
Candidate Search on 
JobCenterofWisconsin.com



 

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 the 
Candidate Search feature?


 

Search for candidates that best suit your hiring 
needs. 



 

Expedites your recruitment process by allowing 
you to conduct a confidential search, before 
posting or advertising a job opening.



 

Use your search criteria and preview potential 
candidates.  Candidates will only know that you 
reviewed their Profile if you email them for 
additional information, or to encourage them to 
apply for your position. 



 

Offers businesses another tool to use in the 
recruitment process.



What do I need to do to get started?



 

A one-time registration is required and consists 
of creating a Username and Password for 
yourself, and providing some demographic and 
contact information for your company. 



 

http://jobcenterofwisconsin.com


 

Click on Employer Tools (located in the dark 
blue menu bar), and then on My Job Orders. 
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. 

http://jobcenterofwisconsin.com/


How do I use the Candidate Search 
feature?

Go to http://jobcenterofwisconsin.com
and login with your Username and 
Password.



How do I use the Candidate Search 
feature?

Click on Employer Tools, and then on
Candidate Search.



How do I use the Candidate Search 
feature?



 

Enter your search criteria and click on the 
Search Candidates button. 



 

For more information, click on the Need help? 
link.



How do I use the Candidate Search 
feature?



 

The Search Results (matching 
candidates) are displayed. You may 
need to scroll down in order to see all 
of the matches. 



 

If the search results aren't 
satisfactory, tweak your search criteria 
and click on the Search Candidates 
button again. 



How do I use the Candidate Search 
feature?



How do I use the Candidate Search 
feature?



 
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.



How do I use the Candidate Search 
feature?





How do I use the Candidate Search 
feature?



 

Think of the Candidate Profile as a résumé 
without personably identifiable information.  
For privacy reasons, you will not see the 
name of the candidate, nor his contact 
information.  You also will not see the name 
of schools attended, or employers.



 

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. 



How do I use the Candidate Search 
feature?



How do I use the Candidate Search 
feature?


 

Wondering if you have already emailed a 
candidate?  Check the Last Date Emailed column.



How do I use the Candidate Search 
feature?



 

Fill in the email form and click on the 
Preview Email button. 



How do I use the Candidate Search 
feature?



 

You will see your email as the candidate will see it.  
If you checked more than one checkbox, each 
candidate will receive his own email, for privacy.



How do I use the Candidate Search 
feature?



 

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



How do I use the Candidate Search 
feature?



 

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.



Can I Save My Favorite Searches?



 

Yes.  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 matches. You 
can also have new candidates that 
match your search criteria emailed to 
you. 



Can I Save My Favorite Searches?



 

To set up a Saved Search, select the search criteria 
you want.  Click on the Search Candidates button.  



Can I Save My Favorite Searches?



 

If the results are useful, save the search criteria by 
clicking on the Save Search button at the bottom of 
the screen.



Can I Save My Favorite Searches?



 

Enter a Search Name and verify that your email 
address is current, and spelled and formatted 
correctly.  Click on the Save button.



Can I Save My Favorite Searches?



 

To access your saved searches in the 
future, click on Employer Tools, then 
on My Favorite Searches.



In Conclusion…



 

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



Thank you for using

JobCenterofWisconsin.com!
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