modify your registration information,
background information, job seeking activities, messages and letters, and much more.

e Sign Out — Logs you off the system.
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P To configure your left navigation menu:

1. |Inthe footer at the bottom of any page, select Page Preferences.

2. Inthe pop-up window that opens, under the Navigation Menus heading, select the Configure
Navigation Menu link.

3. On the Navigational Menu Configuration page that displays, you can:

a. Specify if you want each menu group to be Expanded (show sub-options), Collapsed (show
heading only with ability to expand options), or Not Displayed at all.

b. Rearrange the order of the menu groups by dragging and dropping the menu bars using your
mouse.

4. Select the Save button to save your changes.

Use the Top Menu Bar to Access Key System Functions

The top menu bar contains icons providing immediate access to core system functions in drop-down panels. A
new Pinned Links feature provides convenient access to your pinned pages.

Breadcrumbs provide a clear, easy-to-follow path through the system, helping you stay on track and quickly
navigate back to previous pages or sections. The Home and My Dashboard links are always available for quick
access to the initial system pages.

= Emn 006
o

Menu Assistance _Prafile Sign Ot

~ 8 A

Hide Dashboard

Home / My Dashboard

X Messages

o @ Akash 7/31/2025 10:46:00 AM (7]
Home Depot Potential Opportunity

Christing, I've referred you to customer service position with Home
Depot. Akash

® Aaron S 7/31/2025 10:39:00 AM
Document Request
Please send to me a copy of your S5 card. Thanks! Aaron Sincerely,
Mew Message Aaron Staff Workforce Development (T): 555-555-5555

com CareerSource Pinellas - 4444-
Tarpon Spring center 38500 ULS. Hwy 19 Morth Tarpon
Springs, FL 34684 Pho=

Mark All As Read

Message Center

Top Menu Bar — Showing Messages Panel and Breadcrumb Links

The Top Menu Bar includes the following icons and features:

e Dashboard — Displays your dashboard. See Explore Your Dashboard for more information.

e Alerts — Displays current system alerts posted by the website administrator. Alerts sometimes include
a link that you can select for viewing further information.

e Accessibility — Provides various settings you can use for optimal viewing of the website, including a link
to view the website's accessibility statement, which contains accessibility information for assistive
technology users viewing the site.
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e Mail — Recent messages from your Inbox display on the right side of the Messages panel. Messages
that are marked with a red dot indicate an unread message. Select any of the messages from the list to
view the full message. Buttons on the left side allow you to Mark All As Read, create a New Message,
or access the Message Center.

e Résumé — Your currently active résumés display on the right and can be opened by selecting them. To
Create, Edit, or Upload a Résumé, select the thumbnail with a plus sign. Buttons on the left side allow
you to Create Résumé, open the Résumé Manager, view your Job Contacts, or display your saved
Virtual Recruiter alerts.

e Documents — (This feature may not be available on your site) Documents that you have uploaded to
the system display here. You can open any one of these by clicking the icon or the link (for your
security and protection, you will be asked to enter your login password before you can view the file).
Buttons on the left side allow you to Upload Document(s), Scan Documents, or display My Documents
on the Documents tab of your Personal Profile.

e Calendar - Displays upcoming events entered on your appointment calendar on the right of the
Appointments panel. Buttons on the left side allow you to Request Appointment with staff, display the
Event Calendar, or your Appointment Calendar.

e Home - Displays the Home page after offering you an option whether to sign out or stay signed in first.

e Pinned Links — Your pinned links display on the right panel. Select one to go directly to one of your
saved pages. Select the Manage Pins button on the left to manage your saved pins.

e Breadcrumbs — This feature lets you quickly navigate back to previous pages or sections of the site.
The Home and My Dashboard links are always displayed.

e Hide — Removes the icon labels to save vertical space on your screen.

Explore Your Dashboard

From your Dashboard, you can access all the key features you need to prepare your background information,
search and apply for jobs, research education services, and access your messages. Most of these features are
also accessible from the left navigation menu.

Dashboard Tabs

Dashboard tabs provide convenient access to crucial resources in the system to support your career goals and
objectives, and access to services including career and job suggestions, financial planning, training
opportunities, unemployment services, and more.

= 0 0°®
Menu Aszistance  Profile Sagn Cut
8 A O NEm=E A X

Alerts Accessibility Plail Résumé Documents  Calendar Home  Pinned Links

Home f My Dashboard

My Dashboard How We Can Employment Directory of My Resources
Help You Strategy Services

My Workspace

Welcome to My Dashboard Ella . This page introduces you to system features and offers suggestions.

Select from the items below to start customizing the content that interests you.

“=aigtant

Dashboard Tabs Under the Header Bar — My Dashboard Page
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Dashboard tabs are different aggregations of many of the same system features and include the following:

e My Dashboard — This displays collapsible sections for quick access to frequently used options.

e How We Can Help You — This presents the options suggested in your Services Preview as tabs. Each
tab has links to different views that help you see information on jobs, careers, training, benefits, and
other services, based on your background information and preferences.

e Employment Strategy — This presents a series of strategies and resources to assist you in finding and
securing employment. Strategies include how to get classroom training, find a new career, search for a
job, get recruited, and more.

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.

e My Resources — This page offers a menu to let you quickly access and manage some common
resources for information on your communication and planning in the system, such as: My Messages,
My Correspondence, My Appointments, and Upcoming Events.

Dashboard Sections

The dashboard contains a variety of customizable service options designed to provide fast access to system
features that are most important to you.

