J [] B Q@{f\) Candidate Search

B E NTE R Step-by-Step Instructions

View Candidate Profiles that match your search criteria

Email candidates you are interested in

Save your favorite search criteria

Receive emails with new candidates that match your search criteria

What are the advantages of using Candidate Search?

JobCenterofWisconsin.com allows you to search for candidates that best suit your hiring needs. You
select the applicant search criteria and preview potential candidates. The Candidate Search feature
expedites your recruitment process by allowing you to conduct a confidential search, before posting or
advertising a job opening. You can modify your search criteria to find the best candidate.

The Candidate Search feature provides you with the advantage of prescreening, based on your criteria.
Candidates you review will only know that you reviewed their Profile if you email them for additional
information, or to encourage them to apply for your position, or to set up an interview.

Using the JobCenterofWisconsin.com Candidate Search feature to seek out candidates is easy, and
offers employers another tool to use in the recruitment process.

What do | need to do to use this feature?

Registration (username and password) is required to use the Candidate Search feature. Registering is a
one-time process and consists of creating a username and password for yourself, and providing some
demographic and contact information for your company.

If you already have a username and password to post job openings, you do not need to register again.

1. If you do need to register, please go to http://jobcenterofwisconsin.com. Click on Employer Tools
(located in the dark blue menu bar), and then on Candidate Search.
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http://jobcenterofwisconsin.com/

2. Click on 'Set up an account' in the orange 'Secure Log In' area. The system will take you smoothly
through the screens you need to complete. Please allow 5 minutes to complete the registration
process.
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How do | use the Candidate Search feature?

1. To get started, go to http://jobcenterofwisconsin.com and login with your username and password.

2. Click on Employer Tools, then on Candidate Search.
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3. Enter your search criteria and click on the Search Candidates button. At a minimum, enter a
Keyword or choose an Occupation Category from the drop-down list. Click on the green Search
Candidates button. For more information, click on the Need help? link.

a. To search for a specific job title, type the job title in the Keyword field.

Nawed halp?
Candidate Search

Search Criteria

Kaywords:
CExamplel Avoountant, Couk, Bus Driver, Duties & Responsibinies, Oeeupation Category:
Rl Hurmbar abe ] Al

accounlant

Location:
All e

Include Candidates Willing to Relocate: Shift:
Al = Al e

Minlmum Education Laval:
All -

Search Candedates >>

b. To search more broadly, select an Occupation Category from the drop-down menu, and leave
the Keyword field blank.
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Search Criteria
Keywords:
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[an w [ au el
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c. To search for a specific job title within an Occupation Category, type the job title in the
Keyword field and select an Occupation Category.
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4. Narrowing your search criteria by one or more of the other options is highly recommended:
a. Location narrows your search to a particular county, city or zip code. Choose County or
City/Zip Code from the drop-down menu. Out of state areas that border Wisconsin are listed
at the end of the Counties Available list.

County will probably return more matching candidates than City/Zip Code.

Search Criteria

Keywords: )
Ewamphes Accounkant, Cook. Bus Driver. Duties b Occupation Category:

Rezporpibilibes, Rspums Humbsr stc,

welder

All b

Location:

Counky @

Counties Available:
Mamominasa L

Morroe
Qconto b Selact

Counties Selected:
Milwaukes
De-Sedact

Include Candidates willing to Relocate: shift:
Al W all LS

Minimum Education Level:
All w

Search Candidates ==

Search Criteria

Keywords:

Exanple: Amountant. Cook. Bus Driver, Duties & Occupation Category:
Rspponaibiltiss, Rémums Number stc.) 2l g
weldar

Location:

City/Z1P fr\-fl:@

Citw f FTP:

By City Hama & 210, Examsle: Madissn a¢ 53703 ]

Warona

Include Candidates Willing to Relocate: Shift:

Al ¥ Al w

Minimum Education Lewvel:
fial ot

Search Candidates ==

b. Candidates Willing to Relocate has three options you can select from the drop-down menu:

0 Selecting 'Yes' will only return candidates who are willing to relocate (probably the most
useful).

0 Selecting 'No' will only return candidates who are not willing to relocate (probably not
very useful).

o0 Selecting 'All' will return all candidates who are willing to relocate, those who are not, and
those who did not answer the question (possibly useful).



c. If the position you are searching for has a Minimum Education Level, you can select one
from the drop-down list to help narrow your search and refine your results.

