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Chapter 1-- SERVICE LINK —Part |

I ntroduction

ServicelL ink is aweb-based application that allows case managers to manage their workload and
report information required under Labor Exchange, Workforce Investment Act and related
workforce programs.

ServicelL ink provides a standardized process for following participants through the workforce
development system network. Information acquired is used to generate required federal, state and
local program reports. State listingsinclude states and provincesin Mexico and Canada.

ServicelLink utilizes several areasto provide ahigher level of customer service through its client
oriented tools. These areas are asfollows:

1. Registration
Register the Job Seeker and Employer
Capture demographic information and employment-related information.
Determine program dligibility (both high level and program-specific)
Identify the registrant’s programs and outcomes

2. Assessment
Capture education, work history, goals and interests
Identify needs and barriers to employment
Create an employment plan
Identify and report skills, talents and test results
Assist in creating a complete job resume

3. Job Seeker Management
Conduct job and resume searches to match Job Seekersto job opportunities
Conduct Employer searches to make appropriate job referrals and job
developments
Record and report employment related services provided to Job Seekers
Record and report job placement outcomes
Format, review and print online Job Seeker resume
Create service and training plans to meet identified needs and/or reduce identified
barriers to employment
Search and select service and training providers
Record service and training completion and their outcomes
Track expenditures on services and training

1-1
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4. Employer Management
Create Staff Assisted Employer job orders
Search resumes for job order matches
Conduct Skill Gap Analysesto match Job Seeker abilities to Employer job
reguirements
Contact potential Employers and report contact results
Maintain Employer account information
Maintain Employer job order status

5. Placement and Retention
Record placements into employment
Capture wage record information
Track job retention

6. Reporting

Create required Federal reports
Create management, workload and casel oad reports

Getting Started And Creating A New Staff Account

Supervisorg/Directors must access the JobL ink login page, located at
www.oklahomajoblink.com ; enter their User name and password to login to the system.

Agencies
Agency Name
Account info Heartland Works
;‘I“f”;”S_‘-“:m Kansas Department of Commerce
1sability Resources State Admin

Edit Passwaord _ I X
o Social and Rehabilitation Services
Employer Search

ie Kansas Legal Service
Fiscal
Job Search Workforce Alliance of South Central Kansas

My Cases Kansas Department of Labor
My Employers Local Area I Administrative Entity
My Followup SCSEP

wy JOB Urae.C

Mew Account

Penumyg

Provider Search

Reporting

Resume Search

Security

Self Referrals

User Lookup

WARM Listings

Workload

Agency List




Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

Navigation:

To create a new account, click on the New Account link to view and select type of account
(case manager/interviewer, supervisor, or director) and assist the employee to create a user name
and password and enter their persona and agency contact information.

Homme Staton ke22 Logout - Prrt
&b -4

Create Account

Arrexicar Job Link Aloncn

Caze Manager or ¢~ Person resgonsible for workesg with dients to
Interviewer assess their talents and needs. This person then

- : directs the clients to the appropriate sardies

Rt bo oo based on his or her assessments.

Madrin ML

il Supervisor © Person msponsible for rackng the pedormance of

individuals within his or har departmant,

My Cases Supervizors aléo make tha inal dedsion: on cases
brought Lo deem by cese managers.

Director ~ Parson responsible for trackng the perfarmance

measuras af an agency.

Yiew Only  Person interested in viewssg a dient’s case
SUMmMmAary i R,

Newd Role T add this new acoount to 20 exsting user

Submit Claar |

Click the Submit button. New Case Manager or Interviewer page will display.

Hew Case Manager or Interviewear

Please use a User 10 that will be easy to remember; such as last name plus first
initial. Wa request that 3 quesbon is selected and an answer enbared, to be
used a5 a password reminder.

Sarvice Link requires ugers to creabs strang passwards by usng a combination
of leters, number and the following sgedal charachers EE% ™ el 100 -

Fetimn Lo Werkinad

" User Mame L]
* Password L
* Confirm Password
* Ermall pddress L1
* Sacurity Question What ks your mother's malden nama? ﬂ
= Answer L

* Company or Agency
* County of ¥Your Service :ﬁllaégﬂﬁﬁﬁﬁwfﬁ =l
* Office  Belestzn oMea =l

* Address
* City
* State Kansas =
TR onen | - nonn
* Station Number
+ Type GelectOng =
* Flrst Myme
Middie Mame
¥ Last Mame
Juh Title
* Phome mnnnnnnnn Bt T
Fax  non-nrn-nnem

Submii Cleat

1-3
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Instructionsfor Completion of Fields:

Field Name Valid Entries
User Name (Required) Must be 6 to 20 characters, letters and/or numbers
Password (Required) Must be a combination of 8 to 20 letters, numbers and

characters

Confirm Password (Required)

Re-enter your chosen password

Email address (Required)

Enter your current email address

Select a Question (Required)

Select aName of First Pet , Father’s Middle Name, Mother’s
Maiden Name, County or Parish Born In, Last school
attended?

Answer to selected question (Required)

Enter answer to question selected

Company or Agency (Required) Enter the name of the company or agency where you work
County of Service (Required) Select the county in which you are located

Office (Required) Select the office in which you are located

Address (Required) Enter the company or agency address

City (Required) Enter the city in which the company or agency is located

State (Required)

Enter the State in which the company or agency islocated

ZIP Code (Required)

Enter the ZIP Code

Station Desk Number (Required)

Enter afour digit unique station desk number; two letters LV
or DV and two numbersif you are an LVER or DVOP

Type (Required) Select the title of the position from the drop down menu
First Name (Required) Enter your first name

Middle Name (Optional) Enter your middle name

Last Name (Required) Enter your last name

Job Title (Optional) Enter the title of your position

Phone (Required) Enter your work phone number

Fax Number (Optional)

Enter your office fax number

Click the Submit button

Navigation:

If the employee is assuming anew or additional role, click on the New Role box and select an
account type (Case Manager/Interviewer, Supervisor, or Director). You must search for the staff
person by name, email address or user id.

g-i.} HamE

Staff Search

Rt ko Weorkinad

ﬂ Skat kg23 g Logaut _’J Prirt

You have sehectad to add a new Case Mamager or [nteniewer actount, Pieass
search for the staff member you ara adding this rale to.

First Name

Admin Manu

Last famn
My Cases

My Fosre i
My Emiployars
ook Cirtrs
Chant Beanh
Cllunt Mirgs

Email Address

Lser 13

Searnch Cancal
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E} Hafre 'm Statwon ki22 e Logout i Prrt

Staff Search Results

Click e users name that you are adding the new account o,

& Mome Lser Tyire User 1D
Prusit, Liz I8 Irtervigwer PRS2 s

Chanyge Search

Cliunt Murgs

Chant Calkin

Click on the name of the user and compl ete the information requested and click on Submit. You
will receive a message that the new role has been added.

E} Hafre 'm Statwon ki22 e Logout i Prrt

New Case Manager or Interviewer

Arrexicar Job Link Aloncn

Plaaze antar the following informabon for the New Case Manager or
Inkervigwer Account bewng added to Lz Pruitt,

Refuen bo Workinad
Addmin Wani * Company or Agency

* County of Your Service Ploase Selacta County
* Office |Select an affice

L b

* Station Mumhbar
* Typm Sedmct Onig

IL

Joh Title

Cliunt Marg £ E

luanl Mirge 7* Phone | pnpenniennin | B T
Gilant Safkin E

&%  Nnn-nrm-nnrn

Subimit _Clear

After you click the Submit button, your account will enter a queue to be approved by State
administrators. You must allow 48 hours for the approval to occur.

Once your account has been approved, your security level of access to information will be set
according to the programs your agency/provider administers and your job assignment.

When the Servicel ink account is approved the staff person may login at
www.oklahomajoblink.com.
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Case M anager I nterviewer s — Contr ol Panel

Client Search
Related Links: Resuts | My Cases | My Follow-up

Spacilying & S5N or & Participant 10 will cawse bl cther vakees bo ba ignared
when pal?ram'knu the search, You must indude ane of the followssg:

Rl L Weethinad

First Mama, Last Mama, Phone Numbar, 35N, Partiopant 1D or Usamama .,

Social Security
Numhbar

Last Mames
First fame
Partial Mame Match?

Usernamn
Phone mumber
Participant 10

Officm

Migrant/Seasonal
Farm Warker?

Sifec] s B o Delow
¢ 'Yas, return namas similar to those |
Fuave provided.

@ Mo, return namas that match exacly
as | have i

Sedect &n office

Safect sng from el
™ Yas

© Ka
& Ha

Veteran Typn Bol Velersng and Nor-velerans _;]

Two additional filbars for searching are provided balow:

If you seledt "Program Registrations” m the @rop down (the defaul), the search
will raturn those parbopants basad on the filters applind above who are
enrollad i the program speofied by the radio butbon selection, I yow select
"Pragram Ebgble For' in the deop down, the search will retumn those registrants
based on the filters apphed above who ware determined eligible for the
program spacified by the radio button salection within the past 7, 14, 30, 60, 90
or 180 days as determined by the “Eligibility Daterminad” drop dawn chaice.

Type of Search Frogram Regisvaiions =]

Programs — Selec sne o selow
" Job Sarvice (LE)

WIRED Grants (WG
Workfores Inwestment Act (WIAY
Trada Aot (T HAFTA-TaM)
Weterans [Wets)
Resmployment Sarvices (RES)
Unasmploymant Insusanoe (UL
SCEEP [SCSER)
Hak Enrolled
M

Eligibliity Datormined Seiect ihe numbar of dave =]
bl n

20 5 OO0 B3

Search Resat

Navigation:

My Cases — allows access to those client records that you have identified for case management.
Click onthe My Cases link under the Control Panel or the My Cases tab at the top of the page.
In order to add aclient to or remove aclient from your casel oad follow the instructions provided
under ServiceLink —Part Il —My Cases.
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My Cases
Related Links: Cllent Search | Results | My Followi-up

Shawing 1-22 af 12 dients found.

Rl Lo Warkinad

+ Client ' Vetoran
b 55N Shals Enrallments ity
Chase, Chayy 100229959 ® Adult (Lacal Topeks
Formula)
= Diglocated
Winrker |Local
® Job Serica
Chagse, Chews BEEEEDO0D Lersran = Dol Serocs Topeka
%ﬂm 123540008 Other = Dislocated Topeka
‘Wiorker {Lacal
= Job Serys
Eern. Frad BTOOO1ETS « Adulk [Lacal Topeks
Formula)
» Dislocated
‘wiorker {Local
# Job Sernca
Eifmare, GEGIFO000 = Dislocatad Topaka
dlard Worker (Local
» Job Sernce
Elmtstong, BYBEE4EE4 Yaberan * Job Saroce Topaka
Ered
Eord, Hasris  BT9005432 Other * Adulr (Local Lawrence
Formula)
# lob Saraca
Eord, Harnson OOB9988E8 * Job Servica Topeka
Holis. apne. DIO3D16TS = Job Servca Topeka
kinszoln, 2a2098888 Topeka
B aiam
Somes, &nne 222119800 = 300 Sernca Lawrance
Sones. Eegh 388990000 « lob Servca Topeks
Add Now

To accessthe client’s case details record click the client name.

My Follow-up — allows access to those client records that you have marked for follow-up
service. Click onthe My Follow-Up link under the Control Panel or the My Follow-up tab at
the top of the page. In order to add a client to or remove aclient from your caseload follow the
instructions provided under ServiceLink —Part || —My Follow-up.
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My Follow-up
Related Links: Client Search | Results | My Cases

Showing 1-3 of 3 clients found.

Return to Workload

+ Client Veteran .

M cas Name SSN Status Enrollments City
My Follow-Up
My Employers Chase, Chevy 666889999 Veteran + Job Service Topeka
My Job Orders
Client Search
Client Merge Fern, Fred 870991675 e Adult (Local Topeka

0 . Formula)
Client Callin » Dislocated Worker
Job Search (Local

. e Job Service

Employer Search
Disability Resources
Resume Search Flintstone 878884884 Veteran s Job Service Topeka
Group Activity Fred
Account Info
Self Senice Tracker
Reporting
Edit Password Add New

Self Referrals
User Lookup

To access the client’ s case details record click the client name.

My Employers— alows access to Employer records that you have marked for service.

My Job Orders— allows access to job orders that you have created.

Client Search — alows a search for clients registered in the system by Social Security Number,
name, user name, program of registration, and related characteristics; or creates a new client

account.

Client Merge — alows staff person to merge duplicate client records. Merging client records
cannot be reversed.

Clients Call-In — allows staff person to send notices to clients asking them to contact staff. This
function isavailable for individual clients or for multiple call-ins.

Job Search — allows a search for available jobs for clients using several search strategies.
Employer Search —alows you to search for Staff Assisted Employer accounts by company
name, federal or state Tax ID number, or Zip code; or create a new Employer staff assisted

account.

Disability Resour ces — allows access to information on resources to assist the disabled job
seeker.

Resume Sear ch — alows a search of Job Seeker resumes in order to match Job Seeker
qualifications with Employer job requirements.

Group Activity — allows the scheduling of recurring group activities or events and clients for
group activities or events.
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Account Info—alows areview and update of your account information.

Sdf Service Tracker — allows the recording of self services provided to clientsin a career center
or related setting.

Reporting — allows access to federa, state, and local employment and training reports and
related labor market reports.

Edit Password — allows you to change your account password.

Sdf-Referrals—alows you to view Job Seeker Self-Referrals to staff assisted job ordersin your
office and approve or deny the Referral based on Job Seeker qualifications and Employer
reguirements.

User Lookup —allows you to lookup user names and passwords of job seekers.

WARN Listings— provides information on WARN and Non-WARN notices listed by company
name, location, start and end date and type of lay-off.

Provider Search — alows the search for current training and service providerslisted in
ServicelLink.

Systran - trandation link allows individuals with a diverse language background to select their

respective native language by clicking on the appropriate flag to view and provide information in
ServiceLink, which istranslated into English for the case manager.

Supervisor’s— Control Panégl

Staff Members

Staff Name Cases Follow Up
Account Info Steve Barnett 1 o0
Client Se:

_Em . i Melanie Manry 2 a

Disability Resources R §
Edit Password Patrick Pritchard 1] o
Employer Search Shelly Dustin o o
Fiscal Steve Barnett o o
Job Search Jodie Wunder o o
My Cases David McEachern 20 Pl
My Kol Shawn Gregory o o
MNew Account
Fanding Karen Alexander o iz
Provider Search Jim Zaman 3 a
Reporting Vicki Romig Z a
Resume Search Patrick Pritchard o o
Security Dave McEachern o 0
Bl R Aaron Shriver & a
User Lookup A Shri 0 0
WARN Listings aron Shriver o 0
Workload Patrick Pritchard 1 o

Sharon Parry o o

Steve Barnett o o

Move Cases And Follow Ups
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Navigation:
After a supervisor accesses www.oklahomajoblink.com and login to their account, alist of the
employeesin their unit will appear with the client and follow up caseload. Y ou may click on the
numeric link, then the client’s name to view the client’s case details.
Control Panel links not included in the Case Manager/Interviewer Control Panel are:
Disability Resour ces — provides access to information on disability resources available to
provide workforce services to those Job Seekers who have a disability that creates barriers to
employment.

Fiscal — provides access to staff who have privilegesto view, edit and enter data related to
budgeting, vouchers and fiscal processes utilized by the WIA and TAA programs.

New Account — allows the supervisor to create a ServiceLink account for a new employee an
additional or new role for an existing employee.

Pending — allows approval of WIA enrollments by designated persons.

Security — provides the supervisor access to the ServicelLink security function to add, edit
and update security privileges for staff assigned to their unit.

User Lookup — allows supervisor to locate user names and passwords for Job Seekers and
Employers.

Workload — link available to return supervisor to the page that lists their assigned staff and
casel oad

Director’s— Control Panel

Agencies

Agency Name
“‘-‘“"“’.‘”""’_ Heartland Works
ki Kansas Department of Commerce
Disability Resources State Admin
Edit Password o T o .
i o Social and Rehabilitation Services
Fiseal Kansas Leqgal Service
Job Search Workforce Alliance of South Central Kansas
My Cases Kansas Department of Labor
My Emplaoyers Local Area [ Administrative Entity
My Followup SCSEP

My Job Orders
Mew Account
Pending
Provider Search
Reporiing
Resume Search
Security

Sell Referrals.
User Lookup
WARN Listings
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Navigation:

After adirector accesses www.oklahomajoblink.com and login to their account, alist of the
officesin their region or areawill appear. You may click on the office name link to view office
staff and their casel oad.

Control Panel links not included in the Case Manager/Interviewer Control Panel are:
Pending — provides directors with the ability to approve or deny WIA/TAA enrollments
that are in pending status.

Client Searches

Cllant Search
Related Links: Results | My Cases | My Follow-up
Spaclying & S5N or & Participant 10 will cause 8l sther ¥alees o be ignared

when perfarming the search, You must incude ane of the followssg:
First Wama, Last Mama, Phone Numbar, 55N, Participant 1D or Usemama .

Rl Lo Workinad

Wl Social Security
Numhbar
Last Mames
First fame
Partial Name Match? -~ Sebect sns fiom below .
¢ ¥as, return namas similar to those |
Fave provided.

& Wo, returm namas that match exactly
as | have

Lisermsmn

Phone number

Participant 1D
Offics Seect &n ofice 3

Migrant/Seasonal —Sebect sno from helow
Farm Warker? & Yas

© Ma
&
Veteren Typn Bof Velerans and Mor-vedarans _;j

Two additional filters for searching are provided balow:

If you seleck “Program Registrations” n the d@rop down (the default), the search
will raturn thase parbopants basad on the filbers applind above who are
enrollad m the program speafied by the radio butkon selactian. I you select
"Pragram Ebglsle For' in the drop down, the search will retum those registrants
based on the filters apphed above who ware determined eligible for the
program spacified by the radio button salection within the past 7, 14, 30, 60, 90
or 180 days as determined by the “Eligibility Daterminad” drap dawn chalce.

Type of Search F.fﬂ.ﬂfﬁ.ﬂ:l H“Blﬁwﬂ"l!ﬂ

Programs — Selec sne o selow
" Job Sarvice (LE)

WIRED Grants (WG
Workforce Inveistmant Act (WIAY
Trada Aot (T HAFTA-TaM)
Wetarans [Wets)
Resmployment Sarvices (RES)
Unsmploymant Insusance (UL
SCEEP [SCSER)
Mok Enrlled
M

Eligibliity Datormined Seiect ihe numbar of dave =]
within

B0 5 OD0'D B8 D

Search Resat
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Navigation:

Log into your ServiceLink account. The Client Search page will display.

Instructions for Conducting a Client Sear ch:

Activity

Results

Enter client’s Social Security Number (SSN), if
known.

Check the appropriate program registration, if
known, otherwise select N/A.

Click the Search button.

If the client has a program registration, their name,
SSN, veteran status, date of birth, and city of residence
will display.

Click the name to access the client’s Case Details page.
Y ou may add the client to your caseload by clicking on
the My Cases. Add tab at the bottom of the Case
Details page.

Y ou may add the client to your follow-up file by
clicking on the My-Follow-up: Add tab at the bottom
of the Case Details page.

If no name displays, click the Add New Client button.

If no SSN isavailable, enter the client’s last
name and first name.

If you have only a partial name, check “Y es’
next to Partial Name Match?

