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Attention 
 

The information and text you enter for these exercises will be viewed by staff in Job 
Centers, and by DWD staff who have pre-loaded some resumes. 

 
Be sure that the information you enter is appropriate, and be sure to enter only your 

own email address when asked to provide it or change it. 
 

Thank you! 

Job Seeker: Create an Active Directory Account 
 
1. Go to https://education.jobcenterofwisconsin.com/default.aspx? 
 
2. Click on Job Seeker Tools on the menu bar, and then click on "Set up an account". 
 
3. Review the Self Registration text, then click the "View More" link and review the text.  

At the bottom of the screen, click the Accept button. 
 
4. The Logon Creation page will appear.  Complete the fields (you must complete at 

least the required items, which are marked with a red asterisk *). 
 

Caution:  If you choose to enter an email address, use your own email  
address only.   

 
5. Click the Submit button. 
 
6. If the username you entered is already in use, the message shown below will be 

displayed.  Scroll down and enter a different username, and complete the Password 
and Verification fields.  Click the Submit button. 

 

 

https://education.jobcenterofwisconsin.com/default.aspx
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7. If the username you entered is not in use, the following screen will be displayed.  

Click the Done button.  You will be taken to the Job Seeker homepage. 
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Job Seeker: Register for Services 
 
1. If you are completing this exercise immediately after the "Create an Active Directory 

Account" exercise, go to the menu bar and click Exit.  Go to Step 3. 
 
2. Go to https://education.jobcenterofwisconsin.com/default.aspx? 
 
3. Click on Job Seeker Tools on the menu bar, and then click on "Register for 

Services/Update".  Don't reuse the username and password you created in the 
previous exercise.  The purpose of this exercise is to show you how smoothly a job 
seeker goes through the entire process of creating an Active Directory Account and 
a Title 3 registration.   

 
Any job seeker who is a Veteran, has a case manager, or wants to create a résumé 
will need both an Active Directory Account and a Title 3 registration. 
 

4. In the orange Secure Log In box, click on the "Set up an account" link. 
 
5. Review the Self Registration text, then click the "View More" link and review the text.  

At the bottom of the screen, click the Accept button. 
 
6. The Logon Creation page will appear.  Complete the fields (you must complete at 

least the required items, which are marked with a red asterisk *). 
 

Caution:  If you choose to enter an email address, use your own email  
address only. 

 
7. Click the Submit button. 
 
8. If the username you entered is already in use, the message shown below will be 

displayed.  Scroll down and enter a different username, and complete the Password 
and Verification fields.  Click the Submit button. 

 

 

https://education.jobcenterofwisconsin.com/default.aspx
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9. If the username you entered is not in use, the following screen will be displayed.  

Click the Done button.   
 

 
 

10. The job seeker is automatically logged in and goes to the More Information Needed 
screen.  Review the text and click the Continue button. 

 
11. The remaining screens are the current Title 3 registration screens that appear to job 

seekers who register using JobNet 3.0.  Complete at least the minimum information 
required on each screen. 

 
Caution:  If you choose to enter an email address, use your own email  
address only. 

 
12. After completing the process you will be taken to the Job Seeker homepage.  The 

orange Secure Log In box has changed to LOGOUT.  The text to the left of the 
picture has been updated with the first name of the job seeker you used to create 
the Active Directory Account. 
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Job Seeker: Create a Résumé 
 
1. If you are still logged in after completing the exercise on pages 3 and 4, go to the 

Job Seeker Tools menu and click on Create/Update Résumé.  Go to Step 4 of these 
instructions. 

 
2. If you want to create a résumé for the account you created in the exercise on page 

1, go to the Job Seeker Tools menu and click on Create/Update Résumé.  You will 
be taken to the More Information Needed screen.  Review the text and click the 
Continue button. 

 
Caution:  If you choose to enter an email address, use your own email  
address only. 

 
3. The remaining screens are the current Title 3 registration screens that appear to job 

seekers who register using JobNet 3.0.  Complete at least the minimum information 
required on each screen.  Go to Step 4 of these instructions. 
 
