
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 
 
• 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. 

 
• The Experience and Qualifications fields have been combined into one field on the 

Requirements tab. 
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• 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. 

  

 

 2



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: 

 

To this: 

 

Then: 
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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. 

 

 

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.   
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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. 

 

 
• 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. 
 

 
 

• 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. 
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• 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. 

 

 
 
• 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. 

 

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

 

 9

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. 
 

 
 

• 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: 
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• 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. 

 

 
 
 

• 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. 
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Webi Reports 
 
• Two new real-time Webi reports are available, listing employers who are registered 

to use JobNet Business. 
 

 
 

======================== 
 
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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