Click the Search button.

If registered or partially registered, the client’s SSN,
veteran status, date of birth and city of residence will
display.

If the SSN does not display, the person have a self
service JobLink account but no program registration.
Click the name link to access the client case details

page.
If no name displays, click the Add New Client button.

If you know the client’s username, enter it in
the username text box.
Click the Search button.

If the client’s name displays, click the namelink. If no
name displays, click the Add New Client button.

If you know the client’ s phone number, enter it
in the phone number text box.
Click the Search button.

If the client’s name displays, click the namelink. If no
name displays, click the Add New Client button.

If you know the participants ID number, enter
it in the participant 1D text box.
Click the Search button.

If the client’s name displays, click the namelink. If no
name displays, click the Add New Client button.

If you would like to view al clients with active
or inactive enrollmentsin a particular office,
select the office from the drop down menu.
Click the Search button.

Client names will appear in alphabetical order. Click
the client name to view their case details page.

If you would like to view dl clients who have
been identified as Migrant and Seasona Farm
Workers, select “Yes’ and click the Search
button.

All Migrant and Seasona Farm Workers who have
enrollmentsin Job Servicewill display.

Click the client name to view their case details page.

Y ou may view M SFWs by office by selecting an office
from the office drop down menu, indicating “Y es” and
clicking the Search button.

If you would like to view dl clients who have
been identified asaV eteran Type, select the
veteran type from the drop down menu and
click the Search button.

All Veteran Types who have an enrollment will
display.

Click the client name to view their case details page.

Y ou may view V eteran Types by office by selecting an
office from the office drop down menu, select the
Veteran Type and click the Search button.

Select Program Registrations

If you select "Program Registrations" in the drop down
(the default), the search will return those participants
based on the filters applied above who are enrolled in
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Activity Results
the program specified by the radio button selection
below.
Select Program Eligible For If you select "Program Eligible For" in the drop down,

the search will return those registrants based on the
filters applied above who were determined eigible for
the program specified by the radio button bel ow.

Y ou must select within the past 7, 14, 30, 60, 90 or 180
days as determined by the "Eligibility Determined"
drop down choice.

If the client’s name does not appear you will Click the Add New Client button.
need to create aregistration for the client.

Add New Client — The Registration Process

Navigation:
If there is no client information click the Add New Client button. If you are satisfied that the
client isnot in the system click “OK” under No Match Found. Complete the Add New Client

page.

Results
Related Links: Client Search | My Cases | ﬁy Follow-up

Your search found no clients.

Return to Workload

Client Name SSN Veteran Status Birth Date City
B 1 . 3 £ : :
My Follow-Up
My Employers
My Job Orders | Add New Client

Client Search
Client Merge
Client Call-in
Job Search
Employer Search

No Match Found

If you are satisified that the dient does not already have an account with the
system, click OK to continue with the add new client process.
Click Search to go back to the search form.

Return to Workload
Iy Cases |OK| | Search |
My Follow-Up

My Employers

My Job Qrders

Client Search

Client Merge

Client Call-in

Job Search

Employer Search
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Add New Cllent

By submatming the e-mald address, the disnt will &= able to receve sutomanc

natficstion of any new job ondsrs entered by employars that match thair

mr?ln uhﬂm" Thiay will also be abla to retrieve thes password laber, in case
orget £,

Wi requiest that you select 3 question and enber the answer o be used to
remind them of thair password should they forgat it,

fRerkilnsd

" User MNome a
" Password (]
* Canfirm Passward
Email adidress 7]
* Sprurity Qumstion Whit i your molier's maiden name? =

* ANSWEr L
* Firsl Mame
Middle Name
* Last MName
Address
Address line 2
City
State Kinsas =
™ He nonen - pnon
Pheme | ganenanennon | Bt 1T
Alternate Phone | ponnem-ancn Ext  |*
Fax  rnnenasnnom
* Social Security Mamber 2343251000
Poenda 55N [T Generste

* Date OF Birth  mmiddssey
[Enamgia MM DO FYYY] ;

1t Gonder  Selct one from hedow
™ Female

© Male
Mot Gelf identified
& M
Ethnicity Select o il apphy
™ Ethnic Hespanic or Latino
T Mot Self identifisd
7 Roce {Please chack all  Salact o it apply
that apply) [ white or Cawcasian
I Asian or Aslan Americsn
T glack or African smarican
7 Hawaiian or Other Pacfic 1slander
I~ American Indian ar Eskima
™ ™ore than one race
T ot Belf [dentifed

Saibimin Clean
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Instructions for Completion:

Field Name

Valid Entries

User Nameisrequired

Enter 6-20 characters (may be letters, numbers, or symbols
1@#9% & * ()+={}:;?.\~)

Password is required

Enter 8-20 characters.
Must be different than the user name and contain letters,
numbers and symbols (! @#$%"&* ()+={}:;7.\~)

Confirm Password is required

Re-enter the password

Email Addressis not required

Enter the client’s email address.
While not required, an email addressis helpful for job
match notifications.

Select a Question isrequired

Select aName of First Pet, Father’s Middle Name,
Mother’s Maiden Name, County or Parish Born In, Last
school attended?

Answer to selected question is required

The answer to your question will be helpful if you or the
client forget the user name and/or password and need to
contact the help desk or request a new password.

First Nameisrequired

Enter the client’s first name.

Middle Nameis not required

Enter the client’s middle name.

Last Nameisrequired

Enter the client’s last name.

Addressis not required, but one form of
contact: address, phone number or email
address must be entered.

Enter the client’s street address.

Addressline 2 is apartment number
or PO Box

Enter the client’ s apartment number or PO Box if
applicable.

City isnot required

Enter the city in which the client resides.

State is not required

Enter the State in which the client resides.

ZIP Codeisrequired

Enter the client’s ZIP code.

Phone Number is not required

Enter the client’s contact phone number. (nnn-nnn-nnnn)

Alternate Phone Number is not required

Enter the client’s alternate contact phone number, if
applicable. (format: nnn-nnn-nnnn)

Fax number is not required

Enter the client’s fax number if applicable.
(nNN-nnn-nnnn)

Socia Security Number is required

Enter the client’s nine digit Social Security Number (SSN).
(format: 000-00-0000)

Pseudo Social Security Number

If the client does not have or remember their SSN, check
the Generate box to automatically create a pseudo SSN.
Thereal SSN should be entered as soon as obtainable from
the client.

Date of Birth isrequired

Enter the client’s date of birth. (format: mm/dd/yyyy)

Gender isrequired

Select the client’s gender. Male, Female, or Not Identified.

Ethnicity is not required

Y ou may Select the client’s ethnicity, if applicable.

Ethnic Hispanic or Latino — A person of Cuban, Mexican,
Puerto Rican, South or Central American, or other Spanish
culturein origin, regardless of race.

Not Identified — Client desires not to be identified.

Race isrequired

Select the client’ srace.

White or Caucasian — A person having originsin any of the
origina peoples of Europe, the Middle East, or North
Africa
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Field Name Valid Entries

Asian or Asian American — A person having originsin any
of the origina peoples of the Far East, Southeast Asia, or
the Indian Subcontinent (e.g., India, Pakistan, Bangladesh,
Sri Lanka, Nepal, Sikkim, and Bhutan). This areaincludes,
for example, Cambodia, China, Japan, Korea, Malaysia, the
Philippine Islands, Thailand, and Vietnam.

Black or African American — A person having originsin
any of the black racia groups of Africa.

Hawaiian or Other Pacific Islander — A person having
originsin any of the original peoples of Hawaii, Guam,
Samoa, or other Pacific Islands.

American Indian or Eskimo — A person having originsin
any of the original peoples of North America and South
America (including Central America), and who maintains
cultural identification through tribal affiliation or
community recognition.

More than one race - Y ou may select more than one choice.
Not Self Identified — Client desires not to be identified by

race.
Click the Submit button The Equal Opportunity Statement will display.
Equal Opportunity Statement Y ou must review this statement with the client to make sure

that they understand their civil rights and the process
required to file acomplaint.

Y ou should print a copy of the statement by clicking the
Print button and give it to the client.

Click the Verify button. The Data Privacy Notice will

display.

Data Privacy Notice Y ou must review the notice on data privacy with the client.
If they accept the terms, click the | Accept button.

If they decline to accept the terms of the Data Privacy
Notice, click the | Decline button and the registration
process will be terminated.

Authorization to Obtain Information If thel Accept button is clicked for the Data Privacy
Notice, the Authorization to Obtain Information form will
display.

This authorization by the registrant alows the case manager
to obtain information from One-Stop partners and vice
versa, and authorizes One-Stop partnersto release the
information.

It isgood for 36 months or until exit from the program,
whichever is sooner.

Theregistrant signifies approval of this authorization by
providing their User Name and password.

If the client does not authorize the release of information,
the registration process is terminated.

If approval is given by entering the client’ s user name and
password, click the Start Registration button.
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Navigation:
The following demographic areas will be populated from the entries made earlier:
Socia Security Number
Date of Birth
Race
Gender

Registration/Eligibility - Anne Hollis

Wiz are reguired ta request the followng information,

* Sadal Secority Namber 030301675
Psendn 55M [T Generate
* Date Of Bieth | 0177810 242

mairiskes BB BT TR
Ethnicity —Sabect all that apply
™ Ethnic Hispanic or Lating
™ heor Self identified
Race (Please check all that  Ssbect all that apply
apolY] | White o Caucasian
™ Asian or Azizn American
T Bladk or Afncan Amesican
T Hawaian or Other Pacific [slander
I© amenesn indian or Eskimo
™ More than ane race
™ Mot Seif dentified
#4 Gl - Select ane oo below
& Famale
T Male
Mot Salf Idantified
LT

P* Are you a single, Sabect sne By o sl
separated, divarced or ™ Yaz
widowed individual with
primary responsibliity for one M
or more dependents ander the - .
age 187
Mamber in Family 2
1 Individwal with Disability Select ana from palow
[Far this guestion, disability © ves
means, a physical or mental
impalrment that substantially = 12

limits ape or more of the ~ :
major Ale activities of an Mot Self identifis

Individual.) © nNia
Category of Disabllity Fisase Salacie Caisgory of Your Disaniisy =]
* Education Stotus Notatending Ecnnol High Schaol graduats =]

* Highest School Grode Bachelor's Deghes or Equrvalant ﬂ
Camplabed
7* Have you served on Actlve —Select ane fiom bilow
Duty welth the Armed Forces 0 Yas, Less Than or Equal bo 18D davs

of the United States? . oo e than 180 consecutive
days
= No

[l ¥T

Submli Claar
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Instructions for Completion:

Field Name

Valid Entries

Are you single, separated, divorced, or
widowed individual with primary
responsibility for one or more dependents
under the age of 18?

Required Completion.

Answer “Yes’ or “No”

N/A is not avalid response.

Number in Family is not required

Enter the Number of Family members living at home.

Individual with adisability isrequired

Check the appropriate response.

Anindividual who hasaphysical (motion, vision,
hearing) or menta (learning or developmental)
impairment which substantially limits one or more of
such person’s major life activities and has a record of
such an impairment; or isregarded as having such an
impairment.

Check “Yes’, “No”. or “Not Self Identified”. Y ou cannot
check N/A.

Category of Disability

Select appropriate category of disability from drop down
menu if you answered “Y es’ to Individual with a
disability.

Education Statusis required.

Select your current educational status that best describes
your situation from the drop-down menu.

Highest School Grade Completedis
Required.

Select the highest school grade that you have currently
compl eted from the drop-down menu.

Have you served on Active Duty with the
Armed Forces of the United States?
Response is required.

Check the appropriate response that best describes your
active military service.
N/A cannot be selected.

Click the Submit button.

Veteran Status Questions

Pur pose:

This section will lead you through a series of questions and statements that will determine the
client’ s veteran status depending upon the type of response given to the question. Haveyou
served on Active Duty with the Armed For ces of the United States?

Navigation:

If you answered “ No” to the question “Have your served on Active Duty with the Armed
For ces of the United States?" the following page will display:
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Spouse Veteran Information - Brandon Bujanda

* Are you the spouse of any | Select one from below
person who died on active ) ves
military duty or of a military
service-connected disability? ® No

O nNja

* Are you the spouse of any | Selectone from below
member of the Armed Forces (O Missing In Action

serving on active duty who at : ? 3
the time of this registration &} Eg?&i?grgthe line of duty by a
has been in any one or more E A " <
of the following categories for O Forcibly detained or interned in the
more than 90 days:
or power
& No
O N/A

* Are you the spouse of any | Selectone from below
person who has a total ) ves
disability permanent in nature
resulting from a military ® No
service-connected disability? ~

* Are you the spouse of a = Select one from below
veteran who died while O Yes
diagnosed with a total
disability permanent in nature @ No
resulting from a military O N/A
service-connected disability? -

Submit Clear

line of duty by a foreign government

Instructionsfor Completion: (All fieldsarerequired)

Field Name

Valid Entries

Spouse of any person who died on active military
duty or of amilitary service connected disability?

Check “Yes” or “No”.
N/A isnot avalid choice.

Spouse of any member of the Armed Services
serving on active duty who at the time of this
registration has been in any one or more of the
following categories for more than 90 days?

Check the appropriate response.
N/A isnot avalid response.

Spouse of any person who has atotal disability
permanent in nature resulting from a military
service connected disability?

Check “Yes’ or “No".
N/A is not avalid response.

Spouse of a veteran who died while diagnosed with
atotal disability permanent in nature resulting from
amilitary service connected disability?

Check “Yes’ or “No".
N/A is not avalid response.

Click the Submit button.

If you gave a positive response to any of the above
guestions, your veteran status will be as an “Other
Veteran” and the Migrant and Seasonal Farm
Worker page will display.

Spouse Veteran Information - Gary Witt

* Are you the spouse of a | Select one from below
military service member of () Yes
the armed forces who is
receiving transitional services O No
prior to retirement or N/A
discharge from military @ N
service?

Submit Clear

Providea“Yes’ or “No” response and click the Submit button.
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Navigation:

If you answered the question “ Have you served on Active Duty with the Armed For ces of the
United States?” is*” Yes, morethan 180 consecutive days’ and you click the Submit button,
you will see the Veteran Service Information page display.

Veteran Service Information - Millard Fillmore

* Select your branch of Seéectvour branch lJ
Errvice

' Please enber acthve duby  mrdGdhy
service start date
[ Eanrapiias MO VYV

' Please enter active duly  meicdiyyy
service end dobe OR projected
active duty service end date
OR projectid retirement datie
[Eamripie: MM GO VYV

What was wour character of -~ SelECt one from ssiow
discharge?  Homorahie

T Other
 meshonorable
Lo CT Y
will you be separating feom Sefect aiie IF o selnw
active duty within the next 12 © yas
o?
manils? r He
T
Will you be retiring from the Sebart e i o salow
military within In the next 24 © yas
munthe?
0 Ko
& s
fre you currently o SEect ane from el

parlicipant in U Transitlon © yas
Rsslist s LLh
S5M5L4NncCeE Frogram - b

[C T

Submli Claar

Instructions for Completion:

Field Name

Valid Entries

Branch of Serviceisrequired

Select your branch of service from the drop down menu.

Active duty service start date is required

Enter the date started active duty service. (mm/dd/yyyy)

Active duty service end date is required

Enter the date of active duty service ended, or is
projected to end, or projected retirement date.
(Mm/ddlyyyy).

Projected end date must be within 12 months of today’ s
date.

Projected retirement date must be within 24 months of
today’ s date.

Character of Discharge
A responseis required.

Check the appropriate term that describes the character of
the discharge from active duty service. Select N/A if
thereis a projected active duty service end date or a
projected retirement date.

Within 12 months of discharge?

Answer “Yes” only if thereis a projected end date.

Within 24 months of retirement?

Answer “Yes’ only if thereis a projected retirement date.
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Field Name

Valid Entries

Participant in the transition assistance
program?

Answer “Yes’ only if thereis a projected end date or
projected retirement date.

Click the Submit button.

Navigation:

Clicking the Submit button displays additional Veteran Information page.

Veteran Information - Bob Hope

' veteran Type YEteran

1* Are you a homeless Selact ofie B o el
weteran? & Yas

Mo
ey T

T* Are you entithed to - Setect ans Trom halow
componsation for a disahifity & yez
incurred while on adive
military dutyr ™ He

Ll ¥

1* Wore wou discharged nr Select ans from selne
released from active military ™ yas
sty because of a disability =
Incurred while on actlve ™ Ho
mifitary duty? - P

1" Have you received a rating
for a disability incurred while
o active military duly that is
mak entitied to compensation?

% e wouw ontitied to
campiedidalion lar a disability
Incurred while on active
military duty amd your
disahility s ratod at 30 or
maored

* Has your disability boon

Selert ane from o
T Yas
T
© Ma
Sobect omo froem bolnw
T Yas
= s
Lol 17

Select one from balow

rated ot less tham 300%, and © vas
has the Department of

Yotorans' Affairs classifiod F ho

wou ay 8 "Special Disabled =~ (o
Veleran” because the
disability you Incurred while
nn active military duty is
considered a serious harrieor
Lo employment?

Please indicate yoor curment PUS
dizahility rating fram the
Department ol Velerans
Affales

Subhmili Claar

Instructionsfor Completion: (All Fields Required)

Field Name

Valid Entries

Veteran Type

Select the veteran type from the drop down menu.

Are you a homeless veteran?

Check “Yes’ or “N0".
N/A is not avalid response.

Entitled to compensation for disability
incurred while on active duty?

Check “Yes’ or “No".
N/A is not avalid response.

Discharged or released from active military
duty due to a disability incurred while on
active military duty?

Check “Yes’ or “No".
N/A is not avalid response.

Received arating for disability incurred
while on active military duty and not entitled
to compensation?

Check “Yes’ or “No".
N/A is not avalid response.
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Field Name

Valid Entries

Entitled to compensation for a disability
incurred while on active military duty and
disability israted a 30% or more?

Check “Yes’ or “N0".

N/A is not avalid response.

Must select arating of 30% or more from the drop down
menu beside “Please indicate your disability rating from
the Department of Veteran Affairs.”

Disahility rated at less than 30% and
Department o Veteran Affairs has classified
you as a“ Special Disabled Veteran” because
the disability incurred while on active
military duty is considered a serious barrier
to employment?

Check “Yes’ or “No".

N/A is not avalid response.

Must select arating of lessthan 30% from the drop down
menu beside “Please indicate your disability rating from
the Department of Veteran Affairs.”

Click the Submit button and the Migrant and Seasond
Farm Worker page will display.

Navigation:

If you answered “ Yes, Less Than or Equal to 180 days’ to the question Have you served on
activeduty in the Armed Services of the United States?’, the following page will display.

Vetaran Reserve/Guard Unit Information - Bob Hope

Weore you & member of o Seech ang from beiow
military reserve or guard unit © yes
nrdered to and served on
active duty during & pecioed of Ko
war or in a campalgn or | g (1T
expaedition for which a
campaign badge vas
authorized?
Were you a membar of a ~ S0ect ang from bolow
military reserve oF guard it © Yes
ordered to and served on ~
active duty for the purposes hex
of Homeland Securily? & s

Submit Clpar

Instructionsfor Completion: (Responses arerequired)

Field Name

Valid Entries

Member of amilitary reserve or guard unit ordered to and served on | Check “Yes’ or “No”.
active duty during period of war or in acampaign or expedition for | N/A isnot avalid response.

which a campai gn badge was authorized?