If you want to create an entirely new account, go to 
https://education.jobcenterofwisconsin.com/default.aspx? and click on the Job 
Seeker Tools menu, and then click on Create/Update Résumé.  You will be taken 
through the screens to set up an Active Directory account, then through the Title 3 
registration screens.  After completing all items, go to Step 4 of these instructions. 
 
Caution:  If you choose to enter an email address, use your own email  
address only. 

 
4. The first time a job seeker accesses the Résumé system, the Job Center of 

Wisconsin Terms of Use for Job Seekers page will appear.   
 

Review the text.  Click the Decline button to see the message that appears.  Review 
the text.  Click the Return to Résumé /Use Agreement link in the lower left corner. 

 
5. You are again on the Job Center of Wisconsin Terms of Use for Job Seekers page.  

Click the Accept button. 
 
6. Follow each step in the Résumé process.  Click on the "Need help with this 

section?" link in the upper right corner of each step. 
 

In Step 1, the information from the Active Directory account you created is shown.  If 
you want to change the information, it will only affect the résumé.  The changes will 
not update the ASSET Customer record, nor the Active Directory account.  
 
Caution:  Make sure the email address listed in Step 1 is your own email 
address only. 

https://education.jobcenterofwisconsin.com/default.aspx
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7. In Step 7, take time to look at your résumé and references in each of the three 

options - HTML, Word and PDF. 
 

Preview your Match Profile. 
 
Make changes to any of the documents by editing the information in Steps 1-6. 

 
8. In Step 8, enter your own email address in the Employer Email Address field.  When 

you check your email, the message will be there.   
 
9. Click Exit on the menu bar. 
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Employer: Search for Candidates 
 
1. Go to https://education.jobcenterofwisconsin.com/default.aspx? 
 
2. Click on the orange Find Employees button.   
 
3. Click on the Find a Worker link in the blue area on the right side. 
 
4. The JobNet Business employer login page will open in a new window.  Maximize the 

window. 
 
5. Click on the yellow Login button. 
 
6. Enter the employer username and password you selected from the list of 

logins/passwords when the pop-up box appears, then click on the OK button: 
 

 
 

7. Click on Search for Candidates on the menu tree. 
 
8. The first time an employer accesses the Search for Candidates feature, the Job 

Center of Wisconsin Terms of Use for Employers page will appear.   
 

Review the text.  Click the Decline button to see the message that appears.  Review 
the text.  Click the "Return to Terms of Use" link in the lower left corner. 
 

9. You are again on the Job Center of Wisconsin Terms of Use for Employers page.  
Click the Accept button. 

https://education.jobcenterofwisconsin.com/default.aspx
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10. Search for candidates using various combinations to see the differing results.  Click 

on the "How does this work?" link in the upper left corner. 
 

Caution: Before using the Email Selected Candidates feature, click on My 
Company Information on the menu tree, then on Manage Contacts.  Find the name 
associated with your employer username and password (see list).  Click on the 
person's name to go to his/her Contact record.  Scroll down to the Email field and 
change the email address to your own email address.  Click on the Save 
button.   
 
Click on Search for Candidates on the menu tree. 

 
11. Click the Preview link to review the person's Candidate Profile.  For security 

reasons, no personally identifiable information will be listed 
 
12. To email candidates, check the Email checkbox for at least one candidate.  Your 

email address should be displayed in the Sender's E-Mail Address field.  If it isn't, go 
to Step 10 and follow the instructions listed in the red text. 

 
13. Enter text in the Subject and Message fields.  Click the Preview E-mail button. 
 

 
 
14. A new window will open.  Review the text of your message.  Note that each 

candidate will receive a separate email (for security and privacy reasons).  Note the 
footer text that will appear on every email sent. 

 
15. If you like the way the message looks, click the Send E-mail button.  E-mail sent will 

be displayed next to the inactivated Send E-mail button. 
 

The employer does not know who the email was sent to.  It is up to the job seeker 
whether he/she will respond. 