My Dashboard Assistant

One of the most powerful tools available to you is My Dashboard Assistant, which presents helpful features to
both guests and registered users. You can select the Not Sure Where to Start? option to answer a few quick
guestions about your situation. Based on your responses, you receive personalized suggestions for services
and programs that can help you succeed. Links allow you to check your messages, perform job searches,
manage your résumés and Virtual Recruiters, and contact your local office.

w My Dashboard Assistant

What do you want to do today?

©) 2 o E

Not Sure Where to Available Benefits Find a Job Youth Services

?
Start? Our easy-to-use Common  View available job openings  Access information about

Answer a few guestions and  Application tool will help in your area. finding a job, exploring
we can point you in the you find your available different careers, and
right directiont. benefits. alternative post-high school
paths for youth.

= p <> OOOG OO

My Dashboard — My Dashboard Assistant Section
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Benefit Status

If you are enrolled in any federal benefit programs, such as WIOA, SNAP, or Trade, the Benefit Status section of
the dashboard allows you to easily track your current program statuses in one convenient location, helping you
stay informed and in control of your benefits. The section consists of multiple cards with programs on the left,
followed by a description of the selected program and your status and activities.

w Benefit Status

8 . o

Supplemental Nutritrea

Assistance Program My WIOA Status My Applicalion My E|igibi|ily

Supplemental Nutritional

Assistance Program The WIOA Adult program You filed an application for Yaur eligibility review is
{SNAP) provides adults with Exited Program WIOA funding on 01/06/26 complete
Support - Food Stamps workforce preparation,
career services, training
Temporary Assistance for gssistance nesded o
Needy Families (TANF) Hekles "tcc‘;fa}'u“ad' s';“'
Welfare Benefits attainment, obtain industry N
L recognized credentials, [E’Ieitei:;lm"Ed
T Adi and secure a good job that gible
rada AC provides earnings that lead " v
Assistance (TAA) ta self-sufficiency. Application
Under Review
Other Available Benefits
and Grants Learn More More Details View Application View Eligibility

My Dashboard — Benefit Status

News and Announcements

News and Announcements presents informational items of interest to you, for example, job fairs or job market
information, most of which include links to additional details.

w News and Announcements

Be Pro Be Proud (4 Economic Update January 28, 2025 Labor Market Review

An initiative led by the
Department of Workforce Solutions
and the Center for

My Dashboard — News and Announcements

Services Preview

The Services Preview section is a revolving carousel of useful links to resources and information to help you
plan and execute a strategy designed to meet your career goals. Here you can find information on jobs,
employers, education and training opportunities, financial planning, and more.

w Services Preview

Thank you for your servicel

)

‘BN <> 000000000

My Dashboard — Services Preview
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Personalized Job Matches

The Personalized Job Matches section provides suggested jobs for you based on a category you select, such as
your recent searches, trending employers, or your desired occupation. Job matches are presented in a rotating
job card carousel that displays the job summary and links to take action.

w Personalized Job Matches based on| My Desired Occupation »

En<> 0000800

Sous Chef
Legend Senior Living

Palm Harbor, FL

Legend Senior Living is proud to be recognized as a
Certified Great Places to Work 6 years in a row! The Gables
of Palm Harbor is proud to be part of the Legend Senior
Living family and we are hiring! A career with us means
quality training, plenty of growth and development...

©OO

View Apply Save Share

My Dashboard — Personalized Job Matches
Paths

The Paths section allows you to see at-a-glance areas in the system that you can complete to become
designated as a savvy job seeker in the eyes of hiring employers. These areas, or “paths,” include things like
completing your background information, creating a résumé, and taking several types of self-assessments. As
you complete each path, its badge icon changes from gray to colored. Once you complete all seven paths, you

earn a ‘Smart Seeker’ designation icon £ which preferred employers can see. See How to Stand Qut as a
Desirable Job Candidate with Preferred Employers for additional information.

w Paths
Register Enhanced Profile Build a Résumé Job Readiness Automated Matching
Sign up to unlock cool features like Improve your profile by adding Create a strong résumé by either Complete at least one Alison online Use Virtual Recruiter®, your
applying for jobs, making a résumé, details about your education, work uploading one you already have or training course. Alison offers an personal job finder that looks for
and using training resources. Just history, skills, and goals. Use our using our simple résumé builder that online self-help curriculum of jebs matching your profile. Set your
click the Register link and follow the step-by-step guide or fill out each uses your profile details. Pick 3 essential job seeker skills including preferences and get daily alerts
easy steps to finish your profile. section on your own so employers paper version or an online versionto  how to search for a job, draft a great about job openings that fit you well.
can see what you can do. best show off your skills. resume, create a social network, and

prepare for an interview.

ST ——
2 pn <> 00

My Dashboard — Paths
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Widgets

The Widgets section of the My Dashboard page displays a wide range of configurable widgets that provide
quick access to groupings of your information..

ﬂ m . Assistance  Profile  Sign Out

@ A O T B W &8 & X . o

Menu

rd Alerts  Accessibility Poail Résumé Documents Calendar Home  Pinned Links

My Dashboard How We Can Help Employment Directory of My Resources
You Strategy Services

My Workspace

Welcome to My Dashboard Christina . This page introduces you to system features and offers suggestions. Select from the items

below to start customizing the content that interests you.