Member of amilitary reserve or guard unit ordered to and served on | Check “Yes’ or “No”.
active duty for the purposes of Homeland Security? N/A is not avalid response.

Click the Submit button.

Navigation:

A “Yes’ response to either question will display Veteran Service Information page followed by

the Veteran Information page.

A “No” response will take you to another set of questions.
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Veteran Medical Discharge - Bob Hope

7* Did you recelve a medical | SeleCt ane from beiow
discharge or release from © yes
grtive duly due o & servion o
connected disability? ko
LA T

7 Did you recelve a medical — Seect ang from balnw
dizcharge due to 4 pro- & Yas
existing medical conditian -~
thit was apgravated in the ho
line of duty? & e

Submit Claar

Instructionsfor Completion: (Responses Required)

Field Name Valid Entries

Receive amedical discharge or release from active duty due to Check “Yes’ or “No”.
service connected disability? N/A isnot avalid response.

Received a medical discharge dueto pre-existing medical condition | Check “Yes’ or “No”.
aggravated in the line of duty? N/A isnot avalid response

Click the Submit button.

Navigation:

After you have clicked the Submit button, if you answer “No” to both questions the Spouse of a
Veteran Questions will display. If you answer “Yes’ to either question, the Veteran Service
Information will display. Click the Submit button and the Veteran Information page will

display.

Vetaran Information - Millard Fillmora

" yeteran Type Sefctvour Vatersn Tpe =]
T Are you a homeless  Sebect o from el
woteran? © Yas
& Mo
i [T
7% fre you entitied to  Sebect ane from below
camprnsation for a disahility & ves

incurred while on aclive o~
military disty? heo

s

T* Waere you discharged or
released from active military
duty becawse of a disaldility
Incurred while on actlve
mifitary duty?

1* Have you recoived a rating
Far a disability incurred while
o active military duty that is
mat entitled to compensation?

2 e wou ontitied to
compiedsation fer a disability
Incurred while on actlve
mifitary duty and your
disability is ratod at 300y or
mared

% Has yaor disability hoon
rabed al lggs tham 30%, and
has the Department of
Yaotorans' Affairs clossified
o av a "Special Disabled
Veleran" because the
disability you Incurred while
on active military duty is
considered a sericus barrior
by emmploymEnt?

Please indicote yoaur cormment
disahbility rating fram the
Department ol Velerans
Affalrs

Submit Claar

Select ane Trom elnw
© vas
T Mo
LS M1
Sefeci ane from bainwe
 Yas
© Na
™ s
Solect one froem bolow
T Yas
© Wo
Lo Y
Suoiect one from bolow
i Yaz
Lo ]
FCaT

1-23



Issued February 26, 2010 Oklahoma Joblink

ServiceLink User's Guide

Instructions for Completion:

Field Name

Valid Entries

Veteran Typeis required

Select your veteran type from the drop
down menu.

Are you a homel ess veteran?

Select “Yes' or “No” N/A isnot avaid
response.

Entitled to compensation for disability incurred while on
active duty? Responseisrequired

Check “Yes’ or “N0".
N/A is not avalid response.

Discharged or released from active military duty due to a
disability incurred while on active military duty?
Response is Required.

Check “Yes’ or “N0".
N/A is not avalid response.

Received arating for disability incurred while on active
military duty and not entitled to compensation?
Response is required.

Check “Yes’ or “No".
N/A is not avalid response.

Entitled to compensation for a disability incurred while on
active military duty and disability israted at 30% or more?
Response is not required.

Check “Yes’ or “N0".

N/A is not avalid response.

If the answer is“Yes’ must select a
rating of 30% or more from the drop
down menu beside “Pleaseindicate
your disability rating from the
Department of Veteran Affairs.”

Disahility rated at less than 30% and Department 0 V eteran
Affairs has classified you as a“ Special Disabled Veteran”
because the disability incurred while on active military duty
is considered a serious barrier to employment?

Response is required.

Check “Yes’ or “No".

N/A is not avalid response.

If the answer is“Yes’ must select a
rating of less than 30% from the drop
down menu beside “Pleaseindicate
your disability rating from the
Department of Veteran Affairs.”

Click the Submit button.

Navigation:

After you click the Submit button, the Migrant and Seasonal Farm Worker page will display.
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Migrant and Seasonal Farm Wor ker

Migrant Worker - Chevy Chase

Certain types of seasonal agricultural work may qualify workers for additional services. Seasonal means
temporary jobs which had a need of less than one year in duration, excluding job termination.

NOTE: Agricultural work is defined as having worked in the farming of cash grain crops such as: wheat, com,
soybeans; field crops such as cotton, potato, alfalfa, hay, and beets; vegetable crops such as: tomato, beans,
broccali, cucumber, peas, lettuce, and cabbage; or fruits and nuts such as: grapes, berries, pecan/walnuts,
citrus, apples, pears, peaches and melons. Working in a nursery with bulbs, flowers, green house and bedding
plants may qualify. Livestock farming such as dairy, cattle, sheep, turkeys and chickens, hogs, feedlots, and
poultry hatcheries may qualify as well as crop harvesting such as: plowing, fertilizer application, aerial spraying,
crop thinning, or detasseling. Crop preparation such as pellet milling, grain fumigation, cleaning, or grinding may
qualify as well,

Grass mowing, tree trimming, and sod growing do not qualify as agricultural work.

Migrant food processing includes working in canneries or packing sheds but would not include working in places
like Frito-Lay, fruit stands, Quaker Oats, or similar establishments. Work in any food processing plant must have
been both seasonal AND migrant (worker was provided housing as he/she was unable to commute to his/her
permanent residence on a daily basis).

* Do you believe that you are | Select one from below
a Seasonal ) Yes
Farmworker/Migrant after | _
reading the above definitions? & Mo
O

MNSA

Continue

Instructions for Completion:

Field Name Valid Entries

Do you believe that you are a Seasona Farm Worker/Migrant? | Check “Yes’ or “No".
Required. N/A is not avalid response.

Click the Continue button.

Navigation:
If your answer is“No”, the Employment Status page will display. If you answer “Yes’, another
series of Migrant and Seasonal Farm Worker questions will display.
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¢ Do wou wrork at least 25
daws in any seasanal,
agricultural jobe duwring the
past year?

" Dl you e ot least $A00
in any serasonal, agricultural
jobs during the past year?

1 Did you work in a food
processing plant on a
seatonal and miprant basis
disring the past year?

M Was at Ieast 50% of your
pasi year's incame sarned by
warking in agricullure?

7% wWay ot least 50% ol your
past year's tatal vweork time in
agricultural wark?

4 0id you weark for more
Usan ane agrioultursl
emplayer?

Oklahoma Joblink
ServiceLink User's Guide
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© Mo
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€ vas
© Mo
T
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Submit Claar

Instructionsfor Completion: (All Fieldsrequire aresponse)

Field Name Valid Entries
Did you work at least 25 daysin any seasonal, agricultural jobs Check “Yes’ or “No”.
during the past year? N/A is not avalid response.
Did you earn at least $800 in any seasonal, agricultural jobsduring | Check “Yes’ or “No”.
the past year? N/A is not avalid response.
Did you work in afood processing plant on a seasonal or migrant Check “Yes’ or “No”.
basis during the past year? N/A is not avalid response.
Was at least 50% of your past year’sincome earned by workingin | Check “Yes’ or “No”.
agriculture? N/A isnot avalid response.
Was at least 50% of your past year’s total work timein agricultural | Check “Yes” or “No”.
work? N/A isnot avalid response.
Work for more than one agricultural Employer? Check “Yes’ or “No”.
N/A is not avalid response.
Click the Submit button.

Navigation:
If you answer “Yes’ to all four Migrant and seasonal Farm Worker questions or “Yes’ to the
first, third, and fourth questions, two additional questions will display.
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Migrant Worker - Bob Hope

* Ware wou able to return | SEtect ane from below
home everyday you worked in O yas
agriculture?

T Mo
&N

7% Arp you o full-time student  S8iect ane Erom kaiow
who traveléd with a group & Yas

other than your family Lo s
winrk in agriculiure? "

ol UEY

Subhmii Claar

Instructionsfor Completion: (All fieldsrequirearesponse.)

Field Name Valid Entries
Were you able to return home everyday you worked in Check “Yes’ or “No”.
agriculture? N/A is not avalid response.
Are you afull-time student who traveled with agroup other than | Check “Yes’ or “No”.
your family to work in agriculture? N/A isnot avalid response.
Click the Submit button.

Navigation:
After you click the Submit button, the Employment Status page will display.

Employment Status
m}, Hami m cration ks22 g B, Hopi a! el i

Employment Status - Bob Hope

7* Employment Statns ~ Sebsct one from helovw
= Employed

¢ Emploved, but with notice of
termination ar milEary separabian

™ Mot Employed
©NA
* Mumber of weeks not PUA :l
employed, if any, { at time of
registration } durimg the prior
26 weeks
 Interstate Worker Holvsuntarily meoodng ‘:J

Sulbimidt Clear

Instructionsfor Completion: (All fieldsrequire responses)

Field Name Valid Entries

Employment Status Check “Employed” if currently employed, “Employed, but with notice of
termination or military separation”, or “Not Employed”, if not currently
employed.
N/A isnot avalid response.

Number weeks not Indicate the number of full weeks not employed from the drop down menu,

employed? if indicated “Not Employed”.
If you check “Employed”, N/A would be the valid response.
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Field Name Valid Entries

Interstate Worker Sel ect the appropriate response from the drop down menu.

Click the Submit button.

Navigation:
After you click the Submit button, if you selected “Employed” as the employment status:

e The Sdlective Service page will display if client was born after January 1, 1960.
¢ The Citizenship page will display if client was born prior to January 1, 1960.

If you selected “Not Employed” as the employment status, the following page will display.

".?.!‘J‘ Hame :ﬁr Cration k22 g B, Hop: a. : o

Employment Status - Bob Hope

* State Flosse salact your Claimant status :i
Unpmploymsent
Intigrance claims {UL)
Progradm

Suhmii Claar

Instructionsfor Completion: (A responseisrequired)

Field Name Valid Entries
State Unemployment Insurance claims (Ul) Select the appropriate response regarding current
program unemployment insurance claimant status from the drop
down menu.
Click the Submit button.

Selective Service Status

Navigation:
If the Job Seeker was born after January 1, 1960, the Selective Services page will display.

Selective Sarvices - Bob Hope

1* Have you reglstered with  Setect one froms beiow
Selective Serwice? & vas

T Mo
T Exempt from Seletive Sarvice
N

Reasan for Exemption
(320 chasw ey maer}

Subimidn Clear
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Instructionsfor Completion: (A responseisrequired)

Field Name Valid Entries
Have you registered with If registered, check “Yes’.
Selective Service? If not registered, click “No”.

If exempt from registering with Selective Service, check the “Exempt
from Selective Service”.
If exempt, you must provide areason in the Reason for Exemption box.

If not registered for Selective Service and would like to register, click
the Register online, if you need to Register with Selective Service link.

Click the Submit button.
The Citizenship page will display.

Citizenship

Navigation:
If the Job Seeker was born prior to January 1, 1960, the Citizenship page will display.

{nﬁ Hafmi ﬁ = kg2 g B, Hopi a| 4

Citizenship - Bob Hope

7 Citlzanship  Sebect one from: below
LS. Cmzen
 Non-Citizen Eligible ta Waork intha
LS, Must be abla to pravide proal of
ehigislity
¢ Mon-Citizen Mot Eligible to Wark in
the US

N

Submit Clear

Instructionsfor Completion: (A responseisrequired)

Field Name Valid Entries
U.S. Citizen If aU.S. Citizen check here.
Non-Citizen Eligible to work in the U.S. If aNon-Citizen but eligible to work and have proof of

eligibility, check here.

Non-Citizen Not Eligibletowork inthe U.S. | If aNon-Citizen and not eligibleto work inthe U.S.
check here.

N/A Not avalid response.

Click the Submit button.

Navigation:
If the Job Seeker isaNon-Citizen Eligible to work in the U.S., you must record their proof of
eligibility to work inthe U.S.
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Citizenship - Bob Hope

* Alien Cortification
sumbaor
* INS Form Mumbéer

Submit Claar

Instructionsfor Completion: (All fields arerequired)

Field Name Valid Entries
Alien Certification Number Enter the aien certification number.
INS Form Number Need to enter the form number giving the aien authorization to work in

the U.S. Acceptable Documentation islisted below:

e Permanent Resident Card —-551 and/or 1-94

e Form1-766, 688, or 688A

e Social Security Card, unlessit states“Not Valid for
Employment”.

USCitizen ID Card 1-197

Original copy of USBirth Certificate

Certificate of Birth Abroad

FS-545 or DS-1350

Native American Tribal Document

ID Card Resident Citizen in USI1-179

Unexpired Employment Authorization Document issued by
INS (may not have aform number but should state that the
person isauthorized towork in the US).

e USPassport

Click the Submit button.

Dislocated Wor ker

Navigation:
After you click the Submit button, the Dislocated Worker page will display.
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Dislocated Worker - Fred Fern

Please select the ONE that best describes your situation.

Have you been laid off or received a notice of layoff from your emplover as a result of a reduction in the
employer's workforce or received a notice of termination from your employer?

@ Have you been laid off or received a notice of layoff from your employer as a result of a permanent closing or
major layoff?

(3 Are you employed by an employer who has made a general announcement that the business will close within
180 days?

3 Are you employed by an employer who has made a general announcement that the business will close,
without naming a specific date?

) Were you self-employed and are now unemployed due to general economic conditions or a natural disaster in
your community?

() Areyou a displaced homemaker? A displaced homemaker is an individual who was dependent on support
from a family member whose support is no longer available, is unemployed or underemployed, and is having
difficulty finding a job or finding a good job.

) Are you unemployed as a result of military closures or realignments?

) Are you unemployed due to multiple layoffs in a single local community, significantly increasing the total
number of unemployed workers?

Are you unemployed due to emergencies or natural disasters which have been declared eligible for public
assistance by the Federal Emergency Management Agency (FEMA)?

() None of the above

Please select any of the following that apply

[] Are you unemployed due to the Greensburg natural disaster?

[ are you unemployed due to the Southeast Kansas flooding?

Submit Clear

Instructions for Completion:
(You must select the oneresponse that best describesthe client’s situation.)

Field Name Valid Entries

Been laid off or received a notice of layoff from your employer | If you select this response, you must

as aresult of areduction in the employer’s workforce or
received a notice of termination from your employer?

Dislocated Worker - Bob Hopa

7 are wou lkely to peturn to  Sebect o from below
your previous ocoupation or  © Yas
Enidiestry ?
¥ Mo
el T

* Have you received Select ans from lainwe

answer the questions displayed below.

information thal you are
eligible for unemployment
beneafits or that you have
prhausted your
unemployment benefits?

" Have you received
infarmation that you are nolt
eligible for unemployment
heenefits dus to a lack of
safficient sarnings or that you
performed services lor an
employer potl caverad by
unemplogment insurance?

Submit Clear
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Instructionsfor Completion: (A responseisrequired for all fields.)

Field Name

Valid Entries

Likely to return to your previous occupation or industry?

Check “Yes’ or “N0".
N/A isnot avalid response.

Received information that you are eigible for unemployment
benefits or have exhausted benefits?

Check “Yes’ or “No".
N/A is not avalid response.

Received information that you are not digible for unemployment
benefits due to lack of sufficient earnings or that you performed
services for an Employer not covered by unemployment
insurance?

Check “Yes’ or “N0".
N/A is not avalid response.

Click the Submit button.

A page will display asking you
for additional layoff
information.

If you do not answer the first question asa“Yes’ follow the instructions below.

Instructions for Completion:

(You must select the oneresponse that best describesthe client’ssituation.)

Field Name

Valid Entries

Was laid off or received notice of layoff and was the result of a
permanent closing or substantial layoff by your Employer?

Employed by an Employer who has made a general announcement
of business closing in 180 days?

Employed by an Employer who has made a general announcement
of a business closing, without naming a specific date?

Self employed and unemployed due to general economic conditions
in the community where you reside or due to a natural disaster?

Unemployed as aresult of closing or realignment of amilitary
installation?

Unemployed due to multiple layoffs in a single community that has
significantly increased the number of unemployed in the
community?

Unemployed due to emergencies or natural disasters which have
been declared eligible for public assistance by FEMA?

If you select any of these other
responses, you will need to provide
additiona layoff information
below.

Are you unemployed due to the Katrina natura disaster?
Are you unemployed due to hurricane lvan?

Check the box if either appliesto
the client. Click the Submit
button.
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Dislocatad Worker - Fred Fam

Use the drop dowen to focate |Floase seloc) your smployar :J
wour layolf employer.

IT the employer is mot livied
Im the drop doven, use the
Employver Lookup botton to
search Tor the emploger.

Etmployer Lookup

If wour Layolf employer is not found, sloo the above question, but please complete the rest of the tems

* Ploase anter the 02082008
termination or layoff date
[Excmpie MM DO YY Y]
or enter Rapld Response
Event Fumber
Industry of dislocolion T2« Pregarahc
(MAICS Code) Tide
'* Imdustry of dislocation
{MAICS Covilis )
Occupation at dislocation &cr
{O*Net-500C]) Tide
* Oocupation at dislecation
(O*Net-50C)
' Hourly Wage al
tislocation

Sarve:

541313 HANCS Lookip

132011 @M BMET Laakip

2500

* Howors per woek at | 40

tfislncation
* sumber of months at
employer of dislocofion

Approved TAA Petition

Pt

Belest 3 patflon ramber =|

i har
Approved NAFTA Pelition
Mumber

MEG Enrallment 1 Mone j

rEG Enrollment 2 | Mone ﬂ

MWEG Enroliment 3 Mane j

Statewride 1%% Program 10 Pleese sélecl 3 Slalevide 16% ermdmenl

Subml

Instructions for Completion:

Field Name

Valid Entries

Use drop down to locate layoff employer?

Select layoff employer if listed

If employer is not listed, use the Employer Lookup
feature.

Click the Employer Lookup button. If employer is
not found, complete the termination or layoff date.

Termination or layoff date?

Enter the date of termination or layoff
(mm/dd/yyyy)

Industry of didocation (NAICS Code)

Click the NAICS L ookup button and select an
industry code.

Occupation at didocation (O* Net-SOC code)

Click the ONET L ookup button and select an
occupational code.

Hourly Wage at dislocation

Enter dollars and cents (7.00)

Hours per week at dislocation

Enter the number of hours worked per week at
didocation

Number of months at Employer of dislocation

Enter whole months
(Example 10, 15, 24, etc.)

Approved TAA Petition Number

If involved in aTrade Assistance Act petition,
select the petition number from the drop down
menul.

Approved NAFTA Petition Number

If involved in aNorth Atlantic Free Trade Act
petition, enter the petition number.

NEG Enrollment 1,2, or 3 If enrolled in aNational Employment Grant, select
the appropriate grant from the drop down menu.
Statewide 15% Program 1D If enrolled in a dislocated worker program funded

with 15% set aside funds, enter the program 1D
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Field Name Valid Entries
Use drop down to locate layoff employer? Select layoff employer if listed
If employer is not listed, use the Employer Lookup | Click the Employer Lookup button. If employer is
feature. not found, complete the termination or layoff date.
number.
Click the Submit button.