Search Criteria

Keywords:
Example: fccountent, Cook, Bus Driver, Dutiss & Docupation Caltegory:

R e R rrol HLiFr i
adparmibilibas, Rasumd Humbar el &l ke

acoountant

Location:
City/ZIP Code v

City [ ZTP:

By City Nama or ZIP. Exampla: Madison or 33703)

2J156

Indude Candidates Willing to Relocate: Shift:

es ™ All b
Minimum Education Level:

Bachelors DE-_: res @

Search Candidates »= |

d. If the position you are searching for has a Shift requirement, you can select one from the
drop-down list to help narrow your search. The choices are All, First, Second, Third, Rotating,
Mornings, Afternoons, Evenings, and Weekends.

Search Criteria

Keywords: .
Examplei Accountant: Coos, Bus Driver, Duties B Qocupation Category:

Resgengibilities, Reapumes Rumber st All e

acoountant

Location:
City/ZIP Code |

City/ 21P:

By City Narma or Z1P. Exampile: Madison aor 33703)

531E6

¥ ag | All

Include Candidates Willing to Relocate: shift: :

Minimum Education Level:
Bachalors Degras w

Search Candidates >> |

5. The results of your search will be displayed. A maximum of 75 matching candidates will be
displayed.

If a Keyword search was done, the Search Results are listed based on the best matches. The highest
ranked results are listed first.

All other types of searches (excluding Keywords) are ranked by the date the Candidate Profile was
last updated by the candidate, with the most recently updated Profiles listed first. If two candidates
have the exact same score, and one is a Veteran, the Veteran will be listed first and designated with
an American flag.

You will be able to see some details about the candidate. To view more information, click on the
number link in the Preview column. Each candidate is assigned a unique number.
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-
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6. If the search results aren't satisfactory, tweak your search criteria and click on the Search Candidates
button again.



How do | use the Saved Search feature?

The Saved Search function saves the search criteria, not the search results. A Saved Search allows
you to run the search at any time using the same search criteria to get the most current results. You can

also have new candidates that match your search criteria emailed to you.

1. To set up a Saved Search, select the search criteria you want and click on the Search Candidates
button. If the results are useful, you can save the search criteria by clicking on the green Save

Search button at the bottom of the screen.

Search Criteria

Eeywords: .
Example) Accountant, Cook, Bus Drver. Dutles B Occupation Category:
Respongibilitiss, Résusms kumber st Al

accountant

Locatlon:
Counky w*

Counties Available:

adams !

Ashlamd

Barron

Bayfield - Select

Counties Selected:

Waukesha
De-Select
Include Candidates Willing to Relocate: Shift:
Yas ¥ all -

Minimum Education Lewvel:
Bachalors Dagrea W

Search Candidates ==

Search Results

ﬁj Identifies job saakers who are Velterans

22 candedate(s) displayed. Chck the numbered bnk in the Preview column to vew the Candidate Profie.

Last Docupational
Date Work Experience Skills Preferences (Years of
Emailed Experience)
-
e T i i T i T i i i e RN

financial reporting, financial Accountants [More than

Conbroller

Fi A
Branch or Department
(More than 15 years)

roul Contraller incl

61993 to 2/2002 Products, QuickBooks, and Sage
MIP,

Controller

11/1978 to 5/1993

E-mail Selected Candidates

A astersk () denotes a requieed Fleld,

Sender's E-mail Address nda.williamson@dwd. wi.gov
Subject: Job Center of Wisconsin Employer Contact
Refer to:

= Massage:

Taxt Lemit: 5000 | Text Entered: O

Sender's Namea: LINDA WILLLAMSON
Sander's Job Title: PROJECT MAMAGER
Sander's Businass: TEST EMPLOYER PROFILE NAME
Preview E-miail Saw Search
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2. To access your Saved Searches in the future, click on Employer Tools, then on My Favorite

Searches.
4 Y
JOB @ CENTER
1.‘_,-’}
GOUT | PERFORM 4 JOE SEARCH
lob Seeker Tools Employer Tools About Us Help
My _.a
My Compary Information
Heed halp?
Exndidats Ssarch
Candidate Se Cl
Search Criteria e
Otk Radouread
Kaywords:
Exampha: deccuntant, Cook. Bus Driver. O Kational Career Readiness atlon Category:
Responsibilities, Résuwmé Humber etc Cartificate -
acceuntant Umampleyrmant [rduraris
Localion: Raw Hire Reporting
Caunty bt Hiring Incentivea far
Businass
Counties Available: '
3. Your Saved Searches will be displayed.
Need help?
My Fav rite Candidate Searches L‘l,'
:: craats & paved pasrcch do & Candigdets Ssarch and cick an the “Save Ssarch” button on the Candedats Search
Fedulta Sags
Search MName Email Ophion