P My Dashboard Assistant

P Services Preview

w Widgets
/\ " ’?
s ) N/ — aY4 3 N
My Personal Profile My Messages Career Services
View and update your personal Stay connected through the internal Research specific occupations, choose
information, manage account settings, Message Center for seamless a new career, or analyze your skills to
and explore your activity and communication and updates. find an occupation that best suits you.
preferences.
0 Jobs Available Alerts « Career Explorer
« Profile 3 Unread Messages « (Carear Infarmer

« My Background 1 Read Messages

« Activities
* Memo
More Profile Options Message Center Additional Options
. AN AN v
3 <=\
F)
s /g aY4 7 A Y4 N
Labor Market Services Job Seeker Services Smart Seeker
Access information about labor market Access tools and services to support You earn this designation by
trends, statistics, and economic and your job search, from creating résumeés completing your Paths, creating a full
demographic data. to virtual recruiters and your saved job Résumé and actively seeking
post. employment through Job Searches.
+ Labor Market Facts
+ Area Profile » Job Search « 2 Job Posts Viewed
iy * Résumé Builder » 2 Saved Jobs
s Virtual Rees “ang Submitted

My Dashboard — Widgets
The widgets available to you may vary but can include the following:

e Career Services — The Career Services widget provides links to options on the Career Explorer page,
including options for exploring occupations that match your skills, work interests, work values, and
abilities with tools and technologies, and also a link to the Career Informer tool, which provides
detailed labor market information for a specific occupation, like viewing career tips or reviewing how
your background and skills match up to your desired occupation.

e Community Services and Benefits — The Community Services and Benefits widget provides quick links
for Common Application, which is a way to start preliminary applications for programs you may qualify
for, and for Programs and Services, which is a link to pages with information about the various
community or social service programs that are available to you. The Additional Options link lets you
view the Career Services menu page, with additional options for Job Market Explorer, Your Career
Match, and Career Tips.

Note: Both Common Application and the Career Services pages are optional features for a site; you
may not see these options in your system.
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e My Calendar — Provides information on upcoming appointments and events. Select the links to view
your Appointment Calendar, where you can request and manage your appointments, or the Event
Calendar, showing events for the current month and the office/region associated with your ZIP code.

e My Correspondence — Lets you see how many letters and correspondence templates you have. From
the links, you can open the My Letters page to view any saved letters you 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.

e Current Events — (sometimes called Events Near You) This is an alternate view of the Event Calendar
page. This widget displays a quick breakdown of the number of available events for each event
category for the current month and the office/region associated with your ZIP code.

= Select a link for a category name or the associated number of events to display the Event Calendar
details filtered for that category and displayed in list view.

= Select the More Events link to display the Event Calendar with no filtering. This displays all events
in your area for which you may be able to register (these are events that require no registration or
for which you can register online).

e My Employment Plan — Provides a quick way to view the number of job applications you have
completed, including how many were to internal or external jobs, and the number of résumés you
have.

e My Benefits Plan — Includes links to the different tabs in your Benefits Plan Profile that contain general
information about the benefits available from programs you may be eligible for. The widget indicates if
you are already a participant in a WIOA or TAA program with an application, as well as courses/
services in which you are currently enrolled. Each link on the widget opens the corresponding tab in
your Benefits Plan Profile.

e Education Services — 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 to attend in a specific geographic area or that are offered online.

e My Messages — Shows the number of unread and read messages in your Inbox folder, and provides
links to access the Messages tab of your Communication Profile directly from the dashboard.

e Employer Services (Trending Employers) — Lists the top trending employers based on the number of
job applications per employer. Each employer name and number of applications is a link, which opens
a search results list for all posted jobs for that employer. The Additional Options link lets you view the
Trending Employers' Jobs page with more job search results for trending employers based on
employers with the most job applications within a set distance from your ZIP code.

e My Personal Profile — Provides direct access to your personal profile tabs, where you can check
whether important information used in your résumés, job searches, and program applications is up to
date. The More Profile Options link displays your Personal Profile, where you can view and edit
information on any of the profile tabs.

e Financial Services — Provides links to options that help you create or modify different types of budgets,
explore possible additional income options and sources of financial aid, as well as a link to a page with
other financial resources, such as a Cost of Living calculator.

e Job Seeker Services — Provides quick links to the most common options available under Job Seeker
Services in the Services for Individuals left navigation menu group.

o Need help or more information — Access a variety of resources for information and assistance,
including online tutorial videos.
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e Labor Market Services — Access labor market information, including detailed labor market profiles on
geographic areas, industries, occupations, and educational programs.

e SmartSeeker — Guides you in completing and maintaining key profile information to earn the Smart
Seeker designation. To become an effective job seeker, you need to provide your background details,
résumés, and assessments—which award badges—as well as engage in job searches and submitting
applications.

Note: Not all sites have this Smart Seeker feature.

e My Assessments — Shows the different skills assessments available to you in the system. It provides
quick links to each related tab in your Self Assessment Profile folder. This includes tabs for displaying
and editing your Job Skills, Personal Skills, Workplace Skills, Work Interests, Work Values, and saved
experience/ability with typical Tools and Technology for your chosen occupation.

e Surveys — For systems that include the Survey module, you can access surveys that are available in the
system.

Your Statistics

Your Statistics provides you with summary information about your activities in the system. Your Statistics
tracks key education, training, and job hunting activities. You can view detailed information about the
corresponding activity by selecting links in the cards; for example, selecting the Résumés number link on the
Created card opens the Résumés tab of your Employment Plan Profile.

