JobNet Business

April 18, 2007

JobNet Business Updates

Several updates to JobNet Business will be installed this evening. The update with the
most impact, for both staff and employers, is the addition of O*NET AutoCoder to the
Description tab on the job order. You will see all of the JobNet Business-Staff changes
listed in this document when you log into JobNet Business tomorrow. The Webi reports
listed at the end of this document are already available.

To prepare for the use of O*NET AutoCoder, and to address questions from employers,
please read the instructions and view the PowerPoint.

JobNet Business-Staff

e O*NET AutoCoder - Instructions for both staff (Attachment 1) and employers
(Attachment 3) have been created, as well as a PowerPoint for staff (Attachment 2)
and employers (Attachment 4). Both staff and employers will see a message about
this change, plus a link to the PowerPoint and instructions, on the Welcome screen
upon login.

O*NET AutoCoder is not mandatory on the employer side, so you may see some job
orders come through on the Pending list without those fields completed. Staff are
mandated to use AutoCoder.

e The Experience and Qualifications fields have been combined into one field on the
Requirements tab.

g JobNet Business - Job Order

[ Save - Incomplete ][ Save - Complete ][ Abandon Changes ]

[ Preview ][ Etmail Previenn ]

Experience and Qualifications:

If applicable, describe the expetience needed far this job and deszcribe any other qualifications needed far this job (Skilsraptitudes,
Driving Record, Physical Reguirementz, Pre-Employvment, etc;

Requirements | | |

Text Limit: 500 | Text Ertered: 0



http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB1.pdf
http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB3.pdf
http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB2.ppt
http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB4.ppt

A Private Employment Agency mandatory statement must be selected when the
"yes" radio button is selected to answer "Is this job order a recruitment for an
employer by a Staffing Agency?" A red error message will be displayed on the top
of the job order, and a red exclamation point will be displayed next to the mandatory
statements.

Prior to this change, the system was not forcing staff to select a mandatory
statement.

g JobNet Business - Job Order

Job Order Humber: 0222857

Job Order Status: STAFF INCOMPLETE

The jok order must be saved incomplete or complete in 90 days or it will be deleted.

[ Save - Incomplste H Save - Complete ][ Ahandon Changes ][ Delete ]

Preview ][ Email Previesw ][ Event History

Please correct the following:

= Job Order Management: Select a Staffing Agency Mandstory Statemert.

Job Order
Management
*
NMAICS Code 561730 - Landscaping Services
Select NAICS
Category of Crder: g
Is this Employer & Federal Cortractor?
d JobMet Occupational Codes 1:
420 - Gardening and Groundskesping -
JobMet Occupational Codes 2:
v
Job Certer: 0310-Dane Courty Job Center v
* Source of Job Otder: Telephane v
Orcler Taker: Williamson, Linds
Oroer Responsibility:
Staff Mame: Williamson, Linds
Staff Telephone: (608) 261-6394 Extension:
Staff Fax: (608) 267-0330 Extension:
Staff Email Linda \Wiliamson@dwd state i us
Job Oreler Effective Date: 04nB2007
Staffing Auency - If the answer to the following gquestion is Yes, enter the name of the employer associated with the staffing
agency recruitment in the Statt Commerts field
|z this job orcler & recruitment for an employer by a Statfing )
Agency? @ ves Ono
! O Private Employment Agencies (Temporary Jobs):
This position iz listed by a private employment agency. The agency is the legal employer. Mo fee wil be charged of the job
applicant
O Private Employment Agencies (Direct Hires):
This position is listed by a private employment agency. The agency is not the legal emplover; it is recruting for the actual legal
employer. Mo fee will be charged of the job applicant
) Private Empl it ies (Empl Leasing and PEOs):
This position is listed by an employee leasing company or by a private employment sgency. The company or agency is a legal
co-employer with the work site company.
“eteran's Priority:
@ Mormal % eterans Priorty (24 hours)
O Extencled Yeterans Priarity (more than 24 haurs)
Comments to Staff:
Staff Comments:
Text Lienit: 1000 | Text Ertered: O
[ Save - Incomplete H Save - Complete ][ Ahandon Changes ][ Delete ]

Preview ” Email Preview ][ Event History




If staff update the staffing agency indicator on the bottom of the Business Summary
screen to "yes", then they save the change, choosing to apply the changes to all
open and pending job orders, it is possible to have a job order that has the staffing
agency indicator set to "yes" without a staffing agency mandatory statement
selected.

