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November 22, 2005

Job Order Contacts

At the November 17 WisLine Web there was a request for information about how to
make a Contact person appear on the Employer Contact drop-down menu on a job
order.

¢ In order for an employer contact person to appear in the Employer Contact drop-
down menu on a job order, two things have to happen:

1. The Contact must be associated with the site that appears on the job order.
2. The Job Order Contact checkbox on the Contact screen must be checked.

The Contact does not have to have JobNet Business access to be a Job Order

Contact.
g JobMet Business - Contact
Save | Delste I

Pleaze select the zitez that thiz contact works with:
Awallable Site List 2 Row(z] found
Site Trade Mame Addresz & Phone Ul Root  Site#t  Active

212 MAPLE &VE
WINDFALL POTTERY MINERAL POINT W 53586 999777 ez r

[602) 357-7336

2379 GALENDA RD
WINDFALL POTTERY FLATTEVILLE W 53567 999777 e r

[G0Z] 345-4563

Page 1

Check Al | Uncheck A1 Move Site to Selected List |

Selected Site List 1 Row(z] found

Site Trade Mame Addrezs & Phone Ul Root  Site#  Achive

10345 WINTERGARDEMN LM
WINDFALL POTTERY MADISON. Wi 53704 999777 s O

(505 244-5541

Page 1
Check Al | Uncheck Al Fiemave Site From Gelected List |
Uzer Mame: windfallpottensz
R egiztration D ate: 10427 /2005
Last Access Date: 114742005

! Thiz contact iz registered for JobMet Business
Contact Information

Salutation: Iﬁ

* First: IW
Middle Iritial [

* Last |BUECHEL
Job Order Contact: [+

* Fale, Title or Business Arear | HUMAN RESOURCES |




In this example Gloria is associated with the Madison site. If she needs to appear as
a Contact for a job order for the Mineral Point location, a checkmark needs to be
placed in the checkbox in the far right column of the Mineral Point site, then click on
the Move Site to Selected List button. Click on the Save button. Gloria is now
associated with the Mineral Point and Madison sites. Repeat these steps if she
needs to be associated with the Platteville site.

g JobMNet Buziness - Contact

Save I Delete I

Pleaze zelect the sites that this contact wark s with:
Ayailable Site List 1 Row(z] found
Site Trade Mame Address & Phone Ul Foot Site#f  Active

2373 GALENDA RD
WINDFALL POTTERY FLATTEVILLE  'wi 53587 939777 fes r

[603) 343-4563

Page 1

Check Al | Uncheck &l Mave Site to Selected List |

Selected Site List 2 Row(s] found

Site Trade Mame Address & Phone Ul Boot  Site # Active

10345 WINTERGARDEMN LM

wINDFALL POTTERY MADISON. Wi 53704 999777 Yes r
(608 244-6541
212 MAPLE AWE

wWINDFALL POTTERY MINERAL POINT. Wl 53586 999777 Yes -
[B08) 987-7896

Page 1

Check A | Uncheck Al Remave Site Fram Selected List |

Uzer Mame: windfallpottemn?

Regiztration Date: 104272005

Laszt Access Date: 11172005

! Thiz contact iz registered for JobM et Buziness
Contact Information

Salutation: Iﬁ
* First: IW
Middle Iriial: [
* Last: |BUECHEL
Job Order Contact; [
* Role, Title or Business e | HUMAN RESOURCES |

When you open or create a job order for the sites Gloria is associated with, her
name will appear in the Employer Contact drop-down menu.



Save - [ncomplete I Save - Complete |

g JobMNet Buginess - Joh Order

Abandon Changes I

Presiswm |

Email Preview I

Info
Company Information

Company | ‘

If the: Company Information zhown below iz not for the correct zite, CLICK. on the Find a
Different Sike button to select a new site.
Company Legal Mame:

Ul Account Root;

FEIM:

Site Trade Mame:

WINDFALL POTTERT
933777
39-891Z345
WINDFALL POTTERT

£1Z MAPLE AVE
Site Address:
MINERAL POINT.WI E3E555

Cournty:
Company Telephone:
Company ‘Web Site:

Towa
(G08) 287-7338

wmny . windfal lpottery. com

Site Campany Description: P

Contact Information:

Emplayer Cantact: | GLORI& BUECHEL »|

Contact Telephone: (E08) 348-4563
Contact Fax:

Contact Cell Phone:
Freferred Methiod Of Contact:

Contact Email Address:

Emajl

Cloriafwindfallpottery. com

Windfall Pottery manufactures beautiful handwade pottery and

Mote - The above contact information iz confidential and will not be dizclozed to job zeekers.

Find & Different Site |

Estengion:
Estengion:

Save - Incomplete Save - Complete

Abandon Changes

Preview

Ermail Preview

This message has been posted to the web site (http://www.wisconsinjobcenter.org/erswjos) that holds the
WJOS/ERS announcements. The archive holds the current edition, and all previous editions.

These editions are delivered in Adobe PDF format for on-line reading or downloading. The web site has a
link to the DWD Viewers Download Page (http://dwd.wisconsin.gov/viewers.htm) to find links to software

which may be necessary to view the publications.

To subscribe to or unsubscribe from this list, visit http://www.wisconsinjobcenter.org/signup and follow the

simple steps to complete and submit the on-line form.