Accountants in Waukesha Counby Yas Edit Dalata Run Search |

‘Waldars in Madison Yas Edit Dalata Run Search

a. Toview the search criteria you used when setting up a Saved Search, click on the Search
Name link.
b. To change a Saved Search name, or update email information, click on the Edit link. Make
your changes, and then click on the green Save button.
c. To delete a Saved Search, click on the Delete link, and then answer the pop-up question.
Message from webpage [5__(|
9 Do wou wank to delete the current record?
\._*/ This operation cannot be undaone.
Qk=Yes, and Cancel=MNo,
[ Ok, l [ Cancel ]
d. Torun a Saved Search and receive current, up-to-the-minute matches, click on the green
Run Search button.
e. Tochange the search criteria, delete the existing Saved Search and create a new one.



How do | contact Candidates?

1. To contact candidates, click on the checkboxes in the E-mail column for the candidates you wish to

contact, then scroll to the bottom of the page.
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2. Fill in the email form and click on the green Preview Email button.

E-mail Selected Candidates

An k [*) denates a required field.

Sandar's E-mail _ . .

Address: Ibrown@glonfiedrice . com

Subject: Job Center of Wisconsin Employer Contact
Refer to: Senior Accountant Pasition

Message:

x [ saw your Profile on the Job Center of Wisconsin wabsite. We have an |
immediate opening for a Senior Accountant. Your skils look like what we
red. [f you are interesbed in an interaew, please respond to thes emal
or give me a call at $08-555-1234, axt. 101. Thank you. |

Teot Limit: 5000 | Tewt Entered: 276

Sender's Name: LAURIE BROWMN
Sender's Job Tide: OWNER- OPERATOR
Sender's Business:  GLORIFIED RICE CO

Praviaw E-mail | Swm Search |

3. You will see your email as a job seeker will see it. If you checked several checkboxes, each
candidate will receive his or her own email, for privacy.

E-mail Preview

From: lbrowni@glorifiedrice.com
To: Cenfidential (One e-mail will be sent per selected candidata)
Subjact: Job Canter of Wisconsin Employar Contact

Refer to: Senior ACCountant Pasition

1 saw your Profile on the Job Center of Wisconsin website. We have an immediate opening for a Senior Accountant.
Your skills look like what we need. If you are interested m an mberview, please respond to this email or gve me a call
at §08-555-1234, ext. 101. Thank you.

LAURIE BROWMN
OWNER- OPERATOR
GLORIFIED RICE CO

You are receiving this communication because you signed up to receive emails from prospective employers using Job
Center of Wisconsin. You can discontinue these emails by blegging into your account at
https://jobcenterofwisconsin.com/ and going to Step & Finish/Actvate for your resume. Change your reésponse to 'no’
for the 'Do you want Employers ta match you to their jobs? question. Employers will no longer be able to wiew your
resume, and you will no longer recerve emads from employers.

Send E-mail Haw Faarch

4. Atfter you click on the green Send E-mail button, the button is inactive/grayed out, and a status
message appears telling you how many emails were sent.

E-mail Preview

From: Ibrowndglonifiedrice.com
Tao: Confidential (One e-mail will be sent per selected candidate)
Subject: Job Center of Wisconsin Employer Contact

Refar to: Senior Accountant Position

1 saw your Profile on the Job Center of Wisconsin wabsite. Wa have an immediate opening for a Senior Accountant.
Your skills look ke what we need. If you are interested m an mterview, please respond bo this email or give me a call
at 608-555-1234, ext. 101. Thank you.

LAURIE BROWHN
OWNER- OPERATOR
GLORIFIED RICE CO

You are receiving this communicabion because you signed up to receive emaids from prospective employers usimg Job
Center of Wisconsin, You can discontinue these emails by lagging inte your account at

https: //jobcenterofwisconsin.com/ and going to Step 6 Finish/activate for your resume, Change your response to 'no’
for the ‘Do you want Employers to match you to ther jobs? question. Employers will no longer be able to view your
resuma, and you will no langer recaive emails from employars.

Hew Search

Il of 1 messages sent successfully.
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When conducting future Candidate Searches, you will know that you previously contacted a
candidate by looking at the Last Date Emailed column.

Search Results

Lawt Decupatinnal

I |
Froiew Date ek i =pErinncn L1 Proforences { Years of

mall |
|

i rmaiind | Umparancn}

=

You cannot be sure a candidate receives or reads your email. Reasons include:

The candidate may read it and choose not to respond.

The candidate may perceive it to be spam and delete it.

The candidate's mailbox may be full.

The candidate has changed email addresses and hasn't updated his or her Candidate Profile.
The candidate misspelled his or her email address.
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