Your Statistics

Listed below is a summary of some of the activity you have accomplished on
Select any of the links in this section to review those items

- o

&)

0 Occupations 7 Resumes Super Chef

0 Education Programs 1 Letters Created on 2/27/2025

1 Employers 2 \irtual Recruiters Modified on 4/29/2025

4 Job Posts 2 Saved Job Alerts Expires on 10/26/2025

I —p
‘ ‘ Messages E Tra"“ng m
I l n 2 MNew Messages 1 WIOA Courses Registered On

0 New Appointments. 2 Generic Courses 212712025
0 TAACourses Last Login
0 Alison Courses 6/6/2025 9:01:38 AM

My Dashboard — Your Statistics

In the Your Statistics section, you can view information about:
e Reviewed — Select a [number] link to display details for Occupations, Education Programs, Employers,
or Job Posts you have viewed or are enrolled in.
e Created — Select a [number] link to display your Résumés, Letters, Virtual Recruiters, and Saved Jobs.

o Résumé — Select the Résumé [title] link on the Résumés card to display the Résumés tab of your
Employment Plan Profile, where you can create and manage your résumés.

e Messages — Select a New Messages [number] link to display the Messages Tab of your
Communications Profile, or select a New Appointments [number] link to display your Appointment
Calendar.
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e Training — Select a [number] link to display details for WIOA Courses, Generic Courses, TAA Courses, or
Alison Courses in your Training Plan Profile.

e Online — Provides information about your registration date and the last time you logged in to the
system.

Customize Your Dashboard
P To configure your dashboard sections and widgets:

1. Select the Configure Dashboard link at the bottom of the dashboard.

2. On the Dashboard Widgets page that displays, check or uncheck the boxes for the sections and
widgets you want to appear on your dashboard, and then select the Save button to save your
changes.

3. To rearrange where the widgets appear, you can:

a. Follow the on-screen instructions on the configuration page to use the keyboard to move widgets
between the three columns, and then select the Save button to save your changes.
OR...

b. On the dashboard page itself, mouse over the widget heading bar until the cursor changes to a 4-
sided arrow and then use your mouse to drag and drop widgets where you like.

Enter Your Personal and Background Information

To make future tasks easier, be sure to complete your profile with details about your skills, education, and
work experience. Some of this information was already collected during registration and can later be used to
create résumés, job applications, or to apply for government programs.

» To complete your general and background information:

1. Select your Profile icon in the Header bar. The General Information tab of your personal profile
displays.

Note: You can also access your Personal Profile and the General Information and Background tabs
from the Quick Menu group of the left navigation menu.
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General

Background Activities Paths Memo Documents

Information

Name

First Name:
[ Christina l

l Middle Initial: l

* [ Last Name: l

Login Information

RIZZI
Change User Mame

Password:
assword [

W\‘“‘_"\___,/

Personal Profile — General Information Tab

Login Mame: ‘

2. Complete blank fields on the General Information tab as desired and then select the Save button.

3. Select the Background tab and then the Start the Background Wizard link to step through each
section, including Education History; Occupational Licenses, Certificates and Training; Employment
History; Job Skills; Tools and Technology; Résumé Items; and Additional Employer Searchable Items,
such as your desired location and salary.

Inﬁun Activities Paths Memo Documents

[ Start the Background Wizard ]

Core Background ltems

All sections except Language must be completed to be considered a Smart Seeker. If you have
never worked, then employment history is also not required.

Education History

ﬂm

High School Diploma  Flamingo High School Tampa, 06/2018 Edit | Delete
FL

[ Add a Mew Education History |

Occupational Licenses, Certificates and Training

Personal Profile — Background Information Tab
4. Complete all required fields and additional information as desired on each page of the wizard.

5. Select the Finish button on the last page.
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Tip: Your best next step is to create a résumé. Not only can you use it to apply for jobs, but registered
employers can also find you when searching for candidate résumés. See “Create a Résumé” for instructions.

What’s Next to Reach Your Goals?

Use the list below as your high-level “roadmap” for navigating the system to complete your desired activities.
It leads you to the places in the system where you can find the information or complete the tasks you need to
achieve your goals.

Note: You can find step-by-step instructions for key tasks in this quick reference guide. For some activities—or
if you need more help using the system—you may need to visit your local one-stop career center for
assistance.

How to Get to Key Places in the System

All paths below start from the menu groups in the left navigation menu, though you can also access most of
these from the icons or widgets on your dashboard. Some options may not be available due to your site setup.

Find a Job
e Create a Résumé — From the Quick Menu group, select Résumé Builder. See “Create a Résumé” in this
guide for step-by-step instructions.

e Search for Jobs — From the Quick Menu group, select Job Search. See “Search for Jobs” in this guide for
step-by-step instructions, and also “Manage Job Search Results.”

e Set up alob Search Alert (Virtual Recruiter) — From the Services for Individuals menu group, select Job
Seeker Services » Virtual Recruiter. See “Create a Virtual Recruiter Job Search Alert” in this guide for
step-by-step instructions.

e Research Employers — From the Services for Individuals menu group, select Job Seeker
Services » Employers to search for employers using various criteria.

e Find Employment Recruiting Events in Your Area — From the Other Services menu group, select
Appointment Center » Events Calendar to search for events of interest to you (Event Category).

e Apply for Jobs — Do a job search (see above), then select a job you want to apply to. See “Apply for a
Job” in this guide for step-by-step instructions.

e Create a Cover Letter for a Specific Job Application — From the Services for Individuals menu group,
select Job Seeker Services » Letter Builder to create and manage your letters.

e Prepare for an Interview — From the Services for Individuals menu group, select Job Seeker
Services » 10 Steps to read interviewing tips and many other job-seeking best practices.