Employer Lookup

Search for WARN listings in AJL

Enter search criteria below. Any or all of the fields may be used in a search.

Return to Workload Company Name |
City |
Ao Zip Code | [
My Follow-Up nnnnn = nnnn
My Employers LWIB Area |— =
Ny Job Orders Enter dates below to find listings in 3 date range.
Client Search
Client Merge Start Date | mmiddfyyyy

(Examples MM/DD/YYYY)

Client Call-in

End Date | mm/ddfyyyy
Job Search (Example: MM/DD/YYYY)

Employer Search’ Type of layoff & warn
Disability Resources

Resume Search Search Return Clear

Group Activity

Account Info

Self Senvice Tracker

Y ou may search by Company Name, City, Zip Code, LWIB Area, Start and End Date, and Type
of Layoff or any combination of these items.

If the answer to the dislocated worker questions was “None of the Above”, the following screen
will display. If enrolled in adislocated worker program funded with 15% set aside funds, enter the
program ID number.

ﬂ, Hamie m ceation ke22 ‘g B. Hop® a Lot 3 Prnk
Dislocated Warker - Bob Hope

Statewide 15%
Program 10

Skt Clear

SCSEP | nfor mation

Purpose: SCSEP Information is collected to help determine an individual’ s eigibility for the
SCSEP program. Program eligibility is determined at the time the individual applies for the
program. The following criterion determines eligibility:

Age 55 or over at time of application, and

Unemployed, and

Family income not more than 125% of federal poverty levels, and
Resident of state

ApWODNPE
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Navigation:

If you wish to register aclient for the SCSEP program, you need to complete the following
information. This page will not display if theindividua is under the age of 55. If theclient’sage
is below 55, this page will not display,

SCSEP Information

Apphlcation Date  mmiddiyy

IERample PP YOO TYYY)
SCSEP Grimtes Name Fansss j

SCSEP Sub-Grantes A Rad Cross Midway K3 Chagler =]
Mivime

Sub-Granter Lacal

Site

Casetracker Phlchamd, Patick - Topeka Workonee Cenjer kg2 :i

Ttal Family Incame, 000
Annualired [Last Six
Monihs X 2)
Formar SCSER  Select sna fom helow
participant © yas

£ Mo
& nia

Transferred from  Selec oaa from bedow
anathor SCSEP project & Yes

© Mo
LU

SCSEP Grantes code Seiett ong j
il transierred )

Change of sul-grantes Selec) s from bedow
Yo

Mo
L

Sub-grantes Code (I
yes)

Date of arientalion  mmidassyy
IEnsmptor FE TG TYV]

Date of last physical  mmidoeeyy
or walver
[Enampin FH DO YY)
Date of last IEP  mmudcieeyy
TERamp: MM D0 TYYY]
Job Interests (Sebect
up to 3} A, Design, Erertanment, Sports, and Media
< Business and Financial Operations
= community and Soclsl Semees
Compiter and Matkematical
the ctrl kay Canstnachion, installafon, and Repar
Eduation, Trairing, and Lilwasy
Famrning, Fisheng, and Foesiny
Fond Preparation and Semce
Heallhs are _:I

Sigaature ol applicant Select pire i om hebow
ontle & vyas
© o
Lol Y

Date application  mpiddsssy
slgned

| Baamgi DO TV
Efigible Select e om lelow
© Yag
Mo
& HA

Reason for Ineligibility Selert ong _1_.J

Reason lor Inelgibidlicy
(If other s selected
nhowve)

Action taken it Selett ong :J
Ineligitle

Action teken il
imeligible {if Other ks
salected above)

Maced on veaiting lict Sl s ftom badow
o Yes

Lol
Lo 1Y
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Diate placed an  mmddasssy
waitimg kst
wie PTG T

Date withdrew from  mmiddiggy
waltimg lict
i PR TN

Community Service S s Mom balow
Asslgnment © yag

L

= hA
County af Authorized
Pocitian

Personal
characteristics
COTMEnLs

Waiting lisk/CSA
stalus commedils

Director signature on  Sekect mma from helow
film  vyas

T Ho
Lo )
Is participant Salaci sne from hadow
diteazed © Yes
~ Ho

LT

Sawve Clam

All registrations will be “Pending” until approved by program administrators.

Instructions for Completion:

Field Name

Valid Entries

Application Date

Date application was completed. (mm/dd/yyyy)

SCSEP Grantee Name is required

Choose the grantee for the position to which the applicant is
being assigned from dropdown.
The grantee is set up in the security structure as the Region

SCSEP Sub-Grantee Name is required

Choose the sub-grantee that takes the application from the
dropdown.

The sub-granteeis set up in the security structure as the
Office.

If there are multiple sub-grantees, each would be set up asa
separate office.

Sub-Grantee Local Site

Usethisfield if the sub-grantee has multiple sites and you
want to indicate the address of the local site used.

Casetracker isrequired

Pre-filled and can be edited by the drop down menu.

If different, select a primary casetracker from the
dropdown.

The dropdown will include alist of case trackerstied to the
office of origin.

Totd Family Income annuaized (Last six
months X 2)

Enter the total family income for a6 month period times 2
and annualize in dollars (15000).

Former SCSEP participant is required

Check “yes” if the applicant reports that he or she was ever
enrolled in any SCSEP project.

Transferred from another SCSEP project is
required

Indicate“Yes' if client istransferring from another SCSEP
project to this project.

SCSEP Grantee Code (if transferred)

Sel ect grantee organi zation from drop down menu if the
client transferred from another SCSEP project.

Change of Sub-grantee

Select “Yes' if thereis achange of sub-grantee.

Sub-grantee code (if yes)

Enter code for sub-grantee.

Date of Orientation

Enter date orientation was given. (mm/dd/yyyy)

Date of Last Physical or Waiver

Enter date of last physical.
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Field Name

Valid Entries

Date of Last IEP

Enter the date of the last Individualized Employability Plan.

Job Interests

Y ou may select up to 3 job interests by holding down the
ctrl key.

Signature of applicant on file

Select “Yes' if signature of applicant ison file.

Date application signed

Enter date application was signed.

Eligible

Indicateif the personiseligible by selecting “Yes’ or
“No".

Reason for Ineligibility

If clientisineigible for SCSEP, select reason for
indigibility from drop down menu.

Reason for Ineligibility
(if Other is selected above)

If reason is Other, enter the specific reason for indigibility.

Action taken if ineligible

Sel ect the action taken to provide service to the client

determined ineligible for SCSEP from the drop down
menu.

Action taken if ineligible (if Other is
selected from above)

If action taken is Other, enter the specific action taken to
provide service to the client.

Placed on waiting list isrequired If the applicant is eligible but there were no authorized
positions available or there were no suitable community
assignments available, mark “yes’.

If acommunity service assignment is available but
administrative processing causes a delay of 14 days or less

mark “no”.

Date placed on waiting list Enter date placed on waiting list (mm/dd/yyyy).

Date withdrew from waiting list Indicate the date the applicant was withdrawn from the

waliting list.

Community Service Assignment Select “Yes' or “No”.

County of Authorized Position Enter county in which CSA position is located

Personal characteristics comments A freetext areafor the case manager to make notations.
It is suggested this area be used to note additional contact
information such as cell phone numbers, emergency

contacts, etc. Up to 1000 characters may be entered.

A freetext areafor the case manager to make notations
about the applicant’ s time on the waiting list.
Up to 1000 characters may be entered.

Waiting list/CSA status comments

Director signature on file. Select “Yes' or “No”.

Is participant deceased? Select “Yes’ or “No”.

Click the Save button

Alternative Trade Adjustment (ATAA)

Pur pose:

Alternative Trade Adjustment (ATAA) information is collected to help determine an individual’s
eligibility for the ATAA program. Program eligibility is determined at the time the individual
applies for the program. The following criteria determine eligibility:

be adislocated worker and part of a certified petition;
Beat least 50 years old at the time of 1% qualifying reempl oyment;
Obtain reemployment at the end of the 26" week after the qualifying separation:;
Must not be expected to earn more than $50,000 a year from reemployment;
Must be reemployed full-time;
Must be a different Employer and/or work from the layoff Employer.
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In addition, the individual cannot already be enrolled in TAA under the same petition.

Navigation:

If the client meets the eligibility requirements, enter the information requested. This page will
not display if the individual isunder the age of 50. If the client’sage is below 50, this page will

not display.

Alternative Trade Adjustment (ATAA)

O*NET-S0C
First qualifying
reemployment

(Example: MM/ DD/ YYYY)
Employer

Contact person
Address

Address

City

State

Zip

Phone

Obtained employment by
end of 26 weeks

Hourly Wage

Hours worked per week

Full-time employment

ONET Lookup

]

--OtherMot Listed--

nnnnn - nnnn
nnn-nnn-nnnn
Select one from below

O Yes
O Mo
@ Mo
0.00

1}

Select one from below

O Yes

O Mo
@ NfA

previous employer? (O Yes
O Mo
® mfa

similiar work for your O ves
previous employer, but in
another division/facility? O no

® Nfa

Submit Clear

Instructions for Completion:

Have you returned to | Select one from below

are you doing the same or [ Select one from below

Field Name

Valid Entries

O*NET-SOC

Enter the O*Net-SOC code of the qualifying
reemployment.

If unknown, use the ONET Lookup function to find the
code.

First qualifying Reemployment

Enter the date of the first qualifying reemployment.
This date will be used to determine age at application

Employer Enter the name of the reemployment Employer.

Contact Person Enter the name of the Employer’ s contact person.

Address Enter the Employer’ s street address.

City Enter the city in which the Employer is located.

State Sel ect the State where the Employer islocated from the
drop down menu.

ZIP Enter the Employer’s ZIP code.

Phone Enter the phone number where the Employer may be

1-38




Issued February 26, 2010

Oklahoma Joblink

ServiceLink User's Guide

Field Name

Valid Entries

contacted.

Obtained employment by end of 26 weeks

Indicate if the applicant obtained reemployment by the
end of the 26™ week after the qualifying separation.

Hourly wage

Enter the hourly wage of the reemployment job. (8.00).

Hours worked per week

Enter the hours worked per week of the reemployment
job.

Full time employment

Indicateif the individual is employed full-time at the
reemployment job, as defined by state law.

Have you returned to your previous Employer?

Indicate if the applicant has returned to work at the
layoff Employer.

If thisis marked “yes’, then the next question must also
be marked “yes’ in order to be potentially eligible for
the ATAA program.

Are you doing the same or similar work for
your previous Employer, but in another
division/facility?

Indicateif the applicant is doing the same or similar
work for the previous Employer, only in adifferent
division or facility.

Click the Submit button.

Eligibility I nfor mation

Misc - Fred Fern

* Eligibility Date
(Examples MM/DDSYYYY)

01115/2008

Area/County of Residence | Shawnee (KS)

Select one from below
O Rural

) Urban
@ N/A

Area/County Of Residence
type

* County of Service | Shawnee
EES Client ID

Other Agency Client ID

Submit Clear

Instructions for Completion:

Field Name

Valid Entries

Eligibility Dateis required.

Today's dateis pre-filled

Area/County of Residence

Is pre-filled based on client’s ZIP code.

Area/County of Residence type

May select Urban or Rural or N/A

County of Serviceisrequired.

Is pre-filled with county of residence.
If county of serviceis different than county of residence,
select the correct county from the drop down menu.

EES Client ID

An identifier assigned to the participant if sheis
participating in SRS Economic and Employment Support
programs.

Other Agency Client ID

Anidentifier assigned to the participant if gheis
participating in another agency’ s training program.

Click the Submit button.
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Low Income - Tim Conway

Respond to all questions and click Submit button. The “Skip to Case Details’ option is not
available in Oklahoma.

Failure bo compéste this page may effect sfigiblity for othar programs,

Skip o Case Dotalts

Recelves or is a member of a
family that receives cash
payments unider a federal,
state, orf loecal incame based
public assistance program

Recelvad an income, or s 2
member of a Family that
received a total Family income
far the six month pedod prior
to application for the program
involwed that, in relation to
Tamily size, does not exceed
the poverty line

Roceived an income, or is a
member of a Tamily that
recelved a total family
Income, for the six manth
period prior tn application for
the program il wved thst, in
relation to tamily size, does
not exceed 70 percent of the
lower living standard income
level {LLSIL) For an
edqiivalent period

Member of a howsehald that
receives, ar has baen
determingd within the six
manth perlod prior to
applicatinn for the program
Iiwvnlved to be eligible (o
recelve, food stamps

Homeless individual

Disabled and owm income
meels the income
requirements of a participant
who recelves cash payments
wnaler Federal, state, or local
bicame based public
assiEtance programs

Disabled and swn income 5 af
the poverty ling lor a six
month perlod prior to
applicatinn for the program
involved regardless af
vehether their Family does nol
meeet this Incoeme redquirement

Subhmit | Clear

Sedail i lrom belve
© Yes

~ No
L TS
Sedact one from belew
- Yes
" Mo
I T

Selact one from bolow
- Wes

© Na
T

Selact na from balvw
r Yes
™ Mo
= NA

Selact nna from bk
™ ez

 No
"N

Sedact nna fram bnlnw
I Yes
© No

FHA

Select ona from bolow
" Yes

© No
F N
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Public Assistance

Navigation:
A response other than N/A isrequired for each question. Click the Submit button when you have

completed the questions.
fl Homi :f":‘ tation kS22 ™ T ofiw iy ‘;-3 Logout I:-_:,-:I Frmt

Public Assistance Information - Tim Conway

7* Supplamental Security Sedoct ot Trodn below
Ineome {551 Y

© No
N VT
P TANF Reciplent  Sedect one froan below
r~ ves
© No
™ Ewhaustes
L T

Number of Months an
TANF FAFDLC Cash Assistance

7% Slate or Local Welfare | Select one fram belws
{ General Asslstonce) = Yes

© No
= ht
7 Food Stamps | Select o ffadm bejew
© Yes
™ No
I
* Subsidized housing | Sedect one from belee
© Yes
™ Mo
LCH T
r* Social Security Disabliity  Sedect one from Below
{SLRL) ™ Yes
= No
L )
T dther Assistonce { Please Sedoct ona Troem halow
spocify below) | Yes
© Ne
LT
Type of Other Assistance {if

wou was selected lor Other
Rssistance )

Submii Cloar

Instructions for Completion:

Field Name Valid Entries
Supplementa Security Income (SSI) If the person is receiving SSI answer “Yes’, otherwise
answer “No”.
TANF Recipient TANF assistance is defined as any TANF benefits and

services for the financialy needy according to the
appropriate income and resource criteria (if applicable)
specified in the State TANF plan.
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Field Name

Valid Entries

This appliesto both current and former TANF cash
assistance recipients.

Accordingly, any former TANF cash recipients who
receive awork program support service payment
(transportation or Special Services Allowance), an
Education/Job Skills Training/V ocationa Education
component cost, or contracted employment services,
would be considered a TANF recipient. TANF
Exhaustee - An adult or youth who received assistance
under AFDC (SSA Title1V) or the State TANF
program, but has exhausted their receipt of benefits due
to State or Federal time limits.

Select “Yes’, “No”, or “Exhaustee” to the question on

TANF Recipient.
Number of Months on TANF/AFDC Cash If “Yes” indicate the number of months on
Assistance TANF/AFDC Cash Assistance.

State or Local Welfare (Genera Assistance)

Select “Yes' if receiving general welfare assistance,
otherwise select “No”.

Food Stamps Select “Yes' if receiving food stamp assistance,
otherwise select “No".
Subsidized Housing Select “Yes' if residing in governmenta subsidized

housing, otherwise select “No”.

Socia Security Disability (SSDI)

Select “Yes' if receiving disability assistance from
Socia Security, otherwise select “No”.

Other Assistance (Please specify below)

Select “Yes' if receiving other monetary or non-
monetary support assistance, otherwise select “No”.

Type of Other Assistance (If “Yes” was
selected for Other Assistance.)

Enter the type of other assistance received.

Click the Submit button.

Needs and Barriers

Navigation:

Needs and Barriers questions should all be completed then click the Submit button. The “Skip
to Case Details’ option is not available in Oklahoma.
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Faidura to complebe this pags may effect eligiblity for other programs

Skip 0 Casa [ratalls

t* Defickent in baslc Hteracy
skills

#* Limited English Language
raficiency

LEP Primary Language

LEP Primary Language { IF
Other selected above)

#* School dropout
Y Hunaway

¥* Paranting Teen
* Oifender

¥ Pour Work Histary or
Prospects

7* Substance Abuss
7 Obder Worksr

* Child Care

T Transportation
0 Cultwral, social or
geagraphic iselation

4 Other social barrfers nat
already Indicated

Othier sacial barrier, I yes
sefected on previous question

Submit | Cloar

Salect otie B oo [selow
© Englith

T Math

© Both

& Mo

N
Salact ones froe ealows
© Yas

= Mo

L T

Selsctane

Sabect ane o melow
ez

= No
© Ma
SHIECT ol B o el
© vas
= Mo
(ol
Sabect one f on feelow
T Yas
= No
Lol 1T
Salect ona firom Ealow
© Yas
& Ho
N
Sebect o b om elow
= Yoz
Mo
Ll T
bt ane 0 oni beloms
T Yaz
= No
Ll T
SelecT one 1 oan o
= fes
T Ho
Ll 1Y
Select o Brom lselow
T~ Yes
Lo ]
Ll T/
Salect ans B om balow
Lo -H
C No
Lol 1/
Sabect ans trom [selow
T Yas
Lol
T WA
Solect one B om beinw
© Yas
& Mo
T W
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Instructions for Completion:

Field Name

Valid Entries

Deficient in Basic Literacy Skills

Theindividua meets the state or local definition of

basic literacy skills deficient.

At aminimum, it must be determined that the

individual
(1) computes or solves problems, reads, writes, or
speaks English at or below the 8th grade level on a
generally accepted standardized test or comparable
score on a criterion-referenced test; or
(2) unable to compute or solve problems, read,
write, or speak English at alevel necessary to
function on the job, in the individua’ s family, or
in society.

Grade level scores of 8.9 or lower are considered as at

or below the 8th grade level.

Select “English”, “Math”, “Both” or “No”.

Limited English Language Proficiency

Anindividual who has limited ability in speaking,
reading, writing or understanding the English language
and
(a) whose native language is not English or
(b) livesin afamily or community environment
where alanguage other than English isthe
dominant language.
Select “Yes’, or “No”.

LEP Primary Language

Select the client’ s primary language from the drop
down menu.

LEP Primary Language (if other is selected
above)

Enter the type of language.

School Dropout

Anindividual who is not enrolled in an approved
educational program, and who has not graduated from
high schaooal.

Select “Yes’, or “No".

Runaway

A runaway youth is a person under 18 years of age who
absents himself or herself from the home or place of
legal residence without the permission of parents or
legal guardian. Select “Yes’, or “No”.

Parenting Teen

Indicate whether the individual met the definition of
“pregnant of parenting youth”, as defined for their
applicable program. WIA - Anindividual who isunder
22 years of age and pregnant, or a youth (male or
female) who is providing custodia care for one or more
dependents who are under the age of 18.

Males do not qualify as a parent until the child is born.
Select “Yes’, or “No”.

Offender

Anindividual who is or has been subject to any stage of
the criminal justice process, for whom services under
WIA may be beneficial; or who requires assistancein
overcoming artificial barriers to employment resulting
from arecord of arrest or conviction.

Select “Yes’, or “No".

