
Emailing a Job Order in Preview Mode
Staff and Employers
December 12, 2003

Earlier this week changes were made in the Wisconsin Job Order System
(WJOS) to allow staff to email job orders in Preview mode.  This functionality is
also now available to employers.

An Email Preview button now appears on job orders in all statuses, in both
WJOS-Staff and WJOS-Employer.
WJOS-Staff: Staff Incomplete
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WJOS-Staff: On JobNet
WJOS-Staff: Off JobNet May Reopen
 WJOS-Staff: Off JobNet No Reopen
WJOS-Employer: Employer Incomplete
 WJOS-Employer: On JobNet



WJOS-Employer: Off JobNet May Reopen
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This new feature utilizes Web Mail, not your a
the ‘sent’ email will not appear in your ‘Sent It

To send a job order in Preview mode to an em

1. Click on the Email Preview button.  A new 
email format.

You may have the following message pop 
WJOS-Employer: Off JobNet No Reopen
gency’s email system.  A copy of
ems’ folder.

ployer, follow these steps:

window will pop out with the blank

up.  If so, click on the Yes button.



3

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.

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:
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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), as
shown on the next page.

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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