Get Financial Assistance or Other Benefits
See What Federal Assistance Programs You May Be Eligible For

1. Make sure all your General and Background information is complete in the system. See “Enter Your
Personal and Background Information” in this guide.

2. From the Services for Individuals menu group, select Community Services and Benefits » Eligibility
Requirements to learn about programs you qualify for based on your answers to some basic
questions.

3. If available on your site, select Services for Individuals » Common Application from the left
navigation menu to complete the Common Application wizard and explore your eligibility for program
benefits.
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4. To apply for federal assistance programs, you can also visit your local one-stop career center.
Apply for Unemployment Insurance Benefits or Check Your Claim Status

e If your state has the Unemployment Services module in this system, from the Services for Individuals
menu group, select Unemployment Services » File a Claim to begin the process.
OR...

e |[f your state uses another unemployment system, or you need help using the Unemployment Services
features, contact your local one-stop career center for assistance.

Find Educational Scholarships You Might Qualify For

e From the Services for Individuals menu group, select Education Services » Scholarship Search to find
scholarships across the U.S. by entering criteria, including keyword, GPA, gender, residency, ethnicity,
religion, and area of study.

Research Sources of Educational Financial Aid

1. From the Services for Individuals menu group, select Education Services » Financial Assistance Links
to display the Financial Assistance Links page, where you can access information on WIOA/TAA
training programs, Financial Aid for Veterans, Free Application for Federal Student Aid (FAFSA), and
more.

2. Select a desired link to learn more (the links navigate to external websites).

Identify an Occupation/Career to Pursue
Assess Your Skills and Preferences

1. From the Quick Menu group, select My Portfolio » Self Assessment Profile. Your self-assessment
profile displays on the Job Skills tab.

2. Select each tab title link to enter or change information about your job skills, personal skills, work
interests and values, and the tools and technology you have experience with.

3. To do all five assessments from one page, select the Multiple tab. You can find matching occupations
from this tab based on your assessment results.

Research Occupations

e From the Services for Individuals menu group, select Career Services » Career Informer to display the
Occupations search page, where you can look up occupations using numerous criteria. This is the same
as selecting Labor Market Services » Occupational Profile from the same menu group.

Match Up Your Skills and Preferences with Occupations to Find an Ideal Career

e From the Services for Individuals menu group, select Career Services » Career Explorer to display
options to help you find a career or occupation that suits you, including matches by skills, work
interests, tools and technology, and more.

Research the Job Market for Your Geographic Area/Occupation

e From the Services for Individuals menu group, select Labor Market Services » Labor Market Facts to
explore a wealth of LMI information for any area you specify, or select a profile to see a summary of
LMI information for a specific geographic area, occupation type, or education type.
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Get Training, Education Credentials, or Licensing/Certification for Your Career
Find Free and Online Learning Resources

1. From the Services for Individuals menu group, select Education Services » Online Learning Resources
to display the Online Learning Resources page, where you can explore information on Alison online
courses, Metrix Learning, online colleges and high schools, etc.

2. Select a desired link to learn more (the links navigate to external websites).
Research Training Providers

e From the Services for Individuals menu group, select Education Services » Training Providers and
Schools to search or browse alphabetical provider listings by area.

Research Training/Educational Programs

e From the Services for Individuals menu group, select Education Services » Training and Education
Programs to search or browse alphabetical program listings by area.
OR...

e To browse more specific program listings, select Education Services » Education Profile Informer.

Create a Résumé

Tip: If you previously completed background information for your personal profile, the Résumé Builder
incorporates this information, so you do not have to re-enter it. In most parts of the Résumé Builder, you can
choose to have the system update your background information if you change or add it to the résumé.

P To create a résumé using the interactive Résumé Builder:

1. From the Quick Menu group, select Résumé Builder. The Résumés tab of your Employment Plan
Profile displays.

2. Scroll down the Résumés tab and select the Add Résumé thumbnail.
3. Onthe Résumé Builder page, choose how you want to create your résumé:

* Upload a Resume — Store a copy of your formatted résumé (Word or PDF). If your résumé has any
education or employment history or occupational licenses, certificates, or training, that
information is automatically saved to the Background tab of your personal profile. Existing
information in your Background will not be overwritten.

= Build New Résumé — Visually update each résumé section. This requires the most time and effort,
but employers are most likely to find this résumé type.

= [System] Résumé — Creates a duplicate résumé from a previously created one that you can then
modify. This is the quickest method but requires an existing résumé.

This procedure explains how to create a brand new résumé.
4. Select the Build New Résumé card to create a brand new résumé from scratch.
5. Select the method you want to create your new résumé in the pop-up window:

= Résumé Builder — Immediately creates your résumé based on the information in your General and
Background personal profile tabs. You can then modify the résumé by clicking on the various
sections to open them for editing.

= Résumé Wizard — This tool walks you through building your résumé section by section, allowing
you to change and/or add information in each section as you go.
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The rest of this procedure uses the Résumé Builder option.
6. Select the Résumé Builder option. A Share Nationwide? pop-up window may appear.

a. To authorize the exchange of your profile and background information with the National Career
Alliance (NCA), check the box for Do you want to save your résumé nationwide? and select the
Yes button.

The interactive Résumé Builder displays your résumé pre-filled with information from your General
Information and Background tabs.

a Résumé Builder (2)
Pin Build Your Résumé. To modify a section, click on a Section Title (e.g. Objective, Employment  info

History). To change the formatting of this résumé (text size, etc.) or customize the display
order of each section, click the Template Options gear icon.