Requires additional assistance to complete an

A youth, age 14-21, who requires additional assistance
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Field Name

Valid Entries

educationa program. (Only displays for youth
14-21)

to complete an educational program.
Select “Yes’, or “No".

Requires additional assistance to secure and
hold employment. (Only displays for youth 14-
21)

A youth, age 14-21, who requires additional assistance
to secure and hold employment.
Select “Yes’, or “No".

Learning Disahility

In general, alearning disahility refersto adisorder that
may manifest itself as having difficultiesin gaining and
using listening, speaking, reading, writing, reasoning,
or math skills and abilities, or of social skills.

They can show up in many ways: as specific
difficulties with spoken and written |anguage,
coordination, self-control, or attention.

Select “Yes’, or “No”.

Poor Work History or Prospects

Indicate whether the individual met the definition of
“poor work history” for their applicable program.
WIA - An adult or youth who had not worked for the
same Employer for longer than three consecutive
monthsin the two years prior to WIA €ligibility
determination.

Select “Yes’, or “No”.

Substance Abuse

An individual who abuses acohal or other drugs as
defined by the governor.

An“addict” is defined as any individua addicted to the
taking of drugs, especially narcotics, which for such
individual constitutes or resultsin abarrier to
employment.

An “acoholic” is defined a person who habitualy lacks
self-control in the use of acoholic beverages or uses
alcohalic beverages to the extent that their health is
impaired or endangered or their socia or economic
function is disrupted.

Select “Yes’, or “No".

Older Worker

A person fifty-five (55) years of age or older.
Select “Yes’, or “No".

Child Care

Childcare is needed to help parent(s) meet their family
care needsin order to participate in training funded by
WIA.

Select “Yes’, or “No".

Transportation

Transportation services are needed by a participant to
ensure mobility between home and the location of
employment, training and/or other supportive services.
Select “Yes’, or “No”.

Cultural, socia or geographic isolation

Select “Yes’, or “No".

Other social barriers not aready indicated

Select “Yes’, or “No".

Other socid barriers, if answer is“Yes’ to
previous question

List other socia barriers.

Click the Submit button
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Case Details Page

Pur pose:
The Case Details page alows a case manager to quickly view the status of the client’s record.

The page includes the following sections:

Under Universal Information:

Contact Information, Alternate Contacts, Demographic Information, Eligibility, EEO
Notice, Inter-Agency Referrals, Staff Entered Self-Service, Services, Participant Entered
Self Service Services, Partner-Provided Services, Client Call In, Co-Registrations,
Current Enrollments, Work History, Testing Information, Client Notes, Preferred
Employer List, Job Search, Job Referrals, Job Development, Job Placement, Printable
Version, On-Line Client Release, Printable Client Release, and EEO.

Under Program Registrations:

A listing of the programs in which the client is eligible and/or registered and the
Programsin which theindividual is not eligible based on the information provided during
theinitial registration process.

Each section on the Case Details page is populated with information as data is recorded and
saved there. To open each of the sections and enter or update data described below, click on the
title of the section.

Universal | nfor mation

Information displays on al clients registered regardless of program registration. Type of access
is determined by your security level.
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Case Detalls for Fred Fern

Click on the appropnate link to add, view, or edit the information. You will be
restricted to information based on your prviegs level

Universal Information

‘Lontact [ndarmation Fred Fern
1430 5% Tooska
Topeka, K5 66612
Phaone: (785) 296-5034
Alt. Phone: {7E5) 4244753
E-mail: fiermdbiaal.com

Altarngte Cortats Thara ara no attemate contads antered.

Demoaraphic Information Participant 10): 388583
G5N: 70-99-1673

Race; Whits or Caucasian
Hawsian or Other Pacihic [<landsr
Labor Foros Status: Mot employed

Efigibility LE Job Service
WA adukt (Loca! Farmula)
etd WA Weterans' Programs
EED Motice Yes
Interdnency Reforrals Thare ara no Interdgency referrals entered.
Staff Entarad Sel-Sarvice Thare are no sef-sarvicas antered,
Services
Bartipant Ergered Sef-Sarice  There are no seff-services recorded,
Bctinky
Parner-Providad Services There are no partnar-provided services
antared,
Clent Call In Infermation sbout Chent caling
Lo-Ragistrations Thig client has 0 woregistration(s),
curment Enroliments Clank currently has 3 opan enroliment(s} m 2
pragram(s).
Work History There has been 1 job entered.
Testing Irfarmnanon Mo bests have besn entered,
Clipnt Motas Mo notas have bean enkered,
Eraferrad Empioyer Lisk Thare ara O preforred employers ertered.
o search search by Job Objeve
o Refeerals Wo job raferrals have been antersd,
lob Devalopment Mo job devslopments have bean entered,
Iob Placement Mo 1ot placements have been antared,
Printatds Version Selert the case sectiong to prnt.
Dyl Clank Rolegse
Prinksiie Chant Polpase
EEQ

Program Reqgistrations

Job Servica Open - Stake Admin offica
SET Plan
WIRED Granes The deenk i3 not ehgible for WG,
Woekforoe investment act Opan - Skate Admin office
SBT PMan
Trade Act Thee chent {5 not eligible for TAAMAFTA-TAL
Webarans This chent has naver baen registared in Wats,
Reemployméant Saraces The chank 18 not eligible for FES,
Unemploymant Insuranca Tha chant is not eligible for U1,
SCZSEP The dhent 13 not eligible for SCSEP.
My Cases Wy Follow.amp Chent Saarch
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Contact | nformation

Navigation:

Click on the Contact Information link. Information is pre-filled from account creation. Y ou may
edit information such as: Email address, select a question and answer, Name, Address, Phone
and Fax numbers. Click the Submit button.

Account Information

Contact Irfarmation for Fred Fem

Moka: vou mast nclude one of the fallowing methods of contacs:
Retirn lo Werkiusd

address [induding oty, state, and zip)

phome

fax
amail

L LA

Enber informataon as you would like & to appear on your resuma,
Email address  Marn@act com L
¢ Gecurity Question Wt your molhers maiden name? =

* Answer Pine L

* Fhrat Mame
Middle MName
¥ Last Maime
Riilress
Address line 2
Ciity

Slale

State af Residence (il
different from above )

I-hant Merge

Chwnt Cailir

'iuhr!lll Claar

Alternate Contacts

Fied

Fem
4430 ¥V Tapeka

Topeka
Iangsas
Safne AL ADD

™ Iip | 6EB13 - nnnn

Phane  7aszunsnse Ext

Alternate Phone  1ae4744743 Ext
Fax  rnn-nrn-nnrm

e Lo

Navigation:
Click the Alternate Contacts link. If you wish to add an alternate
method of contact, click the Add Contact button.

Alternate Contacts

Alternate Contacts for Chevy Chase

Retism to Workioad Alternate Contacts have not been entered yet.

My Cases

| }\_Eli:-l.{_iuntacl
My Foliow-Up |Sotbiranitaias

T [

My Employers
My Job Orders
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At aminimum, enter the first and last name and tel ephone number of the alternate contact.
Click the Save button.

&E Hame @ Statan kaZd 3 C. Chatn ﬂ Logout La Print

Add an Alternate Contact

* First Mare
* Last Maire
Address
Address line 2
City
State H'm_ﬂalg -:l
ZLip 00000

¥ Phene | ganennmnnon | Bt (T

Alternate Phene | gopponeanen | Ext o
Email adilress
Relationship

SIm.-l Claay Ehaingn Cancel

Copyright £ Z002-2005 Americe’s Job Link Aance | Section 508 Compliant | Prrvacy Policy | Equal Dpportunity | Broveer Settings

The dternate contact’ s name, relationship (if entered), phone number and Edit link will
display. If you need to change the alternate contact information, you may click the Edit
link. Click the Return button to access the Case Details page.

Alternate Contacts ‘

.........................................................
Alternate Contacts for Fred Fern

Return to Workload | Contact Name Relationship Phone Edit

My Cases

Iy Follow-Up

Iy Employers
My Job Orders
Client Search

j Larry Little Uncle (785) 233-8765 Edit

| Add Contact | | Retumn |
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Demogr aphic | nfor mation

Navigation:

All demographic information is editable and can be updated. Click the

Demographic Information link to edit and update the information. Click the Edit link to
edit and update each section.

Damographic Information for Chevy Chase

Eligibiey Date o2f12/2008 Edit
AreafCaunty of Retalercs Ehiswrias
AraafCaunty of Resademns typa Mot Enterad
AreafCounty of Sarve Shawnes
EES Cliant 1D Mot Entered
Cthier Agancy Chent ID Mot Ertered
Personal
Soclal Secunty Mumpsr EEEERDI00 Edit
Date of Birth o2fizaee
Race ‘Wihite ar
Caucasian
Aslan or Asian
Amarican
Gender Male

fre your a seghe, separated, divorced or widowed indivdusl with pimary respoasibiity Mo
for one or mors dependents under the age 1687

Mumbier I Family -]

Incividusl with Disability (For this question, disability means, a physeal or mental Ha

impaiment that substanbally lemits ana or mare of the major ife activides of an

individusal )

Categary of Cesabilty Blaate Salact
e l:‘atauqr-p ol
our Disability

Education Status Mat attending
school; High
Echoal
graduste

Highest Grade Completed Bachalor's
Degras or
Eipury Blet

Have yau sarved on iobve Duty with the Armed Foroes of tha Lnted States? ‘fes, Less than
or aqual ko 180
Days

Weteran Information

Wateran Type Vpteran
e you & homeless veteran? Mo
Wiere you a mamber of a milttary reserve or guard und ordaersd to and served on attive Yes Edit

duty during a panod of war or in 3 campaign or expedition for which a campaign badge
wa authorized?

‘Wiere you a member of & military reserve oF guand und ordared to and served on Setve Mo
duky for the purposes of Homeland Securty?

Branch of Seryice S Army Edit

Active Duky Service Start Date 2fizeong

Achive Duty Service End Dake 02122004

Character Of Dischangs Honorable

Ara you wichin 12 months of dischargs? B

Are you withe 24 months of retrement? M8

&re you murrently & parbcipant in the Transtyon Assstance Program? LY

Disabled Veteran Status Mat & Disabled
Weteran

Fecartly Separated Veteran Mok Recenthy
Separated

Migrant Warker

Do you baliewes that vou-are a Seasonal FarmworkerWhgrant after readng the Wes Edit
dafirions?

Did you work at last % days in any seasonal, agricultural jobs during tha past yaar®  Yes

Did yiors marm &t least $300 i any sessonal, sgricilbrsl jobe dunng the past year? Yed

Did you w;:-rlc in 2 food processing plant on a seasonal 2nd migrant basis dunng the AT

past yEar?

Was mora than orehalf of your past year's mcome earmed by working o agneulture?  Yes
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Wias gk least S0% af your past year's total work Hme n agricuftural wark? Yeg
Oid you work for mare than ane agrioutueral emplover? Yes
Wwiars you able to retum home averyday vou worked i agricuure? Mo
are you a fulltime studsrt who avalad with a grous ather than your Family te2 work in - Ko
agritultura?

Employmeant Status

Employment stabus Employed, bt Edif
with niotice of
Eermanation or
military
separation

Mumber of wesks not emploved (at ome of registraton) duning the prior 26 wasks ey

Intsrstata Workar Liva m anothar
State but
Ioaking for work
v alL.

Saelective Sarvice

Complies with salactive sarice requirements? Va5 Edit

Citizanship

Citizanshp L5, Citizan Edit

Dislocated Worker

Have yau been laid off or recerved a notice of layoff from vour smployer a5 a result of & Mo Edit
resduetion m the emalayer's workhoets of réteived & noticg ol termination fram your
amployer?

Have yau teen laid off or recaived a nobice of lavolf from your employer 353 resultofa Mo
parmanant dosing ar major layaff?

Are yau employed by an empltyer wha has made a general snnauncement that the Ha
busaess will dose within 180 days?

are you empleyed by an employver wha has made a general announcement that the Ho
busmass will dose, without naming a spacific dste?

Were you sell-employed and are now unemployed due to genersl aconome condiions  No
ar & natural disaster in your pEmmunity?

arg you a displaced homemaker? & displaced homemaker is an mdvidual who was Mo
dapandant on support from 3 family member whose support is no langar available, is
unemployed or underenploved, and i3 hawng difficulty findng a job or inding & gaad

job.

are you unemployved as a result of miitary closures or realignments? Mo

Arm you unemployed dua to mutbipla layoffs in a single local community, sgnificanty Mo
Increasing the tetal number of unemplayed workers?

Ara you unempéoyed dos to emengenaas or natural disasters whidh have been Mo
dedarﬂ;:l eigible for pubfc assistance by the Federal Emargsncy Managemant Agency

Statawide 15% Pragram 1D A,
SCSEP
SCEEP Information Hot Entered Add

Altarnative Trade Adjustment Assistance (ATAA)

ATAS Infarmation Mot Entered Arld
Low Income
Recsives or is & member of & family that recerces cesh payments undsr a feders|, stste, Not Ertered Edit

or local incoms basad pubbe assstance program

Recaived an income, of is @ membar of a family that receivad a tota! family incoms for Mot emterad
the six month psrod prior o application for B program evolvad that, in mlabon to
famdy wize, does not exoeed the poverty ine

Received an income, of is.a membser of & family that recelved a botad family inoome; for  Wot entered
the six month pesiod pror to application for tee program swolvad that, in relabon to

farmdy size, does not excead 70 peroant of tha lowar living standard mcoma lavel

{LLSIL) for an equivalent period

Member of a howsehold that receivas, or has been determenssd within the sic month Mok ertered
panod prior bz applicaton for the program involved to be sfigible to receive, food

stamps
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Homeless individual Hat ertered

Disabled #nd own income maets the income requirements of a partcpant who recelves  Not entered
cash payments under fadaral, state, or local income based public 2ssistancs programs

Disabled and own income is at the poverty hine for a siv menth perod prior to Kot ertered
application for the praogram myvolved regardless of whether their famdy does not meet
iz income requingmant

Public Assistance Information

Supplamental Sedunty Imcome (S350 Mot enterad Edit
TANF Racipient Hat enterad
HMumber of Months on TANFAFDC Cash Assistance Hat Enterad
Srake oF Local Wallare (Gensral Acs|Seanbs | Mat entered
Food Stamps Mot entered
Subssized housmg Mot enterad
Social Sacunty Cesabiley (S5D1) Mot entered
e Asistands Mat enterad

Meads And Barriers

Deficient in basic itaracy skifs Hot entered it
Lenitad Enghsh Language Prioflcendy Mot entered

LE® Primary Largusgs

LEP Primary Language (If other salactad sbove)

School dropout Mot entered
PLifiaway Mat erterad
Parentrg Tasn Mot entered
s Mok ertered
Paar Wark Hretory ar Prospocts Mot ertered
Substance Abuse Mot enterad
Chdar Worker Hot entered
Child Care Not entered
Transpartatian Mot ertered
Cultural, sacial ar geographic isalaban Mot entered
Qoner sodal barriers not already indicated Mot enterad

Remim Te Case Detalls

After you have completed the edit and update, click the Return to Case Details button.

Eligibility

Indicates programs for which the individual is eligible based on information provided during the
registration process. Information is not editable and cannot be updated on this page. Changes
and updates to demographic information can change digibility status.

EEO Notice

A “Yes’ indicates that the EEO Notice has been verified as viewed by the client. A “No”
response indicates that the EEO Notice needs to be verified as viewed by the client.

I nteragency Referrals

Navigation:
The number of interagency Referrals made for this client will display. If you wish to make an
interagency Referral, click the Interagency Referral link.

1-52



Issued February 26, 2010 Oklahoma Joblink
ServicelLink User's Guide

& Home @ Statan ka2 3 C. Chasa @ LOgout Lﬁ Print

Interagency Referrals

Client has na referrats yet
Plaase click add Refarral butbon to add @ new refarsd

Adill Belenal Retuin 1@ Case Detalls page

Click the Add Referral button.
& Home @ Stanan ka2 3 C. Chasa @ LOgouT Lﬁ Print

Interagency Referral Detalls

Referrals for Chevy Chase

* Provider Mame
Provider Address1
Provider Address2
Provider Cliy
Provider State Fansss :_‘
Prowlder Zip
Prowlder Phong  nnr-non-nninn
Provider Fas nne-pan-nnnn
Appaintment Date mmriddhyyy

Tima b MO0 TPV
Appodmtment Thine - - &8

Referred By Patick Prikchard
Ageicy  Stide fdmin

Referral Dalte  Q2ME2005
lnaimple HH D TRV

* Relerral Heason
(255 character man)

=
=
* Statys Completad =

Comments
(255 tharacter

|

3

Search Plaviders Save Clear Clusiiges Cancel

Copynght £ 2002-2005 Amenca's Jab Lnk &ence | Section 500 Comgliant | Prevacy Policy | Equal Opportundy | Browser Settngs

Instructionsfor Completion:

Field Name Valid Entries

Provider Name s required. Enter the name of the provider.
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Field Name Valid Entries

If you do not know the provider name, click the Search
Providers button at the bottom of the page to get the
provider name and address.

Provider address, city, state and ZIP code are Enter the provider address including city, state and ZIP

not required but helpful. code.

Provider phone and fax humber are not Enter the provider ten digit phone and fax number.
required but helpful.

Appointment Date is hot required. Enter the date of the appointment (mm/dd/yyyy)
Appointment time is not required. Enter the time of the appointment in hours and minutes.

Indicate AM or PM.

Name of the person making the Referra, their | Information may be edited.
agency and Referral date are pre-filled.

Referral reason isrequired. Y ou must enter areason for the Referral.

Status of the Referral isrequired. Select the status of the Referral from the drop down
menul.

Comments are not required. Y ou may enter comments regarding the Referral
process.

Click the Save button.

The person who made the Referral, their agency, the name of the provider, the appointment date
and the status of the Referral will appear.

Interagency Referrals

Interagency Referrals for Chevy Chase

Referred Provider Appointment

By Agency Name Date Status

Patrick Kansas Department Kansas Child 06/18/2008 Completed
Pritchard of Commerce Care

Add Referral Return to Case Details page

If you need to edit the Referral, click the provider name and make the changes. If you need to
delete the Referral click the provider name, scroll to the bottom of the page and click the Delete
button. Click the Return to Case Details page button.

Staff Entered Self Service Services

Navigation:
The number of Staff Entered Self Service services entered for this client will display. If you
wish to record a Self Service service, click on the Self Service Serviceslink.
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Addl Sarvice

Click the Add Service button.

Staff Recorded Salf Service Services

sraf Recorded Seif Servics Servces for anne Hollis

Mo SEafl Recorded Self Service Servetas have been enbéred yet.

Ratm to Coase Datalls

&!} Hame m Statan ka2 \'-.a C. Chatn ﬂ Logout E_;'d Print
Add Service
Salect the Fundssg Saurce
* Funding Sources AT84 =

Cantinte Cancel

Sdlect the appropriate funding source (ATAA, Job Service, WIA, or One-Stop) for the Self
Service service from the drop down menu and click the Continue button.

Add Service

Seif Service Bervice

Rretlen Lo Werkinad * Gepyices Selactthe Gerse _ﬂ
= Status Fesscltha siahis :1
My Cases
* Esthmated Start Date  mmiddbyy
[ p—
* Estimated End Dabe  mmiddbs
Emirmpie MM D TYVY]
Glinnt Ssamh Actual Start Date  mmiddhyy
TEsampta: Bs DS VYT
e B et e
Lser il Log '
Bt ¥ Cantinune Cancel
I-hant Merge
Instructions for Completion:
Field Name Valid Entries

Servicesfield isrequired.