From this:
Federal Contractor?
Staffing Agency? {:} Yes ":J' Mo
Community Development Zone? O Yes {:} Mo

Enterprize Developmert Zona?  (Jves (Mo

To this:
Federal Cantractor?
Staffing Agency? '@} Yes O Mo
Community Development Lone’? {:} Yes {:} Mo

Enterprize Development Zone? {:} Ve {:} Mo

Then:
Zales ar Marketing: o, Service: =
Skilled T = &
Microsoft Internet Explorer
Cthet: p —|
? Do ol wish ko save these changes to open and pending job orders? Ok=Yes, and Cancel=MNo,
i
Full Timg
Ik l [ Cancel
Temporg

Federal Cortractar?
Staffing Agency? *ves Mo
Community Development Zoney {:} Yes {:} Mo

Enterprize Development Zone?  (ves (Mo




If the OK button is clicked, then open, pending and incomplete job orders will
have the red text message about employer changes, and the Job Order
Management tab will be highlighted, because that is where the staffing agency
mandatory statements appear.

g JobNet Business - Job Order

Job Order Humber: 0222857

Job Order Status: ON JOENET . Normal Veterans Priority

Thiz Jok Crdet will be removed from JobMet in 29 days.

Staff Referral Count: O Self Referral Count: O Mumbet of JobMet Hits: O [ More Infomation

Employer changes have been made. You must Save Revievwed before updates can be made.

[ Save Reviewed ]

| Delete |
[ Pressiewy ][ Email Presiess ][ Event Hiztary ][ et Matching Job Seekers
Company ‘ | | | Job Order
Info Management

Company Information

If the: Company Information showen belowy is not for the correct site, CLICK on the Find
a Different Site button to select & new site.

Staffing Agency - If the answer to the following question is Yes, enter the name of the employer associsted with the staffing
agency recruitment in the Staff Comments field.

Iz this job arder a recruitment for an employer by a Statfing
Agency’?

“eteran's Priority:

You will need to go to the Job Order Management tab, then click on the Save
Reviewed button. Select the correct staffing agency mandatory statement, then

save the change.



Staffing Agency - If the answer to the following gquestion is Yes, enter the name of the employer associated with the staffing
agency recruitment in the Staff Comments field.

Iz thiz job order a recruitiment for an emplover by a Staffing

(*) )
Agency? i Yes C Mo

C‘ Private Employment Agencies {Temporary Johs):
Thi= pozition iz listed by a private emploviment agency . The agency is the legal employer. Mo fee will be charged of the jokb
applicant.

@' Private Employment Agencies (Direct Hires)k
Thi= pozition iz listed by a private emploviment agency . The agency iz not the legal employer; it is recruiting for the actual legal
employer. Mo fee wil be charged of the job applicant.

C‘ Private Employment Agencies (Employee Leasing and PEOs):
Thi= position iz listed by an employvee leasing company of by a private employment agency. The company or agency i a legal
co-employer with the wark site company.

Although this is a staff-initiated change, not an employer-initiated change, it is being
handled as an employer change to ensure that a staffing agency mandatory
statement appears on job orders for staffing agencies.

In addition to the job order tab being highlighted and red text message appearing on
the top of the job order, the change will appear on the Employer Updates screen
under Job Orders Updated by Employers.

Job Orders Updated by Employers:
081 0-Dane Courty Job Center -
Search Results: 14 Roweis) found
Jok Srdet Mumbet Latest Date of Jak Srder Title Job Crddet Site Tracde Mame # of Figlds
Change Changed
022183 044182007 Playground Security Yorker ARC PRESCHOOLS (TRADE) 1
0221892 04452007 Graphic Artist-llustrator ABC PRESCHOOLS (TRADE) 1
0221893 04482007 Graphic Artist, lustrator ABC PRESCHOOLS (TRADE) 1
0229217 044182007 Graphic Artistllustrator ARC PRESCHOOLS (TRADE) 1
0222315 04452007 Graphic Artist llustratar ABC PRESCHOOLS (TRADE) 1
0222316 04482007 Mairtenance worker ABC PRESCHOOLS (TRADE) 1
0222457 044182007 Food Service Yorker 2 ABC PRESCHOOLS (TRADE) 3
0222455 04452007 Crffice Manager ABC PRESCHOOLS (TRADE) 1
0222577 04482007 Preschoal Teacher ABC PRESCHOOLS (TRADE) 1
0222678 044182007 Receptionist JOMES SIGM CO IMC 1
0222779 04452007 firefighter ABC PRESCHOOLS (TRADE) 1
0222838 04482007 Maoveeer Operstor JOMES SIGM CO IMC 1
0222839 044182007 Handyman JOMES SIGM CO IMC 1
0222857 04452007 Janitor BLAIR LAWH & LANDSCAPE INC 1
Page 1