My Résumé #7 See Page Tips
Last Modified: 08/26/2025 1:03:20 PM

Created: 08/26/2025 1:03:07 PM

Résumé #: 25446 Start Tour

System Résumé Searchable ltems

Termplate:

0 81% Complete | @& Offline Re-employment - System Template @

0D e 8 & @

Christina

. Palm Harbor, FL 34683
Phone: (555) 555-5555
Email: noemail@aol.com J\}j
Objective

Detail-oriented Office Manager with 2+ years of experience streamlining administrative operations, improving office

workflows, and supporting executive leadership. Seeking to leverage organizational expertise and team management
skills to enhance efficiency and productivity.

Résumeé Builder Page

7. From this visual representation of your résumé, you can perform the following actions:

See the primary tasks you need to Select the See Page Tips button.
perform to complete your résumé and
put it online

View a guide that takes you through the | Select the Start Tour button.
steps needed to complete your résumé
and put it online

Change the system-generated title of Select the [title] link above the résumé.
your résumé
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To...

View a list of ways to improve your
résumé score

Do this...

Select the résumé score percentage. The résumé score changes
from yellow to green when you attain a score of 80% or more.

Select the résumé score or the lightbulb icon next to any
section marked for improvement to view suggestions for
strengthening your résumé. Selecting either option opens the
score details, which show how your résumé score is calculated.

Select a yellow triangle icon
editing.

in a section to open it for

View information on your résumé status

Your résumé has a status of Incomplete’ when information is
missing from the Education and Employment History sections. It
changes to ‘Complete’ when you add either Education or
Employment History to your résumé.

Change whether or not the résumé is
accessible to employers

Select the Online/Offline indicator and OK on the subsequent
confirmations to set your résumé visibility.

Note: If it says “Incomplete” at the top of the résumé, or an item

has a red triangle icon in the Additional Employer
Searchable Items section, a pop-up message indicates that you
must complete these items before you can post your résumé
online.

Update a section

Mouse over the desired section (which changes color), and the
cursor changes into a hand (see figure above). Select it. This
opens a page from which you can add or edit an entry, save it to
your résumé, and update your background information, if
desired.

Change the look of your résumé

Select the gear icon to the above right of the résumé body. This
opens an Edit Template section to the right of (or below on
smaller screens) the body of the résumé, where you can
rename, move, or hide sections; and change style formatting for
all sections or only for specific sections of your résumé. Select X
in the upper-right corner or the gear icon again to hide the Edit
Template section.

Note: If you wish to modify a System Template, you must save it
as a custom template under a new name.

Change the résumé style template —
(e.g., from Chronological to Functional)

Select the template field above the résumé body and choose a
thumbnail to use a new résumé style.

Copy, print, email, download, or delete
the résumé

Select the icons above the Contact Information section, as
desired.

Add or modify employer Searchable
Items

Select the Searchable Items tab under the résumé title. These
are items about you and your desired job that are not part of
your printable résumé, but that employers can search by when
looking for desirable candidates, including Desired Occupation,
Salary, Location, Job Type, and more. Select them to open the
item for editing.

do not like something, just select that section again and make your changes.
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As soon as you create a résumé, the system shows potential job matches below the résumé or Additional
Employer Searchable Items section.

Suggested Jobs Based on Your Résumé

4 General Requirements (Outer) » Cookie Delivery Driver
Insomnia Cookies - Jacksonville. FL
Aegular

tion Cooks, Restaurant
View Corporate

100% O
i e
75% 4 ienc
25% Location nsomnia Cookies s on
Apply night, sweet indulgenc:

100% Salar
u the present time, we are actively interviewing Delivery Save

eks ago View

the fastest growing, late-
mpanies in the country, and st *PEY

Save
Learn more about MatchScores Share @ 0 ‘ e Share

B p <> 00000

Suggested Jobs Section of Résumé Builder Page

Search for Jobs

Find job listings based on a wide range of criteria, including keyword, employer, education level, skills, military
occupation code, or your résumé.

P To search for jobs:

1. From the Quick Menu group in the left navigation menu, select Job Search.

OR...
From the Job Seeker Services widget on the dashboard, select the Job Search link.

Either option displays the Job Search Options - Standard Job Search page.

_ Job
(et Advanced Intelligent Employer [Education  Skills  Résumé  namber
Search

You may enter any combination of search criteriz below. When you have completed entering your
search criteria information, click the Search button/link.

Joh Title, Company, Occupation or Military Code:

City, State, County, Region or Zip:

|

Keywords can include things like job titles, employer name, occupations and even
military occupation codes.

. ~=ch Options

Job Search Tabs

2. To change the geographical search area from what was previously used, select the Area name to select
a new search area, or enter a location in the City, State, County, Region or Zip field on the Standard

tab.
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3. Choose one of the following search methods by selecting the tab title:

= Standard — Select any combination of criteria.
= Advanced — Select any combination of a wide range of criteria.

= Intelligent — Select from three pre-set job searches—Crowd Search, Match Search, and
Pathfinder—that tailor recommendations based on your profile and the searches and job
applications of similar job seekers.

= Employer — Select job sources and choose an employer search method; good when looking for
jobs with specific employers.

= Education — Select job sources and choose an educational program and level; good for recent
graduates with little to no relevant work experience.

= Skills — Select job sources, then choose a match level (70%, 50%, 25%) for desired skill sets from
your self-assessments in your profile: job, tools and technology, workplace WorkKeys" (if
applicable), personal, interests, and work values.

