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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



• 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. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 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. 

 



 
 
============================ 
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. 