Select the name of the self service provided to the
client from the drop down menu.

Status of the serviceis required.

Select the status of the service being provided from the
drop down menu.

Estimated Start and End dates are required.

Enter the estimated start and end date that the service
was provided. (mm/dd/yyyy)

Actual Start and End Date

If you know the actual start and/or end dates that the
service was provided, enter them as mm/dd/yyyy.

Click the Continue button.
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Staff Recorded Salf Service Services

Amencas Job Link Afonce

sraf Recorded Seif Servics Servces for anne Hollis

Rt e Werkin s Service Status Start Emd elete

W P b SearchAssistarcs  Complets  D5/21/2007  D5/21/2007  Delete

Puld Service Rt to Cose Dotalls

Cliant S=ach

The Name of the Service, Status, Start and End Date will display. If you need to delete the
service, click the Deletelink. Click the Return to Case Details button.

Participant Entered Self Service Services

Navigation:

The number of participant entered self service services will display. Entries will include the
client’s most recent responses to the “What are you doing today?” questions that appear when
the client logs into their account. This function isview only.

Participant Self Service Services

Participant Self Service Services for Anne Hollis

Return to Workload Date of Last Login 05/21/2007
Date of Last Job Search 05/21/2007
My Cases Date of Last Employer Contact 05/21/2007 8109445
x’ E””“‘W'U" Date of Last Self Referral Request 05/21/2007 8109445 No Status
mployers
UL Date of Last Resume Update 03/30/2007
My Job Orders =
Client Search Date of Last CIS Activity
JE —— Responses to What Are You Doing Today + Dat c
[ Questions ate Location
Resume
User info Log
Activity Log To find out if I am eligible for services 05/21/2007 E&T Admin
Client Merge Office
Client Callin To get assistance with my job search 05/21/2007 CE;%TCQdmm
Job Search
To get assistance with my resume 05/21/2007 E&T Admin
Employer Search Office
Disability Resources To get a referral to a job opening 05/21/2007 E&T Admin
Resume Search Office
Group Activity To apply for a job opening 05/21/2007 E&T Admin
Account Info Office
Self Service Tracker
Reporting
Edit Password Return to Case Details

Self Referrals

User Lookup

The job order number link will display the actual job order that was the result of areferral
contact and the status of self referral activity.
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Partner-Provided Services

Navigation:
The number of partner-provided services entered for the client will display. If you wish to enter
apartner-provided service, click the Partner-Provided Services link.

Partner-Provided Services

Partner-Provided Services for Chevy Chase

No partner-provided services have been entered for this client.

Return to Workload

s [Add] | ‘Return to Case Details
Ny Fallow-Up (25 | RS
My Employers
My Jab Orders
Client Search

Is

Click the Add button.
&E Hame m Statan ka2 3 C. Chatn a Logout La Print

Fartner Provided Services

You are currently adding a partner-provded service for Chevy Chase.

Rtz o Wiathinad * rumifing Please select 8 funding zoune _:j
Saurce fEnroliment

Continus Cancal

Select the appropriate program funding/enrollment source from the drop down menu and click
the Continue button.

&ﬁ Home m Statan kaZ? 3 C. Chasa @ LOgout La Print

Partner Frovided Services

Armexicns Job Link Alones
You are currently adding a partner-provised servios for Cheyy Chase.

Riisharm o Wiotidnad * Gervices F_IEﬂBE&BIB-:tB e :J
* Gtatus Please selec 3 slals =
* Estimated Start Dats | mriddhsy

Fmarmpten BB DR TV Y]

¥ Eatimated End Dala  mmiddkid

(Engimpla M8 7DD TFYY]

Actual Start Date  mmiddhyy
Miasmpls MM /DD YFYY)

Actual End Date | rirmiddbyy

st B DO TV

Save | Back Cancel
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Instructions for Completion:

Field Name

Valid Entries

Servicesisrequired.

Select the name of the partner-provided service
provided to the client from the drop down menu.

Status of the serviceisrequired.

Select the status of the service being provided from the
drop down menu.

Estimated Start and End dates are required.

Enter the estimated start and end date that the service
was provided. (mm/dd/yyyy)

Actual Start and End Date

If you know the actual start and/or end dates that the
service was provided, enter them as mm/dd/yyyy.

Click the Save button.

Return to Workload Service

My Cases

My Follow-Up

My Employers
My Jab QOrders
Client Search

Funding Source

Career Guidance Job Service

Add Return to Case Details

Partner-Provided Services

Partner-Provided Services for Chevy Chase

Status Start End

Completed 06/18/2008 06/18/2008

The service provided, funding source, status of service, and start/end dates, if appropriate will
display. If you want to edit the service, click on the service name. Click the Return to Case

Details button.
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Client Call In

Navigation:
Client Call Ininformation will display. If you wish to enter aclient call in, click the Client Call
Inlink.

Call-in Information

Call-in Infarmation for Chevy Chase

Return to Workload

My Cases Callin | Return to Case Deta
My Follow-Up
ly Employers
My Job Orders
Click the Call I'n button.
g&} Home m Statian ka2l
Individual

Ralated Links: Mute

Call-iri for Chesy Chase
Rt bo Wioridosd

My Danes * Appointment Date  OOTEQ005

My Fodom-Lia
Wy Eminioyars
My

Cliont Seamh

* Appointment Time 0234 Fu

e

Subimin Ratmm

Mezume
L=y iimi Ly

Instruction for Completion:

¥ Casotrackor Pridchand, Palick- Slale Admin ks22

* Message Type Please selecl he message hpe
* Delivery Method Please selec) the delivery melhod

No Call-in Information has been entered vet.

ils

r_% C. Chatn @ Logout i:-.'-‘-j Print

(EH{EH

Field Name

Valid Entries

Case Manager name, agency, and station desk
number

Information is pre-filled and editable.

Appointment Date

Pre-filled with today’ s date and editable.

Appointment Time

Pre-filled with current time and editable.

Message type is required

Select the message type from the drop down menu.

Delivery Method isrequired

Select the method of delivery for the message from the
drop down menu.

Click the Submit button.

Multiple link

If you wish to make multiple call ins, click the Multiple
link at the top of the page.
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& Hame @ Statan kaZd {g C. Chatn E Logout w Print

Confirm

‘You hawe sebeched a message type of: Job Referral.
Thie delivery mathod selected = EMad

Rl o Wobdosd

Camfirm
My Canes

My Follorm Ly

Click the Confirm button.
& Home @ Statan kaZ? 3 C. Chasa @ LOgout Lﬁ Print

EMaill

Edit the email below, then chok s2nd when finished.

Rihan o Wotidosd
Emall:
[ charasber mas.

‘Bep 06, 2005 =]

Daar Chiesy Chase:
1308 5w Tapeka
Topeka, K3 BAETD

Thank youl Tor chogsmg AL JabLink and the AJL Workdone
Cenbers 38 nesountes Tor your job searchl

1 am pleased 10 nfgem you Falyour gualifeations hass bean
malched wilh & AL Jobilink job opening

Please contartme by telephone of in parson for more Infiemation
abiou the job &nd refermal ngincions

Gincerely,

Palrick Prichard
State Adrin
1208 5\ Topeks

Topeka, K3 68612
(TA5) 2960105

Seml

Copyright £ Z002-2005 America’s Job Link Alance | Section 508 Compliant | Prevacy Policy | Equal Dpportunity | Brovses Settings

You may edit the email letter. Click the Send button. If you selected Letter as the method of
delivery, you may edit the letter, print it, and mail or fax the letter to the client.
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Call-in Information

Call-in Information for Chevy Chase

Returm to Workload Appointment Tvpe Method

Mptanen | 05/18/2008 09:38 AM Job Referral EMail
iy Follow-Up |

My Employers
My Jab Orders T 1
: Callin

5 ‘ Return to Case Details
Client Search -

The appointment date and time, type or purpose of Call In and method of delivery will display.
Click the Return to Case Details button.

Co-Registrations

Navigation:
The number of co-registrations for this client will display. If you wish to add a co-registration
for this client, click the Co-Registrations link.

Co-Registrations

Click on the enwoiment name to the left to add & new co-regestration. Chok on
the co-registraton to the fght you wish to edit

Employment and Training Services Related to Food

Stamps

Eood Stamp Emplovment and Training o Co-registrations for this
enmlimert.

Adult Education

puchlt Edycation No co-ragistrations for this
prrallment.

E & T Programs Administared By Community Services
Block Grant

E AT Proarams Adminsteosd By COEG Mo co-ragistrations for this
enrmliment.

Indian and Naklve American Programs

Iean and Native American Programs ND co-reqgistrations for this
enraliment.

General Assistance

General Assistante No co-registrations for this
srrollmernt.
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Job Corps

o Covs Mo co-regiatratingg for this
enrllment.

Hatlonal Farmworker Jobs Program

Hational Farmysprker Jobs Program Mo co-ragistratons for this
enmliment.

Refugee Cash Assistance

Befuges ¢ ash Assestance No co-ragistrations for this
enrallment.

Supplemental Security Income

234 Title 21 Prodesms He co-teqistrations for this

anrofiment.

Temporary Assistance to Neady Families

TANF Mo co-ragistrations for this
enmliment. '

TitleV

TeleY - Qldor Amencans Services Mo co-registrations for this
anraliment.

Veterans

WA Vebtarans' Proarams Mo co-ragistranons for this
anraliment.

V& Vocational Rehabilitation And Education Program

- WD co-ragistrations for this

mrralimearnt.

Vocational Education

wocational Education Mo co-ragistrations for this
enrallment.

Vocatlonal Rehabllitation

Wacational Behabditatan Mo co-registrations for this
enmilment. '

‘Youth Build { Department Of Housing and Urban
Development]

Wourth Build o co-registrations for this
anrallment.

Other Non=-WIA

Qther Non-Wwis Na co-ragistrations for this
enraliment.

other nor-SCSER Mo co-reqistrations for this
anrallment.

Welfare to Work

WTW 7% Program No co-registrations for this
anroliment.

WTW 30% Program o co-registrationg far this
enraliment.
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scraen! College/Community Colleges

College/Community Colecs N en-ragistrations for this
enrallment.

screen; Section 502(e) with this profect

Section SO2(e) with this projsct Mo Co-registrations for this
enmliment.

screan: Section 502(e) with another project

Section S0 e) with another prolact N co-reqistrations for this
onrallment.

Rt bl Cass Dl!-uiEl

Click on the program enrollment name on the left to add a new co-registration. Co-registrations
can only be added for active ServiceLink programs, if the client iseligible.

& Hame @ Statan kaZd {g C. Chatn ﬂ Logout w Print

Co-Registrations

Enter the start and end dates of the oregistration.

Enrillmenl Food Stamp Emgdcyment and Traiming

* GStart Date  mmiddhyyy
TEnaimpata: MM DO VTYY

End Date  mniddbyyy

Timamp MO TPEY

Rl o Wobidoed

Save Resat Retimn 1o Ceaoqgismations

Enter the start date (mm/dd/yyyy). Enter the end date, if known, and click the Save button.

Employment and Training Services Related to Food
Stamps

Food Stamp Employment and Trainin 06/18/2008 - 06/17/2009

Adult Education

Adult Education Mo co-registrations for this
enrollment.

E & T Programs Administered By Community Services
Block Grant

E & T Programs Administered By CSBG No co-registrations for this
enrollment.

Indian and Native American Programs

Indian and Native American Programs Mo co-registrations for this
enrollment.

General Assistance

General Assistance Mo co-registrations for this
enrollment.
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The start and end dates will appear to the right of the program name. If you wish to edit a Co-

registration, click on the Co-registration date to the right of the program name and change the
dates. Click the Return to Case Details button.

Current Enrollments

Navigation:
The client’s current program enrollments are displayed. Click the Current Enrollmentslink to
view current enrollment information.

Current Enrallments for Chevy Chase

Click on the apgropnate link to 20d, view, or edit the information. You will oe
restricted bo informabon basad on your privisgs leval

Relimn Lo Workinsd

Edvrnllmail Start Date Olfice

LE

Job Sarvic 02/12/2008  Topeka Workforce Center - Topaka
WG

Mo ogsn enrollmernts,

WIA

Mo open enrallments.

TAA/NAFTA-TAA

No open enroliments,

Wets

Ho open enaliments,
RES

Mo gpen snroliments,
uI

Mo open enmliments,

SCSEP

Mo open enrallments,

Raoturm 1e Cans Details

Click on program title to view enrollment information for the client. Click the Return to Case
Details button.
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Work History

Navigation:

The Work History page allows the user to capture information about the client’ s past work
history. Thisinformation will populate the client’ s resume work history. The client work
histories entered, are displayed. Click the Work History link to add awork history.

g&} Hame m Statan kad "-% C. Chatn @ Logout i:-.'-‘-j Print

Weairk History

Job Title Perlod
Rt o Woridosd
iy Cashiar March, 2000 to June, 2005 Saarch For Employers
I
My Fodom-Lia
My Eminioyers =
Rafurm to Case Batalls Faotarm Add Work Histary

Wiy Job Qiders

Cliont Seamh

M-z iire

IZhant Merge

One work history has been entered and displays the job title and dates of employment. Click the
Add Work History button.
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Work History

Plaaze antar informanon &5 you would Mo it to 30080 an your resums,

R Elisf P * Jub Titla
* Employer Mime
* tmployer City
* Emplayer State HKansas
* From: Month Seleione.
* Year -(yyyy)
* To: Manth Present ﬂ
Year -(yyyy)

e

* pescription and Dutles of the Job
{2080 chararter max.}

-

=

The information aboye will appear on the resume. Tha infarmatan below will
nat appear on tha resume but will be used to serva you better,

Objactives

Wauld you like to  Select sne fom below

create an objective © Yas
hased on this job
description? © Ha

& N
Craate the objective if thes is the type of work you are sesking ar would accspt,

Contact Person’s Information

Mmn
Tl Tile
Address
City
Ghate Kansas =
Tip
Phane  000-000-0000
Email

_Wage and Reason for Leaving

Wage | 0.00
Wage Type | Select one from below
& Hourly
O Annual
) Other

Wage Descriptor (Required | I
for Other Wage Type)

Hours Per Week | Please Select One ;\6-'_

Explanation of Other |
Options for Hours Per
Week

Reason for Leaving | SelectReason v

Should this Work History | Select one from below
show on the resume? | (& Yes

O No

Should this Work History | Select one from below
show in Case Management? &) Yes

O No

Continue H Clear Changes |
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Instructions for Completion:

Field Name

Valid Entries

Job Titleis required.

Enter the client’s job title of the work performed in the
work history that you are entering.

Employer Nameis required

Enter the name of the company where the work was
performed.

Employer addressis required.

Enter the address of the company for whom the work
was performed.

Employer city isrequired

Enter the city in which the company is located.

Employer state is required

Sel ect the state in which the company islocated from
the drop down menu.

Month employed is required

Enter the month in which the client began the work
performed from the drop down menu.

Y ear employed is required

Enter the year in which the client began the work
performed. (yyyy)

Month employment ended is required

Enter the month in which the work performed ended
from the drop down menu. If the client is still working
in thisjob, select Present.

Y ear employment ended is not required

If not presently employed in this job, enter the year the
job ended. (yyyy)

Description and Duties of the job is required

Enter a brief description of the mgjor duties performed
in the job. Include tools, equipment, or rel ated work
processes.

Work History as ajob objectiveis not required

If the client isinterested in finding employment similar
to the work performed in this work history, select a
“Yes’ response. If not, select a“No” response.

Contact Person’s information is not required

Enter the name, job title, address, city, state, zip code,
phone number, and email address of the contact person
for the Employer in the appropriate fields.

Wage and Reason for Leaving is not required

Enter wage, hours per week, and reason for leaving the
job in the appropriate fields.

Work History on resumeis not required

If the client does not want their work history listed on
their resume, select a“No” response.

Work History on Case Details page is not
required

If the client does not want their work history as part of
their case details page, select a“No” responseto hide
the work history.

Click the Continue button
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Keyword
Related Links: Most Common | Job Famdly | Miltary | Abouwt

W our infermation will not be saved

Bl Lo Wetkinsd until you select an occupation.
My Cages Thi accupation 12 adsocabed with & pob title, description, and coda, and
Ty F oL Increases opportursbes for matching job seekers and jobs, For more

= information about ocoupabions and how ta find one, dick About in the Relabed
My Emploers Links abova, Click Most Common, Job Family, or Miltary for diferent ways to find
Wy Jon Orders an ootugabar,

el To fird an oecupation by keyword, bype 3 keyword(s) below and click Seaech,

Coze Deini For halp with how to use keywords, clidk about in the Related Links abova,

L=t o Log Eeywinrd Match: - Solect ana from below

ey Log ANy
IZhant METgE & Al
Clinnt Callin
Joki-Bearcn C fnag
Empiewyur Search * Keywords

Saarch

Arcount infn

Navigation:

The Keyword Sear ch conducts a keyword search for occupational classifications.

Click on the M ost Common link to view the most common occupational classification listed on
JobLink. Click the Job Family link to search for occupational classification titles by job
families. Click Military and enter a Military Occupational Code or Keyword to find civilian
O*NET occupational classificationsthat are related to military occupational codes. Click the
About link to learn about the importance of and how to select an occupational classification.

Keyword Search

Select ajob title keyword (Example: Receptionist, Accountant, Cashier, etc.) and click the
Sear ch button.

Selecting "Any" will match al titles that have any part of the keywords entered.

Selecting "All" will return the titles that contain any of the keywords entered.

Selecting "Exact" will return the exact matches to the keywords entered.
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Eﬁ Home m Statan kaZ? 3 C. Chasa @ LOgout La Print

Search Results (1 to 6 of 6)

The following ootupabanal tles map to mare than one ocoupationa code. Chck
"wiew" to display the cadas,

Computer Operator Whew

Unique Matches

The foligwing titles map to a single oocupatianal code.

Tithix Description Action

Computer Operatar b Arvy Not Listed Description Add to Waork Histors
Computer Operabar, Fachory Maghine Despriotion  Add to Worl History
Computer Operator, Producion Macherse  [esoripbion  Add b Waork Hetory
Computer Operatar, Termnael Description - Add bo Work History
Digital Computer Operator Eesoription - Add bo Work Histary

New Seanch

Navigation: Click the View link.

E& Hame @ Statan ka2 3 C. Chatn @ Logout La Print

Codes for Computer Operator
Tithe Diescription Action
Rt o Wiaidoad
Computer Operatars Desonption Add to Wiork Hisbory
Dasktop Publishers Desprinfion A to Wik Hishory

Back to Full Rasalis

Navigation:
If the client is satisfied that the job title matches the work history, click the Add to Work History
link. If the client isunsure, click the Description link to view a description of the job.

Work History

Click the Job Title to update the Work Histary. Click the Add History button to
add a new Work History. Click the Show All History button to show all history

Return to Workioad blocked from the Resume or from Service Link.