= Résumé — Select one of your résumés to search for jobs that fit the skills and other criteria
included in it.

= Job Number Search — If you have a specific job number, use this tab to find it in the system.

4. Select the Search button. A search results page displays all matching jobs. You can filter and sort the
results. See “Manage Job Search Results” below for details.

Manage Job Search Results

From the job search results page, you can filter and sort listings, view and apply for jobs, see how well your
background and skills match up, and save and share jobs with others.

Menu Assistance  Profile i

Sign Out

® A OB @ A F 50T
ashboard Alerts Accessibility [T Résumé Documents Calendar Home  Finned Links
ﬂ We have found 7 jobs using your keyword (2]
-~ " Manufacturing assembler” info

WARMING: Always be on the lookout for job scams and identity theft! Learn more about identity theft (5.

W Filter (Filtered) | # Sorted by Relevance |
AdditicnaMeyword Leader Tier
| \ | m 150 Company - Jacksonville, FL i

Production Workers, All Other

Regular
Remote Work Preferred 3 weeks View
Ermnplaoyer ago
~ . Todos los trabajadores de producdn gue no 52 enumeran por separado. Apply
E nclude Remots Work Excluye “Empacadores y Empaquetadores, Mano™ (53-7064]).
Positions Remove
Display
Share
N CHWOOO0O0O0O
@ Select
O Selected
Job De-Duplication
P General Laborer
O Ensblzd Mot Available - Tampa, FL i
Dicabled Production Workers, All Other
@ - Temporary | $15.00 Hour
- Recniter 9 weets ;
Posted Within _ Labor Finders ago View
O Today Are you a quick lzarner whao's good at parforming a variety of tasks? Can you Apply
. be ready to work at 3 different worksits from one day to the next? Do you
prioritize the safety of your co-workers 2= ke any ofes Save
VoW Wt Sharg

Job Search Results Page
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Employers that are registered and verified as legitimate in the system (as opposed to imported from third-
party job sites) are labeled a “Preferred Employer” and have a gold star in the upper-right corner of their job
card.

From the job search results page, you can:

To... Do this...

Filter the results Select the Filter icon at the top left of the list. A list of filtering
options displays in the left pane. Enter a keyword and/or select
the desired checkboxes or option buttons; the list is filtered
automatically.

Sort the results Select the Sorted by Relevance link at the top right of the list
and make your selection from the drop-down list that displays
(Post Date, Employer, Salary, etc.); the list is sorted
automatically.

Create a short list of jobs Select the Select option in the actions menu at right for each job
you want to add to a shortened list. Display the Filter pane and
select the Selected option in the Display section.

See how you match up Mouse over the concentric circles icon to see pop-ups with the
requirements score value: outermost ring is General, middle
ring is Skills, and inner circle is Specialized. Select the icon to
view match score details (this only displays meaningful values if
you have skills and experience already entered in your profile).
Select the icon again to flip the card back to the job description.

View job details Select the job title or View in the actions menu at right. The Job
Details page displays the job description, company profile, job
requirements, your match scores, and more.

Apply for the job Select the Apply option in the actions menu. See “Apply for a
Job” below for more information.

Save the job Select Save in the actions menu to save the job to the Saved
Jobs tab of your Employment Plan Profile. This is the same as
selecting the heart icon (Save this Job) on the Job Details page.

Share the job Select Share in the actions menu to open a pop-up window
from which you can post the job to one of your social media
accounts or email it to someone.

Save the search criteria as an Select the Save as Virtual Recruiter® button at the bottom of
automated job search the page. See “Create a Virtual Recruiter Job Search Alert”
below for details.
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Create a Virtual Recruiter Job Search Alert

Save your job search criteria from a search results page as part of a Virtual Recruiter job search alert that you
can schedule to automatically run on a daily, weekly, or monthly basis to search the system for matching jobs.

P To create a Virtual Recruiter job search alert:

1. After conducting a job search, at the bottom of the search results page, select the Save as Virtual
Recruiter® button.

2. Enter a Title of Virtual Recruiter Alert in the field provided.
3. Specify How often to run the search from the drop-down list.

4. Select your Notification method. Alert notifications automatically come to your Message Center in the
system, but you can also select email or text message, if that option is available in your system.

5. Specify whether to Send Email when no jobs found by checking the box.
6. Enter an Expires on date (defaults to one year).

7. Select the Save button. Be sure to check your Message Center (and email, if selected) for alerts of job
listings that might interest you.

Apply for a Job
» To apply for a job:

1. From the job search results page, select the Apply option the actions menu on the right.

Sous Chef
‘Gangnum Sushi - Maples, FL
Cooks, Restaurant

Reguiar | $28.830.00-833,750.00 Year

Preferred Employer £ days ago View
Prepare, season, and cook dishes such as soups, meats, vegetables, or deszeris in
restaurants. Can order supplies, keep records and accounts, price items on meny, or plan Apply
MENU.
Save
POVOOO0OD00@0BOS Share
Select

Apply to a Job from the Search Results Page

a. Forinternal jobs posted by registered and verified employers, the system displays applicant
screening questions (if supplied by the employer) and a list of ways you can apply, which may
include:

¢+ Using your online résumé

¢ Providing a general online application form

¢ At alJob Fair event, you must sign up through the system first

¢+ Emailing electronic copies of your résumé and cover letter to the employer
¢+ Mailing paper copies of your résumé and cover letter to the employer

¢+ By phone or fax to the employer

¢ Applying in person at the employer’s location

¢ Applying through the employer’s company website

¢ Applying at the nearest one-stop job center office
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b. For external positions, the system displays the Job Details page containing detailed information
about the job, and an Apply button that opens a new browser tab to the employer website, where
you can continue the application process.

a Job Details

in 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. If you wish to apply for this job click on the Apply
button.