e Employers can no longer update their company's NAICS code. A job order taker in
the field noticed that some private employment agencies were changing their NAICS
code using the Manage Company Records function, possibly to avoid having their
job orders coded as staffing agency orders.

The NAICS code continues to be displayed on the employer side, but employers
can't change it. Staff continue to be able to change the NAICS code.
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The Job Center view of the Tickler List has been updated to list the Job Order
Responsible staff person, instead of the Job Order Taker.

Tickler List: 20 Rowvs Found  For:

Planned
Date

Activity or Reason

OG£502007
06502007
Q22352007
0401 552007
0601 L2006

Recrutting Services
Recrutting Services
Cantact - By Email
Contact - By Letter
Contact - Wisit Employer
Location

Contact - Wisit Employer
Location

Cortact - Wisit Employer
Location

0501 f2006

OE01 £2008

05312006 On-Site Interviewing

Job Center W

Site Trade Mame

ABC PRESCHOOLS (TRADE)
ABC PRESCHOOLS (TRADE)
ABC PRESCHOOLS (TRADE)
TTZ OUTLET

BADGERLAMND L&V &
LANDSCAPIMG IMC

WALKESHA ShALL AnIAL
HOSPITAL LLC

WINDFALL POTTERY

HAILSTORM HOME EXTERIORS IMC

Jok Croder

Mumber

Staff Mame Days
REemaining
on Jobret

Paweell, Rebecca
Paweell, Rebecca
Bartelz, Diane
Bartelz, Diane
userljobsstaffemp,
Test1
userljobsstatfemp,
Test1
user]jobsstaffemp,
Test1
user]jobsstaffemp,
Test1

The Tickler List has been updated to list the Site Trade Name. Previously it was
displaying the EXPOE Reported Site Trade Name.

An Inactive Date field has been added to the Location screen. The date will only
appear if the Inactive Employer checkbox is checked.

g JobHNet Business - Site Location

Location | | | | ‘

[ Save Location ] [ Delete Location

*

Trade Mame: ABC PRESCHOOLS (TRADE)

Childcare with a smile.
Camnpany Description:
Text Limit; 2000 | Text Entered; 23
Site Mumbet:

Imactive Date: 372302007 11:26:23 AM

Ul Account Roat Mumker:
Inactive Employer




e A drop-down menu has been added to the Job Orders Updated by Employers
section of the Employer Updates screen, so staff can easily switch offices.

Job Orders Updated by Employers:
081 0-Dane Courty Job Certer A
Search Results: 10 Row(s) found
Job Creder Mutnbet Latest Date of Jokr Crrdder Title Job Crrder Site Trade Mame # of Figlds
Change Changed
0221893 044132007 Playground Security Yorker ABC PRESCHOOLS (TRADE) 1
0221892 0441302007 Graphic Artist-llustrator ABC PRESCHOOLS (TRADE) 1
0221893 0441302007 Graphic Artist, lustrator ABC PRESCHOOLS (TRADE) 1
02227 0441372007 Graphic Artistillustratar ABC PRESCHOOLS (TRADE) 1
0222315 0441302007 Graphic Artist llustrator ABC PRESCHOOLS (TRADE) 1
0222316 044132007 Mairtenance worker ARC PRESCHOOLS (TRADE) 1
0222457 044302007 Food Service YWorker 2 ABC PRESCHOOLS (TRADE) 3
0222458 044132007 Orffice Manager ABC PRESCHOOLS (TRADE) 1
0222577 0441302007 Preschoal Teacher ABC PRESCHOOLS (TRADE) 1
0222779 0441302007 firefighter ABC PRESCHOOLS (TRADE) 1
Page 1

A Federal Contractor mandatory statement has been added. When the Federal
Contractor indicator on the Profile screen is "yes" (which then appears on the
Business Summary screen for all sites attached to that Profile), the Federal
Contractor mandatory statement will be inserted at the end of the Application
Instructions on the job order.