My Cases | Job Title Period
My Follow-Up |
My Employers Computer Technican ~ February, 1999 to Present  Search For Employers
My Job Orders Reaistered Nurse February, 2007 to Present  Search For Employers
Client Search
. etails
I Resume [ Return to Case Details | [ Return | [ Add Work History

User Info Log

Activity Log

Click the Return to Case Details button.
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Most Common Search

&E Hame @ Statan kaZd 3 C. Chatn ﬂ Logout La Print

Keyword
Ralabad Links: Most Cammaon | Job Family | about

For more infarmabion about job Bties and how ta find one, dick the About tab.

Click the Keyword, Moest Common, or Job Famly tab for different ways to find 2
job bfs

To hnd & job ttle by keywoed, vpa & keyword(s) below and ceck Search. For
heaip with how oo use keywords, click tee About tab,

My Eminioy

Enywrnrd Matchr -Halect ans o below
ANy

oA
" Exact

* Keywards

Search

Navigation: Click the Most Common link.
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Mast Comman
Ralabad Links: Keyword | Job Family | about

Tithe Deseriplion  Action
accountants and sudtors Description  2dd to Wark
Hestory
Bookkaeping, Accoundng, snd Auditing Clerks  Description  Add £o Work
History
Butzhars and Meat Cutters Description  Add bo Work
Hatory
Cashiars Description - Add to Work
Hestory
Computer Support Specialists Pescription  Add te Wark
Hestory
Construthan Laborers Descriphion  Add b2 Waork
Hestory
Customer Serace Represantatyves, Unkies Descrpton  Add to Wark
Elactrical Enginears Description  Add oo Wark
Hestory
Exprulive Secratanas and Admnistrative Description  Add to Wark
AERIFEaNEE Hestory
First-Ling SupardsorsManagers of Retail Sales Description  Add to Waork
Workers Bestary
Ergght, Stock, and Matarial Movers, Hand Descrniption  Add to Wark
Jarsbors and Clearers, Excopt Maids and Description Add &o Work
Housekesping Cleaners Hestory
Licansed Practical and Licensad Vocabonal Descriptian ﬁg E Wark
Murses
Mads and Housekeeping Cleanars Descrpbion mﬂgﬂ;
Mamtenanie and Repar Workers, General Description  Add to Wark
Hestory
Managers, Al Other Description  Add to Wark
Hestory
Mechanical Enginaers Description  Add to Work
Hestory
Hursng Aides, Ordsries, and Atendants Description  Add bo Work
Ciffecn Clarks, General Description  Add bo Work
Hestory
(i and Administratve Suppart Warkers, 8l Description  Add be Wark
other Hestory
Froduction Labarers Descnpbion  Add be Wark
Hestory
Production Workers, Al Other Descnption  Add to Waork
Recaptionists and Informaton Cierks Description  Add oo Wark
Hestory
Registered Nursss Description - Add £ Work
Hstory
Retal Salesparsons Description  Add bo Work
Hestory
Salas Representativas, Sarvices, All Other Pescnption - Add ko Wark
Secratarms, Except Legal, Medical, and Description  Add &2 Work
Exepulive Hestory
Slaughterers and Mest Packers Description ﬁﬂnﬂ
Tractor-Trader Truck Drivers DEscrpton w
Truck Drivers, Heavy Description  Add oo Waork
History

Navigation:
If the client is satisfied that the job title matches the work history, click the Add to Work History
link. If the client isunsure, click the Description link to view a description of the job.
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Job Family
Related Links: Keyvord | Most Comman | Military | About

Four information seill not be saved
until you select an ocoupation,

Relisn Lo Warkinad

The accupation |5 assooated with 4 job title, description, and code, and
Increases opporturdtes for matching job seekers and Jobs, Far more
iriformation abaut ocoopatons and how ta find one, dick About in the Related
Links above, Click Keyword, Most Comman, or Military for different ways to find

an oooupaban,
To find an cocupabon oy Job Family, dick cne of the Job Famdy links below. The

Jof Family will expand to list othar related familes and tites, Continue
axploring the lnkg until you find a sutable job titha,

Top Level Job Familles

Navigation:

Click the Job Family link. Select the appropriate job family and click thelink. If the client is
satisfied that the job title matches the work history, click the Add to Work History link. If the
client isunsure, click the Description link to view a description of the job.
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Computer & Mathematical Job Family

‘wine linked, wou can click on the occupation name for more specfic job types.

Famlly Description  Action
Mathematical
Computar Hardware Engineers Description  Add bp Wark
Hstory
Computer Gperators Descnption  Add bo Work
Hstory
Computer Programmers Description  Add b Wark
Hetary
Computer Searity Specialists Bescription  Add.to Work
Computer Software Enginesrd, Applications  Descripbon  2dd ta Wark
Hestory
Computer Softwars EnQineers, Systams Cesciption  Addbg Wark
Software stnry
Computer Specalists, not lsted separately  Description  Add to Wark
Hestory
Computer Support Spedialists Description  Add £o Work
Hestory
Computer Bystems Analysts Description  Add bo Wark
Hstory
Computer and Information Scaentists, Lescnption  Add bp Wark
Rasearch History
Computer and Information Systams Lescrption  Add to Wark
Managers Hestory
Data Ertry Kevars Descripbion  Add b Waork
He=tory
Database Administrators Description  Add £z Wark
Hstory
Desktop Publishess Descripbion  Add bo Wark
Hestory
Mebwork Systems and Data Communicatons  Descriplion
Aniyats R e
Metwork and Computer Systems Description  Add o Wark
Administrators Hestory
MHumerical Tool and Pracass Contral Descnption  Add to Work
Priogrammars Brstory
Now Snarch Lip & Level

Cooynght £ ZO0I-2005 America's Job Link Alance | Section 500 Comaliant | Frivacy Policy | Egual Oppaortunity | Browser Settngs
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Military Search
@ Home @ Station ks22 8 C. Chase Q Logout w Print

Keyword
_ Related Lin

ily | Military Search [ about

For more information about occupations and how to find one, dlick the about
link.

Click the Keywaord, Most Commaon, or Job Family link for different ways to find an
nccupation.

To find an Dccupation by keyword, type a keyword(s) below and click Search.
For help with how to use keywords, click the sbout link,

Keyword Match: ~ Select one from helow
O aAny
@ all
) Esxact

¥ Keywords |

| Search |

Navigation:
Click the Military Sear ch tab to access civilian O* NET occupational classifications related to
military or DOD occupational classifications.

ﬁ; Home @ Station ks22 8 C. Chase g Logout w Prirt

Military Search
Related Lin

Keyword | Most Common | Jo

For more information about occupations and how to find one, dlick the about
link.

The military cccupation (MOC) search is designed to assist uniformed service
rmerbers, DOD civilian employees and veterans in identifying occupation codes
that are similar to their military/DOD occupation,

Please enter either the alphanumeric MOC code or any part of the MOC title in
MOC Code or Keyword field and dick search.Click the Keyword, Most Common,
Military Occupation, or Job Family link for different ways to find an occupation,
For help with how to use keywords, click the sbout link,

Keyword Match: ~ Select one from below
C aAny
® all
) Ewxact

* MOC Code or |
Keyword

| Search

Navigation:

Enter a Military Occupational Code or Keyword(s), select a keyword match and click the Sear ch
button to find civilian O*NET Occupational Classifications that have a direct relationship to
military or DOD occupational classifications.
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w Homme @ Staton k322 g L Ball 0 Logout \u Primit
MOC titles matching “Fiscal” (1 to 6 of 6)

32 (Coast Guard - Commissioned or Warrant Officer)
Fiscal Operations

Finanoal Managers Qespton  Add to
Wtk
Ehstary

Treasurers, Cortrolers, and Chief Fmanaal Officers  Desorpbion  Add to
Hiskary

Finanaal Managers, Branch or Deparument Resrpnon  Add o
Hestory

3451 }Harine Corps - Enlisted)

Fiscal/Budget Technician

First-Line SupervisorsManagers of Office and Description  Add to

Adeministrative Supeoet Workers Wik
bstony

FWst-Ling SUDSrvisors, ASministrative Susoot Destnohon AddID
Hestory

Bockkeeping, Accourtng, and Auditing Clerks Dasoripbion  Add to

Hew Seaich

Navigation:
If the client is satisfied that the job title matches the work history, click the Add to Work History
link. If the client isunsure, click the Description link to view a description of the job.

Testing | nfor mation

Navigation:
The number of tests given to the client is displayed. If you need to enter information on
assessment or proficiency testing provided to the client, click the Testing Information link.

Proficiency Testing
M‘ﬂkx:’anbLi‘kAh‘m

Proficiency Testing for Chevy Chase

Return to Workload - . .
No Proficiency Test information has been entered yet.

My Cases

iy Follow-Up | Add Test | ' Return |
My Employers ! - -
My Job Orders
Client Search

etails
Resume

User Info Log

Activity Log
Ol LB

If the test given was a proficiency test, click the Add Test button.
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Proficiency Testing for Chevy Chase

Type of Test | Please select the test type v

* Date Given: | 09/06/2005
(Example: MM/ DO YYYY ]

* Results:
(250 character max.)

| Save | | Clear Changes | Return |

Select the type of test from the drop down menu. The date given istoday’s date and editable.
Enter the test results and click the Save button.

Proficiency Testing
Related Links: Aptitude/Achievement Testing | Other Testing

Proficiency Testing for Chevy Chase

Return to Workioad
Type of Test Date Given Edit

My Cases

My Follow-Up | Keyboarding 06/18/2008 Edit

My Employers

My Job Qrders

Client Search
. Details
Resumes

| Add Test | | Return |

User Info Log

Activity Log

The type of test and the date given will display. You may edit the entry by clicking the Edit link,
or delete the test results by clicking the Delete button.

If the test given was an Aptitude/Achievement Test click the Aptitude/Achievement Testing
link.

Aptitude/Achievement Testing
Related Links: Proficiency Testing | Other Testing

Aptitude Test Notes for Chevy Chase

Return to Workload y e .
slikdsie No Aptitude/Achievement Testing information has been entered yet.

My Cases

My Follow-Up I Add ;I:es;t .I “ile.t.urn .I
Iy Employers i o i
My Job Orders

Client Search

— Case Details

Resume

Click the Add Test button.
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Aptitude Test

Aphibucs Testing for Chewy Chase

Type of Test Please select the best tme :|
Date Given: 00072008
[laarien. MM GEITYYVY
Grade Level Please seleclhe Grade Leval Equivalant
EfuivalEnt
Additional Grade Leyel Ploase salect the Grade Level informaban
Information

= =

* Cantact Persan:

Motes

Li=emr Iy L [ 1090 charartar ma}

Aty L ;1
IZliart Merge
Cllinnt Calkin
Jui Beard) ;1
Empicymr Eanrch
PEsme BT Sawn (dear Changes Rtum

Graup Acraty

Navigation:

Select the type of aptitude or achievement test from the drop down menu. The date givenis
today’ s date and editable. If testing is utilized for WIA select the Grade Level Equivalent —
Below 7" Grade Level, Below 9" Grade Level, and At or Above 9th Grade Level; or Additional
Grade Level Information: Not assessed and obviously below 9" Grade Level, Refused testing,
could not be tested, testing not needed. Enter the name of the Contact Person.

Aptitude/Achievement Testing
Related Links: Proficiency Testing | Other Testing

Aptitude Test Notes for Chevy Chase
Return to Workload

Type of Test Date Given Edit
My Cases [
My Follow-Up GATB 06/18/2008 Edit
Iy Employers
My Job Orders
Client Search | Add Test Return

— Case Details

" Resume

Thetype of test, date of the test and Edit link will display. Click on the Edit Link to view and
edit testing information or delete the testing information by clicking the Delete button.

If the test was other than a proficiency test or aptitude/achievement test, click the Other Testing
link.
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Other Testing
Related Links: Proficiency Testing | Aptitude/Achievement Testing

Other Testing Notes for Chevy Chase

Return to Workload

No Other Testing information has been entered yet.
Ny Cases
My Follaw-Up Add Test Return
Ny Employers i i
Ny Jab Orders
Client Search
b etails

Click the Add Test button.
&!} Hame @ Statan ka2 a C. Chasn a Logout L‘d Print

Other Test

other Testng for Chewy Chase

* Mame of Test:

Motes:
(258 chavacter mae )

* Date Given: 000752005
[Ewarapien MMFOD VYTV

* Contart Person;

Cliant Callin Save Clear Changes Retum
Jig GEarel)

Navigation:

Enter the name of the test and enter notes pertaining to the testing process. The date givenis
today’ s date and editable. Enter the name of the contact person. Information about test results
should be directed to the Contact Person. Click the Save button.

Other Testing
Related Links: Proficiency Testing | Aptitude/Achievement Testing

Other Testing Notes for Chevy Chase
Return to Workload

Type of Test Date Given Edit
My Cases [
My Follow-Up | Minnesota Multiphasic 06/18/2008 Edit
Iy Employers
My Job Orders
Client Search [ Add Test | | Return |

The type of test, date of the test and Edit link will display. Click on the Edit Link to view and
edit testing information or delete the testing information by clicking the Delete button. Click the
Return button.
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Client Notes

Navigation: The number of notesrelated to the client is displayed. To add anote click Client

Notes link.
1 . | ro
&!} Hame @ Statan ka2 a C. Chasn a Logout '-..;:l Print
Notes
&3 Notes for Chevy Chase,
Rt o Wiatidnad Date 0807 {2005
Staff Name Patmck Pritchard
Agency Al
¥ Mntes
[ 2580 chsrscker ma J
=
=

Savn Reset Rotuin Case Details

The current date, staff name, and agency display. You may enter client notes. These notes will
be viewable by other staff that have a ServiceLink account. Click the Save button.

&!} Hame @ Statan ka2 a C. Chasn a Logout L‘d Print

Case Notes for Chevy Chase

Nobte 1
Rt bo Wotidosd
Client Chevy Chase
Casetracker Patnck Pritchard
Date 09/07 f2005
Notes Chent has been assessed for WA
Delete
Add A Nole Hetumn Case Dotails

The client name, staff name, date of note, and note is displayed. If you need to delete the note,
click the delete link. Click the Return to Case Details button.
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Preferred Employer List

Navigation:
The client may indicate the name of employer for whom they would like to work by conducting
an employer search. Click the Preferred Employer List link then the Continue button..

Add Preferred Employer

In order to specify 3 preferred employer for Chevy Chase you must first search
for and select an employer. after finding an employer in the search results, click
on the employer's name to continue to the notes entry page.

Return to Workload
Wy Cases | Continue | Cancel ..
My Follow-Up )

My Employers

My Job Orders

Search Employer
Related Links: Results

Please complete one or more of the fields below to search for staff-assisted
companies. You will be able to create and edit job orders for the companies
listed in your search results. For some of the companies in the system, you may
need to supply additional information in order to establish their account for use.

Return to Workioad

My Cases
My Follow-Up Company Name | EEK Corp|
Ny Employers FEIN | XX-000G0K
My Job Qrders
Client Search
Client Merge

Client Call-in | Reset |

Job Search

SEIN (for testing) |

Zip pnnan | - | nnnn

Sdlect the name of a specific employer and click the Sear ch button.

Results
Related Links: Search Employer
Your search returned 3 results. Click on the company name to go to the

Employer Details. If the company you are searching for is not in the results click

Return to Workload .
&SRO on the "Micro202" button at the bottom of the page to view more employers.

My Cases

- . SEIN (for

Lompany Name ity =
Ny Follow-Up + Company Name Ci Zip Tach Status
Iy Employers
My Job Orders | EAGLE CREEK WICHITA 342767 Approved
Client Search CORPORATION
Client Merge EEK Corporation Lawrence 66049 666666 Approved
Client Call-in
Job Search Middlecreek Corporation Peabody 6608566 203093 Approved
Employer Search
Disability Resources
Resume Search -, S —— -

New Search | Cancel

Group Activity

Choose the employer for whom you were searching by clicking on the employer name.
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Add Preferred Employer

America’s Job Link Aliance

Add Preferred Employer for Chevy Chase. Click the save button to save changes.

Date 06/18/2008

Staff Name Patrick Pritchard

My Cases | Office Kansas Depa¢ment of Commerce
Employer Name EEK Corporation

My Follow-U

AR Employer Address 4213 Wheat State

My Employers Lawrence, KS 66049

My Job Orders O*NET-SOC | | ‘ ONET Lookup

Client Search .

Client Merge Notes
(1500 character max.)

Return to Workload

Client Call-n

Job Search
Employer Search
Disability Resources
Resume Search
Group Activity
Account Info

Self Senvice Tracker
Reporing

Edit Password

Self Referrals

User Lookup

WARN Listings
Provider Search

Return to List | Save | | Reset |

The staff person’s name and office display. Select a specific ONET code for the type of job the
job seeker wants and click the ONET L ookup button. Click the Save button.

Preferred Employer List

+ Emplover it Occupational Code =
Name Ci Date and Title gE:LD"
Return to Workload
My Cases EEK Corporation Lawrence 06/18/2008 13-1071.01 3101/ks22
Emplovment

My Follow-Up
My Employers
My Job Qrders
Client Search

Interviewers

Client Merge Add A New Preferred Emplo_\[er

Client Call-in
Job Search
Employer Search

heturrl- :I'o {_Zéﬁe_f)eta-i-i;

The name of the employer and occupational title and code will display.

Job Search

Navigation: The Case Manager may conduct a Job Search on behalf of client by utilizing
client’s job objective created in the client’s Work History or on line Job Link Resume. Click on
the Job Search link.
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Objectives
Select which Objective Title to search

Return to Workload Computer Technican Search
Registered Nurse Search

My Cases

My Follow-Up
My Employers
My Job Orders
Clien arch

Select the appropriate objective title and click the Search link to the right of the objectivetitle. If
the client has not created a job objective or entered awork history and declared a job objective,
the Case Manager may want to assist the client in creating a resume and a job objective by
clicking on the Resume link in the Control Panel.

The Set Search Parameters page will appear. Select the appropriate search parameters and click
the Sear ch button. Most recent 25 job orders will display (Cropped screen)

1-82



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User’'s Guide

Sef Search Parametars

Choose the crbana to imit your search. Than dick the "Search’ button to display
the rasuits,

Rellan & Workinad

Classification  Currently s2arching for Reqgisterad Nurses
postons

Eeyword Match:  Select sne Biom helow
[ sy
[ |
™ Exact

Eeywords

* Locations _f]
Wou may salact — Seanth v Ares
mulbipls erénes Mchigon Area
by holding down - Chanuie Ares
the i k. Coloy Ares
Dodge Chy Arna
El Dorado Ares
Emgaria Aréd
Gansen Oy Area ﬂ

Broaden Area? T
Type of Employer Sl sne o helow
& Monbditary
' Mifkary
™ Federal Contractar

Hourly Salary Preferrad  Houly Sean
1f wou enter a satary, jobs
marked with salary Eype
St will ot be neturnsd,
Commarcial Driver's  Select o fat apply
License [ ¢lassa

C class s
M Class

Type of Employment Mo Preference E
Proferrod Shift anF‘M_hmnu 3]

HRequired Education
Yo may select | Mo Educatona! Requirzment
multiple entries  Gome High Sthoot oF less
by holding down  High Scheol Diptamra o Equivalun
the ctrt kay. vacationsl Cenibcats o Cradential
Gome Codege

Health Benefite Mo Preference =l
Wirw Only Disaster [T
Recasery b

Public Transportation I
Accessible

Child Cape Provided T
Wiew Temporary Positions [T
onl

¥
Lical Office Seletl an ofliva :1

|

Statinn Desk
Jub Status Acte =
Employer Mame
Tip code  ponen - [

Job Search Profiles

* Would you like to cave  S8lact ona fiom hedow
this search? & Yas

& Mo
Search MName

Seatch Clead
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Records 1 to 25 of 105

Sort by: Last Updated¥ Title City Max. Sal.