Note: if you click on the Apply button, a new browser window will open displaying the third party
web site that is the source of this job.
WARNING: Always be on the lookout for job scams! Learn more about identity theft [4

Jobs List  MED DOM [ share | [ More Like This | P2 Apply
Cook

T Troon Golf, LLC

Occupation: Cooks, Restaurant

Salary Not
Available

Location: Tallahasses, FL - 377 SEAOK001 6242

Pnsitions avail-"" LLC

Job Details Page for an External Job

How to Stand Out as a Desirable Job Candidate with Preferred Employers

Ready to bring all your hard work together and present yourself as a top candidate? If you completed most of
the tasks and activities presented in this guide, you are well on your way to becoming a Smart Seeker!

A complete profile signals professionalism, attention to detail, and genuine interest. It tells employers you are
serious about your job search and respectful of their time. The “Smart Seeker” status is reserved for individuals
who use all the recommended job-finding and professional development tools the system offers and creates a
distinct profile icon that lets employers know. By ranking higher in search results, you are more visible when
registered employers seek desirable candidates for their job openings.

The Paths dashboard section contains a collection of activities and assessments for your profile that help you
achieve Smart Seeker status by earning badges as you complete them (they change color from gray to gold).
Once you earn all the required badges, the system automatically confers the Smart Seeker designation.

P To access this collection of activities:

1. View options in the Paths dashboard section.

w Paths
Job Skills Technical Skills Career Interests Workplace Values
Show off what you're good at by List your technical and computer Take a quick quiz to find out which Complete a short quiz to figure out
choosing from a list of well-known skills by going through our detailed  job fields interest you the most. Your what is most important to you at
job skills. Check off your skills so selection process. Look up skills by answers will help you leam about work. Rank a list of values to
your profile clearly shows what you  job or keyword and choose the ones careers that match your interests understand your work preferences
can do and catches employers’ that best show what you know. and talents. and help guide your career choices.
attention.
n<> @0

My Dashboard — Paths
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OR...

From the Quick Menu group in the left navigation menu, select My Portfolio » Personal Profile » Paths

tab.

General A
Information Background Activities m Memo Documents

~Registration

Register

Completed

Register - Sign up to unlock cool features like applying for jobs, making a résumé, and using
training resources. Just dlick the Register link and follow the easy steps to finish your profile,

~Background
Enhanced Profile
() 12.0 min estimated

My Background - Improve your profile by adding details about your education, work
history, skills, and goals. Use our step-by-step guide or fill out each section on your own so

employers can see what you can do.

~Résumeé

Build a Résumeé
Completed

“a.3 strong résumé by eit- e have or using our

Personal Profile — Paths Tab

2. Select a path that interests you and follow the on-screen prompts to complete it.

After earning the Smart Seeker designation for your profile, employers and recruiters searching for talent can

immediately see your level of dedication and commitment by the icon next to your name.

Job Orders - What's Next

Here is a list of active résumés for candidates that matched your criteria.

Sort By ‘ Resume Updated = _I\-_'Iessagg 4 z20of2 B Print
Eilter
&

[#] »w, Christind 5 woe
My Résumé #7 j Resume Summary: Christina
ANY/NEGOTIABLE earned a High School Diploma
2 Years of College or a Technical or Vocational Sc... at Flamingo High School.
Cooks, Institution and Cafeteria (240 months), Gen... %, Christina Download External Résumé [
Palm Harbor, FL
Updated: 08/27/2025 Palm Harbor, FL 34683 US
D ¥, Lana ——
[l ) Qverie <kill;  Drivers License

Sample Employer Candidate Search — Smart Seeker Profile Icon

VOS Individual Quick Reference Card Page 24 of 24 VOS Sapphire 10/2025



	Virtual OneStop® for Individuals Quick Reference Card
	In This Quick Reference
	Set up a New Account
	Sign in to Your Account
	Get Help Using the System
	Access the Menus and Quick Search
	Use the Top Menu Bar to Access Key System Functions
	Explore Your Dashboard
	Dashboard Tabs
	Dashboard Sections
	My Dashboard Assistant
	Benefit Status
	News and Announcements
	Services Preview
	Personalized Job Matches
	Paths
	Widgets
	Your Statistics

	Customize Your Dashboard

	Enter Your Personal and Background Information
	What’s Next to Reach Your Goals?
	How to Get to Key Places in the System
	Find a Job
	Get Financial Assistance or Other Benefits
	See What Federal Assistance Programs You May Be Eligible For
	Apply for Unemployment Insurance Benefits or Check Your Claim Status
	Find Educational Scholarships You Might Qualify For
	Research Sources of Educational Financial Aid

	Identify an Occupation/Career to Pursue
	Assess Your Skills and Preferences
	Research Occupations
	Match Up Your Skills and Preferences with Occupations to Find an Ideal Career
	Research the Job Market for Your Geographic Area/Occupation

	Get Training, Education Credentials, or Licensing/Certification for Your Career
	Find Free and Online Learning Resources
	Research Training Providers
	Research Training/Educational Programs


	Create a Résumé
	Search for Jobs
	Manage Job Search Results
	Create a Virtual Recruiter Job Search Alert
	Apply for a Job
	How to Stand Out as a Desirable Job Candidate with Preferred Employers