Duties and Responsibilities of the Job:

Attend to children at schools, businesses, private households, and child care institutions. Perform a variety of tasks, such as dressing, feeding, bathing, and
overseeing play.

Qualified females, minorities, disabled, and other qualified veterans are encouraged to apply.

"Job Title" has been added as a column on the Incomplete Job Orders list.

g JobNet Business - Incomplete Job Orders

Faor: | Qrder Taker Logged ©n w [ Search ]

Staff Incomplete List . 13 Rowes) found

Job Crder Job Crder Date Site, Address Order Taker
MNutmbet

0222537 Janitor Q0462007 BLAIR LA & LANDSCAPE IMWC Williamaaon, Linda
1133 EWLZON STREET
MADISOM, W 53703

Q222742 Preschool Teacher 0352802007 ABC PRESCHOOLS (TRADE) Williamson, Linda
123 MAIN ST WEST

WEROMA W 537149



The Application Instructions tab has been updated so that when you save it, you
have the option to save the changes to all open and pending job orders. This is
helpful if the Application Instructions are updated and the employer has several job
orders open or pending. Prior to this change, staff needed to update each individual
job order.

This change has also been made on the employer side.

g JobNet Buginess - Site Application Instructions

Application |
Instructions

[Save Applicatian Instruu:tiu:uns] [Delete Application Instructions

Trade Mame: ABC PRESCHOOLS (TRADE)

+ Application Instructions:
Howy should applicants apply for this job? Check all that are applicabile.

|:| Apply In Person |:| Fax a Resume

[ Iail & Resume [ 5011 wiark Application
E-Mail & Resume |:| Call For &ppointment
|:| Apply Online Cther

Additional Application Instructions: Enter additional instructions regarding the application process . Include a Contact Mame, a
Telephone or Fax Mumber, an E-Mail Address andior & Mailing Address as sppropriste.

Email & rezsume to jobz@example.com

Te “"?f/ Do wou wish to save these changes to open and pending job orders? Ok=Yes, and Cancel=ho,

Cre o4 H Cancel ]
Las

[Save Application Instruu:tiu:uns] [Delete Application Instructions




JobNet Business-Employer

O*NET AutoCoder - Instructions for employers (Attachment 3) have been created,
as well as a PowerPoint (Attachment 4). Employers will see a message about this
change, plus a link to the step-by-step instructions and the PowerPoint presentation,
on the Welcome screen upon login.

O*NET AutoCoder is not mandatory on the employer side, so you may see some job
orders come through on the Pending list without those fields completed.

_:'J' JobNet Business - Job Order

Szwe - Complete Abandon Changes

Ernzil Prewview

Click on the Description tab to start entering information.
#1

: #2 #3 o #5
L el i
*  humber of Openings: |:|
* Job Title: | |
& Enter ajobtitle and prezs the "tab" key.
*

Dhuties and Responsibilities of Job: More Infor rmati on

Text Limit: 1500 | Text Entered: 0

Sawve - Complete Abandon Changes

Email Prewiew



http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB3.pdf
http://www.wisconsinjobcenter.org/jobnetbiz/archive/041807JNB4.ppt

The Experience and Qualifications fields have been combined into one field on the
Requirements tab.

u JobNet Business - Job Order

Sawve - Incomplete Sawve - Complete Abandon Changes

Emazil Prewview

Click on the Description tab to start entering information.

#3
Requirements

Experience and Gualifications:
If applicable, describe the experience needed for this job and describe any other gqualifications needed for this job (SkillsfAptitudes, Driving
Frecord, Phyzsical Reguirements, Pre-Employment, ete):

Text Limit: 1000 | Text Ertered: 0

Employers can no longer update their company's NAICS code. A job order taker in
the field noticed that some private employment agencies were changing their NAICS
code using the Manage Company Records function, possibly to avoid having their
job orders coded as staffing agency orders.

The NAICS code continues to be displayed on the employer side, but employers
can't change it. Staff continue to be able to change the NAICS code.

