Emailing a Job Order in Preview Mode
December 9, 2003

Last night changes were made in the Wisconsin Job Order System (WJOS) to
allow staff to email job orders in Preview mode.

An Email Preview button now appears on job orders in all statuses.
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This new feature utilizes Web Mail, not your agency’s email system. A copy of
the ‘sent’ email will not appear in your ‘Sent Iltems’ folder.

To send a job order in Preview mode to an employer, follow these steps:

1. Click on the Email Preview button. A new window will pop out with the blank

email format.



Email Job Order Preview

Please provide the followmg formation, then chek Send:

Mail To Finail Addresses:

|

[
{To enter maore than one email recipient separate the email addresses with a sewmi-calon.)

From:
Tour Name and Fhone Number:

Towr Bmanl Address:

Message:

Send | Clear
Back To Job Order |

2. Key in, or copy and paste, the email address of the person you are sending
the job order to in the “Mail to Email Addresses:” field. You can send the
same job order to multiple people. Separate the email addresses with a

semi-colon (;). If you would like a copy of the email for your records, include
your email address in this field.

3. Key in your name and telephone number, and your email address, in the
fields provided.

4. You can also add a message or instructions for the recipient in the “Message”

text field. This is an expandable text field, with room for a 5,000-character
message.

Email Job Order Preview

Please provide the following information, then click Send:

Mail To Email Addresses:

lynn.schwittfded. state.wi us; ;I
rebecca. powellidud. state. wi.us

=

{To enter more than one emal recipiont separaie the email addrasses with a sewa-colon,)

From:
Your Name and FPhone Number:

ILmdaW\IIiamsun, B08-264-8167
Your Emarl Address:
|hnda.wnllamsun@dwd.stale wi.US

Message:

Tour job opening is now on JobNet! -
Job order #2Z12Z13, Benefit Analyst, will remain on
JobMNet until Tuesday, December 23. If you would like

changes made, or if you would like the order remowved
prior to December 23, please contact me at the shove ;I

Clear

Back To Job Order |




5. When you have proofed your message for accuracy, spelling, and format (you
need to do this manually, there is no spell checking software available in this
program), click on the “Send” button. You will receive the following message:

Web Mail

job order.

Back To Job Crder

Your message was sent at 94113 Ak,

Please use your back button to return to the originating page or the button below to retun to the

6. The email message will appear in the recipients’ mailboxes as being from
DoNotReply@dwd.state.wi.us, as shown below. The Subject will be WJOS
Job Order Preview Mail — From (your name and phone number).

Inbox .

7| 4]@|From | Subject

|Received  © |«

DoNotReply@dwd.state.wi.us W10S Job Order Preview Mail - From: Becky Powell, 608-...
Powell, Rebecca RE: Emailing the Job Crder Preview

Mon 12,/1,/2003 9:41 AM
Mon 12/1/2003 9:17 AM

WiLirl, Mark W, IMPORTAMNT! Mail list discussion: meet?
anderson, Philip - DWD P Guestionable job on AJE

Mon 12/1) I
Mon 12/1/2003 752 AM

7. The email message looks like this. The recipient can scroll down to review
the entire order as it appears in Preview mode.
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Jﬁéﬁeply|®Replytonlj|§f}Forﬂard |§ | L4 ||B > | &> - W - ﬁ| @.

Frarn: DofotReply@dwd. state.wi.us Sent: Mon 12/1/2003 11:56 AM
To: ‘Williamson, Linda
e

Subjeck: W03 Job Order Preview Mail - From: Linda Wiliamson, 608-264-8167

(Do MOT use the reply feature to reply to this message! It has been sent via web mail and the mailbox
DollotEeply@dwd state wins does not exist. I the sender inclided their E-Dail address it will be listed
below.)

From: Linda Willamson, 608-264-8167
From E-Mail: linda williarm s on(@dwe. state. wius
Message: Tour job opening is now on JobITet!

Job order #221213, Benefit Analyst, will remain on JTobIet untl Tuesday,
December 23. Ifyou would like changes made, or ff vou would like the order
removed prior to December 23, pleasze contact me at the above email address
or telephone number.

[@INET/

Benefit Analyst
(Job Number 221213) |

| e =ea a6 |J Slinbox ... | Ewiscon... | BPMcose...|[awios .. [JEHSELER 1156 am

il start |




