
O*NET AutoCoder Instructions 
 
What is the O*NET AutoCoder? 

AutoCoder is a server that provides accurate O*NET-SOC coding based on a job title 
and/or job description.  In Wisconsin we are using it to assign O*NET-SOC occupation 
codes to jobs orders. 

How to use O*NET AutoCoder: 
 
The Description Tab on the job order has been updated to incorporate O*NET 
AutoCoder: 
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• Enter the number of openings. 
 
• Enter the job title and press the Tab key.  (You may press the Enter key instead.  

Using the Enter key will save the order as incomplete and return you to the 
Company Info Tab.) 

 
Two additional fields - Occupational Category and O*NET/SOC Code, appear: 
 

 
 
• Review the selections (up to 5 matching selections will be listed) and determine 

which Occupational Category best matches the job title.  (If you do not think that any 
of the items is the best match, try changing the job title.) 

 
The O*NET/SOC Code field now appears on the Description Tab, instead of the Job 
Order Management Tab. 
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When an item is selected from the Occupational Category drop-down menu, it 
populates the O*NET/SOC Code field and a Sample Occupation Description appears. 
 

 
 

 3



The text in the Sample Occupation Description text field can be copied and pasted into 
the Duties and Responsibilities field.  The copied text can then be used as is, or revised 
to fit the needs of the employer. 
 

 
 
 
When O*NET AutoCoder doesn't find any matches for a job title, the following text will 
be displayed in the Occupational Category drop-down menu: 
 

 
 
When you see this message, or when you don't get a good match in the drop-down 
menu, try changing the Job Title or using a keyword in the Job Title field.  
 
For example, the employer's janitorial staff are called "Facility Maintainers".  When you 
enter that in the Job Title field and press the Tab key, you don't get an accurate match.  
Try changing the job title or using a keyword, such as “janitor”, then press the Tab key. 
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The employer may wish to use the company's job title, instead of what O*NET 
AutoCoder uses.  Be sure to check the Comments to Job Center Staff field on the 
bottom of the Job Order Management tab for notes from the employer about the 
preferred job title.  Employers have been instructed to list their preferred job title here, to 
alert you to their preference. 
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Changing the Job Title after Selecting an Occupational Category 
 
There may be occasions where you need to use a certain Occupational Category or 
O*NET/SOC Code because it fits the duties of the job, yet the employer wants to use 
his own job title.  For example, the job description the employer gave you indicates this  
is a Customer Service Representative opening, but the employer wants to use 
Enhanced Experience Associate as the job title. 
 
To use the Occupational Category for Customer Service Representative, and use the 
employer's job title, do the following: 
 
• Enter the job title that fits the duties of the job in the Job Title field. 
• Press the Tab key. 
• Select the best match from the Occupational Category drop-down menu. 
• If you will be using part or all of the Sample Occupation Description text, copy and 

paste it into the Duties and Responsibilities text field. 
• Copy the O*NET/SOC Code. 
• Click on the Save-Incomplete button. 
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• Change the Job Title to Enhanced Experience Associate and press the Tab key. 
 

 
 
 
• Paste the copied O*NET/SOC Code into the O*NET/SOC Code field and press the 

Tab key. 
 
The following text will appear in the Occupational Category drop-down menu: 
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• Click the Save-Incomplete button. 
 
The job order now shows the employer's job title, and the correct Occupational 
Category and O*NET/SOC Code. 
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