Employer side:

MAICE Code:
561330 - Professional Emplover Organizations

Cammunity Develapment Zone? {:} Yes "E} Mo

Erterprize Development Zone? O ves @no
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e Sites can now be sorted by City. This is a great feature for employers with
numerous locations around the state. This feature appears when employers use the
Enter a New Job Order or Manage Company Records functions.

m Profile Trade Mame: ABC PRESCHOOLS {TRADE)
= JobNet Business Ul Root:
----- = My Job Orders
niter & Mew Job Orde
- Manage Job Orders [@ Search Resuts: 2 Row(s) Found. Please select a site to continue.
S
""" i My Company Information £BCPRESCHOOLS (TRADE) 123 MAIN ST WEST VERORA,
Request for Assistance WERONA, W1 53719
..... Feedback (BO&) 555-1212
..... - Sustem Reports 00 OAK ST
_____ HELP {Job Order System Manual) ABC PRESCHOOLS (TRADE FITCHBURG, W\ 53712 FITCHBURG
----- Wl Job Center Directory P 1 5te) e 212
----- Exit System a0e
----- D'wD Home Page
----- Labor Market Information
[ ]

The Application Instructions tab has been updated so that when the employer saves
it, she has the option to save the changes to all open and pending job orders. This
is helpful if the Application Instructions are updated and the employer has several

job orders open or pending. Prior to this change, each individual job order had to be
updated.

MAICS Code:
111160 - Rice Farny

Comtnunity Desselogt

Erterprize Develop \_:..’() Do you wish to save these changes ko open and pending job orders? CK=Yes, and Cancel=Ma.

Application Instructis
Hiovee should applican [

Apply In Persan

o4 l [ Cancel

[ Mail & Resume 5011 wiork 2pplication

|:| E-hail & Resume |:| Call For Appointment

Cther

Additional Application Instructions: Enter additional instructions regarding the application procezs.

Inchude a Contact Mame, a Telephone or Fax Mumber, an E-Mail Address andior a Mailing Address as appropriate.

|:| Apply Online

Apply in persan with the Receptionist between 5:30 a.m. and 3:30 p.m., Manday through Friday.

Text Limit: 1500 | Text Entered: 55
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Webi Reports

e Two new real-time Webi reports are available, listing employers who are registered
to use JobNet Business.

38 Document(s) in WJOS Job Orders  View Details Add to by Info'view

@ © @ ¢
Bu:lﬁmch- My Infordew  Optionz Help Logn
@
WJOS Job Orders &
Corporate Categories = WJ0S Job Orders
Advanced...

List refreshed: 0401 7i2007 01:59:58 PM (’5

ElekhiEEREEERERERRELL::E]|"

Hame ¥ From Date Size

WAIDS List Of Job Oroders in W02 burrzhr 05/M05/2003 05:15:26 PM 277K
WAIDS List of Job Orders in WWDA burrzhr 100072003 12:57:02 PM 54K
WiIOS List of Job Orders in Job Certer by Order Taker burrzhr 061572003 09:27:10 AM 28K
WWIDE List of Job Crders in Job Certer by Order Responsible Staff burrzhr 06/ 52003 09:36:06 A 47 K
WIDE List Of Job Orders in Job Center hurrzhr 05/08/2003 05:14:41 PM S5k
WWIDS Job Oroers Removed from Jobhet in Job Center by Date hurrzhr 06/ 572003 09:59:00 Ak 22K
WIOS Job Oroers from Federal Contractors (Single Job Center hurrzhr 0951972001 052328 Ph S0k
WIOS Job Orders from Federal Cortractors (Multiple Job Centers) burrzhr 081872001 05:22:19 PM Bk
WAIDE Job Orders by O MET Code burrzhr 05/19/2001 05:21:32 PM a0k
WIOS Job Orders by Jobhet Occupational Code and Effective Date burrzhr 06M 672005 12:23:49 PM Q4K
WIOS Job Orders by JobMet Occupational Code burrzhr 091872001 05:20:435 PM TaK
VIO Job Oroders by Job Certer by Jobklet Occupational Code burrzhr 09192001 05:19:27 P 82K
WIOS Job Crders by Job Certer and © MET Code hurrzhr 09/19/2001 05:18:33 PM S0k
WWIDS Job Oroers and Job Openings Counts hurrzhr 051 3/2003 05:59:03 PM 93K
WIDS Job Oroer Cortacts by Job Order Mumber hurrzhr 020152002 11:49:05 Ak 189K
JobMet Business Wehl Usage hurrzhr 03082007 01:11:26 PM 1641 K
Employers Redistered to use JobMet Business By Job Center - Statewide hurrzhr 04132007 11:04:49 AM 33k
Employers Redistered to use JobMet Business By Job Center hurrzhr 04132007 10:35:41 AM 36K

Corporate Documents  Personal Documerts  Mewy Document

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.
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