Your search returned 105 potential matches.

1. Account Clerk/license & Records Last Updated: 08/17/2005

City: Manhattan, KS

Order Number: 8076384

Basic Job Information: $11.71 - $11.71, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: No Experience Reguirement
Full-time paosition provides clerical and hookkeeping support for the Riley
County Clerk's office. Starting wage $11.11 per hours with excellent
benefits. Applications are required and can be accessed, along with a job.
description, at www rileycountyks.govfemployment and clicking on the link
at Current Job Listings. For more information e-mail
jdean@rileycountyks.gov or phone (785) 565-6464. Equal Opportunity
Employer.

2. Truck Mechanic Last Updated: 07/28/2005

City: Emporia, K5

Order Number: 80727132

Basic Job Infermation: $0.00 - £0.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: 5 Years 0 Months
We are looking for a truck mechanic including both gasoline and diesel
engine experience. Will repair trucks from brakes to engines. Must have a
valid COL drivers license. Must be at least 21 years old. Starting wage
depends on experience. Shifts may vary to include weekends and nights.
Applications to be completed at Empoaria Workforce Center, 512 Market,
Emporia, K5.

3. District Salesperson Last Updated: 07/14/2009

City: Topeka, K5

Order Number;: 8046392

Basic Job Information: $25,000.00 - $40,000.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: No Experience Requirement
Capper's Insurance, Inc, has an immediate opening for a full-time district
salesperson. We market an extensive line of individual accident, health,
life and annuity products using the foundation of a large, established,
subscriber base of well-respected publications. Our existing customer base
along with personal prospecting, non-subscriber sales calls and referral
selling create an exceptional insurance sales career opportunity, Our
professional sales employees enjoy access to a complete b,

4. Laboratory Technician Last Updated: 07/09,/2009

City: Lenexa, K5

Order Number: 8076232

Basic Job Information: $9.00 - £11.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: No Experience Requirement
Laboratory Technician -- Prep and Fill Department. Preparation of filling
equipment and materials needed to support the final bottling of product.
Filling of final produck. Labeling, marking, sampling of final product to meet
USDA reguirements, General laboratary clean up,

24. Shift Manager Last Updated: 07/07/2005

City: Emporia, KS

Order Number; 8070071

Basic Job Information: $7.00 - £7.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: 0 Years 6 Months
Will work as a Shift Manager supervising employees, cash handling,
waiting on customers, getting drinks and other duties as assigned. This is
a working supervisor position so employee will learn all phases of
restaurant. Will work approzimately 30 hours per week mostly in the
evenings. {4:00pm-close), Days and hours to be arranged with employer,
Emplover needs someone who has flexible hours. (Apply direct).

25. This job order was inactivated. Last Updated: 09/07/2005

Resultspages: 1 2 3 4 5 |Next>>

Modify Search New Search

Current Oklahoma Job Link active job orders that match the client’ s job objective classification
will display.

Case Manager may review the jobs listed and make an appropriate Referral decision, or modify
the search by clicking modify search in the Control Panel.

1-84



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

Job Referrals

Navigation:
The number of staff assisted Job Referrals made on behalf of the client is displayed. Click on the
Job Referrals link to view the Job Referrals and result any outstanding referrals.

Job Referrals

Referrals for Chevy Chase
Click a Job Referral Title to enter referral status information.

Return to Workload

Date of Date to Reprint

My Cases Job Company Referral Report Status Stationdesk Office Delete E:Etir:al
My Follow-Up
Iy Empl i3 = :
EEA Equipment Bayer 04/25/2007 04/26/2007 Not ks22 State Reprint
Wy Job Orders Operator  Construction Hired Admin
Client Search Company, Inc.
etails .
| Truck PROFESSIONAL 11/27/2007 N/A Mot ks22 State Delete Reprint
Driver CARGO entered Admin
+ Userinfo Log yet
Activity Log

Client Merge
Client Call-in Return To Case Details | Return To Job Search Results

Job Search
Employer Search

(Split Screen) Thejob title, company name, date of referral, date to report for interview, status
of Referral, Station Desk, Office, Delete, and Reprint Referral Letter link are displayed. The
case manager may click on job title to update status of Referral.

Placement Qutcome

Plagse sebedct an autcome for this rederrval,

Outcome MNoLYE Placad :J

= Do you wilsh ta Select ane from bl
My Canes mark all other © yas
= referrals tied to this
job order as “Mal Ko
Hired"? Pleass note
that ﬂteljutimlde-rt:lsts
2 1 opening(s) and, so
Clemt Search far, O client{s} have
D been hired.
Fezim= Statinndesk k522
Office Stete Admin

Wzer info Log

Save and Rotum to Relecral List

Retum To Jobh Refermals

The Placement Outcome screen is displayed. The case manager can enter the results of a
Referral by clicking on the drop down menu under Outcomes and selecting Hired, Not Hired,
Refused Job, Failed to Apply, or Not Qualified. The case manager has the option of marking all
other Referrals “Not Hired” by indicating “Yes” to the question, “Do you wish to mark all other
Referralstied to this job order as “Not Hired”? Click the Save and Return to Referral List
button.
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Placement Outcome

Plaase antar the heeeg infarmaban,

* Placement Date 02072005
[Rasripte MM DR TVYY)
" PMlacement Wage £0.00
1* Wage Type Solect ane from baslow
& Hourly
" Annual

Save and Returm to Aelerral Lis

Raturm To JJoh Refermis

If client is Hired, a Placement Outcome screen will appear. Today’s date will appear as
Placement Date and is editable. The case manager will enter placement wage, either annual or
hourly; and wage type, select annual or hourly. Click the Save and Return to Referral List
button.

Job Referrals

Referrals for Chevy Chase
Click a Job Referral Title to enter referral status information.

Return to Workload

Reprint
Date of Date to c .
My Cases Job Company Referral Report Status Stationdesk Office Delete Fll:tftel;rral
My Follow-Up
iy Empl 5 =
Eaial Eaquipment Bayer 04/25/2007 04/26/2007 Not ks22 State Reprint
lly Job Orders Operator Construction Hired Admin
Client Search Company, Inc.
I etalls
i Truck PROFESSIONAL 11/27/2007 N/A Hired ks2z State Reprint
Driver CARGO Admin
+ Userinfo Log
Activity Log
Client Merge :
Client Call-in | Return T_o Case Detail__r. R_etum To Job Search Res_ulu_

Job Search
Employer Search

The status of the job order will reflect the Referral result and the delete link will disappear.
If Referral results have been posted, you may not delete the Referral. Click the Return to Case
Details button.

Job Developments

Navigation:
The number of staff assisted job developments made on behalf of the client display. To view the
job development information Click the Job Developments link.
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Job Developments

Jot Developments tor Fred Flintstone

Dewelopment Interview Intereiew
Campany Date Schediuled Drate Entored By
My Flore- L EEK Comporatipn DE/22/2006 85 O08/23/2006  Patnck
My Eminltynrs Pritchard
My dnp Orders E:m:ﬂ:ﬂuﬂl}_ D4/ 16/2007 Tex |:H'.lli Frenoy Patrick
Community Pritchard

Zliwnt Ssaich m[&ﬂﬂ

Eatum

The name of company, date of job development, whether or not an interview was scheduled,
interview date, and name of the staff person who made the job development is displayed. Click
the Company Name link to access the Employer Details page and click the Job Development link
to view and/or edit the job development information. Click the Return button to return to the
Case Details.

Job Placement

Navigation:
The Job Placement page captures information about a client’s job placements. To add a job
placement, click the Job Placement link.

E Job Placements

Job Placements for Chevy Chase

Return to Workload _
Add Job Placement Return to Case Details

My Cases

My Follow-Up
My Employers
My Job Orders

Click the Add Job Placement button.
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E Job Placement Details for Chevy Chase
b Link,

* Julb Tithe:
* COmpany Nome:

Job Location

Address:
Clhty:
State Kansas 3
Fip:  00000-0000
Phane:  000-000-0000
Email;

Contact Information

Contact Person:
Contact Person’s Joh
Title:

Aidibress:
City:
Shate —OMenNol Listed- _:I
Zip: 000D0-0000
Phame: D00-000-0000
Eniail:

Start Wage and Date

* Start Date:  mmiddirey
[(Eemmpis MM OO/ TYE
* Start Wage:

Start Wage Type: Select one from belovw
& Hourly
 Annual
© other

Start Wage L]
Doscriptar:

End Wage and Date
End Date:  mmiddiery
[Saampia: M™FO0DTIYYE

End Wage;
End Wage Type: SHECt s from balow
& Haurty

0 Annual
i other
£nd Wage Descriptor: L]

Description and Duties of the Joh:
(2000 charaiter mas)

* toumber af Hours Choase an an
ner Week

Explanation of Hours
per Week, If Unable to
Determing

Medical Benefits
(2020 charaztmr max.}

Placement Made Dy: :i
* Casetracker Préchand, Paiick- Slate dmin ksZz =

Save | | Clear | | Cancel

Capynght © TO04-2005 Amenca's Job Lnk &fance | Section 500 Comaliant | Frwacy Poficy | Equal Cpportundy | Brosses Settngs
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Field Name

Valid Entries

Job Title is required

Enter the job title of the job in which the client was placed.

Company name is required

Enter the name of the company in which the client was placed.

Job Locationis not required

Address, phone number and email address may be entered.

Contact Information is not required

The contact person’s name, job title, address, phone number,
and e-mail address may be entered.

Start Date isrequired

Enter the date that the job began (mm/dd/yyyy).

Start Wageisrequired

Enter the starting wage, i.e. 8.00 or 25000

Start Wage Typeis required

Enter the type of wage hourly, annual or other.

Start Wage Descriptor

If wage type if other, enter description of wage.

End Wage and Date is not required

If job ended you may enter the ending wage information and
the description of the job duties.

Hours per week are required

Select the hours worked per week from the drop down menu.
If unable to determine the hours per week, explainin
explanation of hours per week.

Medical Benefits are not required

Y ou may enter any medical benefits that the client received
while employed on the job.

Placement made by is not required

Select the method of placement from the drop down menu.

Casetracker

Name and station desk number of the case manager entering the
placement is pre-filled and editable.

Click the Save button.

Return to Workioad
Title

Ny Follow-Up

Maintenace
Manager

Job Placements

Company Start Date

Add Job Placement

lob Placements for Chevy Chase
Click a Job Placement Title to edit.

End . Desk
Date Office Number

06/18/2008 Topeka ks22

Construction Waorkfarce

Center

Return to Case Details

Thejob title, name of the company, start date, end date (if the job has ended), office, and station
desk number of the staff person entering the placement information display. Click the Return to

Case Detail s button.

1-89




Issued February 26, 2010 Oklahoma Joblink
Servicelink User's Guide

Printable Version

Navigation:
This feature alows you print a hard copy of the universal information section, the program
registration and enrollment sections. Click on the Printable Version link.

See Next Page -
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Print Universal Informatien

Universal Sections

Rl | Workinsd

Saloct all i apply
™ Contact Information

Im Avsrnate Contacts

™ oemographic Information
I Eigibility

I Salf.Servica Services

™ Paner-Provided Services
I Irteragency Beferrals
I Current Enraliments

I Co-Ragisirations

I Employment Histary

I Client Hotas

I™ oo Referrals

™ Job Development

I Job Placement

T EEOQ Notice

WIA (12/14/2008)

Fragram Info Seloct all thad apph'
I ‘wapss
T Erogram Notes

At (Local  Select ol it ajply

Formula} = Ervedment Ints

I Goals and Inkerests
™ =ssrvice and Training
I Employment Plan
I~ Enrofmant Notes
I Mesads and Bariers
™ Contact Info Snapshat
" Demographics Snapshot
™ Engibilty Snapshat

Dislocoted Select ol il ajiply
Worker ™ corcment Infa
{Local
Formula) [ Goals and Inkerests
T service and Training
I” Employmen: Plan
I Envofment Notes
I Mesds and Barviers
I Contact Info Snapshat
™ Demographics Snapshot
I Eigibility Shapshaot

LE (12/14/2008)

Program Info Seloct afl that apply
T ‘Wapes
T Pragram Motes

Juob Service  Select all sl apph'

™ Ercodment Infe
™ Gnals and Irterests
T service and Training
I Emplayman: Plan
I Enrcdment Hobes
I meeds and Barmers
[T Contact info Snapshat
™ Demographics Snagshot
™ Ehgibility Snapshot

Check All Check None Primt Preview

Check the boxes of the sections that you wish to print. If you wish to print all sections, click the
Check All button. Click the Print Preview button to preview the information that you wish to
print. To print the page, use the print function on your browser. Y ou may print information for
each program enrollment (LE, WIA, etc.).
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Online Client Release

Navigation:
Thisfeature dlows the client to grant release of their Service Link information to other agencies
and providers. Click the On-Line Client Release link.

Authorization to Obtain Information

In the course of providing employment assistance, other agencies/onganiz ations may reguire access to your
parsonal information, Mease review and mark all that apply:

P | authorze Bhe Sericelink System bo release andfor provide, on & need-to-snow bags, that mfarmation
witich |s_reasnnah|-f nepessary ba accomplish the goals and objectives Elr_ my employment and raimning e or
self-suffisency plan, unless the release or provision of such information is otherwise prohibited by law or
regulation,

[ suthonze releaze of informabon, &5 abowe, to any of the Seracalink One-Stop partnes programs that are
sarea providars as part of my employment or salf-suffisensy plan. 1 suthorize relesse of mformation, as
abova, to any servica provider from whom [ request addisonal services aver and above those that ars part of
my amplayment ar self-suficenty plan.

| HERERY suthoree relaase of the following information ta the Service Link One-Stop Casa Manageament Syskam,
unless the release or provision of such information i3 otherwise prohibited by law or regulation:

A2 a condition o my authanzation the Service Link System agrees to use the informaton obtained soleby for
purpases authorized by law and regulaton induding, but not limited to, determineng eligibdity for employmsnt
and training programs, devaloping an appropriate emgloyment or self-sufficency plan, and hefpmg me achieva
iy ocougatorsl goals. Thes suthanzation 12 valid far & pernad of thirty-2ix {26) mantha from this date or unid the
dake of ext fram programs and services, whichever = sooner. This authonzanon is valid for the purpose of
abikzining mformation for program parformance raparting and partipant follow-up schvitss related to post-awt
amploymant and armngs, to include wage record information, and for the purpose of obtaining educational
informstion relating to vocabansl pertification for & period nok to excesd sightsan [18) mantd from the dabe of
el from programs and sernces,

Sonal and Rehabilitation Services (SRE) may ﬂIIZI'lIL‘.-E_II'ITOrI'I'IaLIIZII"I regarding my Farfilt"ll.'latll:ll'l i Ecoanvoemic
Empdoyment Support Pragrams (EES) andfor Rehabdibston Services Programs [RS)

Tha Dapartmant of Labar may provide sformation relsted to employer reported wage records, amployar
reported new hirg information, and Unemployment [nsurance Bensfit nformation

The Department of Commarce may provide information regardng my partispaton in Employmant,
Repmployment, and Training programs,

The Deparomeant of Education may provdes my GED test scores and reconds relating to my current 2nd past
education, 35 maintainad by local and state education progerams

Tha Board af Regents may provide my GED test scores and records ralating Lo current and past education, as
mamizsned by members of the Regants system,

Emplowmant information maintained By currenk and past employers.

T %[ U W ™\

A% autharization of approwal verification you must provide your account:

¥ User 1D

* Pasyword

Releass Inds Retinn To Case Detalls
The client may read through the information and check the appropriate box to grant access by

entering their user ID and password and click on the Release | nfo button. Failure to grant the
release of information may disqualify the person from program participation.

Printable Client Release

Navigation:

This feature alows you to print the client release form in hard copy and have the person read and
sign it verifying approval of release of the information. Click the Printable Client Release link.
To print the page use the print function on your browser.
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EEO

Navigation:

Provides the client information on their Equal Opportunity rights and obligations according to
law and instructions on reporting Equal Opportunity complaints. Y ou may have the client read
the statement by clicking on the EEO link and/or print the statement using your print function on
your browser.

Program Reqgistrations and Enrollments

L E Program Registr ations

This section of the Case Details displays information on the programs of registration of the
client.

Program Registrations
Job Service Open - Toneka Workfores Center offics G————

5&T Plan
waorkforee Investment  This client has never been registered in WIa,

Trade Act The client is not eligible for TAS/MAFTA-TAA,

Reemployment Services The client is not eligible for RES.

Unemployment The client is not eligible for UL,

Insurance

SCSERP The client is not eligible for SCSER.
My Cases My Follow-up Client Search

Copyright @ 2001-2005 America's Job Link Alliance | Section 508 Compliant | Privacy Policy | Equal Opportunity | Browser Settings

If the client isregistered in a program, the status of the registration and the office in which the
person was registered will appear to the right of the program name.

Program Registrations

Job Service 08/03/2004 - 06/30/2005 in Atchison Waorkforce <
Center office

workforce Investment  The client is not eligible for Wwia.

Trade Act The client is not eligible for TAAMNAFTA-TAS.
Reemployment The dlient is not eligible for RES.
Services
Unemployrent The dient is not eligible for UL,
Insurance
SCSEP The dient is not eligible for SCSEP.
My Cases My Follow-up Client Search
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Job Service registrants whose enrollment has closed will show the beginning and end dates.

Program Registrations

Job Service Open - State Admin office g
SA&T Plan -
12/17/2003 - 09/30/2004 in Atchison Workforee Center
office
12/31/2002 - 09/30/2003 in Leavenwaorth Waorkforee
Development Center office
05/31/2000 - 06/30/2002 in Leavenworth Workforee

Development Center office

wiorkforce The dient is not eligible for Wia, < ————

Investment Act

Trade Act The client is not eligible for TASNAFTA-TAS,
Reemployment The client is not eligible for RES,
Services
Unemployment 12/14/2003 - 12/13/2004 (locked) in Leavenwaorth
Insurance Workforce Development Center office
SCSEP The client is not eligible for SCSER.

My Cases My Follow-up Client Search

A new Job Service registration will be created with the entry of a program service or Referral.
When a Job Seeker is self registering for Job Service, the auto add enrollment will check to make
sure the selected office has the appropriate security rights for Job Service. Programsin which
the client is not eligible will display. Enrollment start date must be at least 90 days after an exit
end date for aprior enrollment.

To access Program Details click on the link under Program Registration, i.e. Open — State Admin
office.

&S} Home &B Station ks22 g% E. alexander @ Logout E—JB Print

LE Program Details for Eric C Alexander

Program ID 493979

Reassign Office Current Office: State admin
Reassign the office for this particular program
registration.

Wages Enter wage information.

Cutcomes Enter outcome information,

Program Motes There have been no notes entered for this
program.

Enrollment/Eligibility Date  Wiew the enrollment and eligibility dates.

List

Brintable VYersion Select the program sections to print,

LALEAENTOl NSNS . s

Job Service 09/07/2005 - Open

Return to Case Details
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Navigation:
Program ID - Isaprogram registration identification number assigned to each client.
Reassign Officeisalink provided to Directors only to change the office assignment of clients

when requested by local centers and out-of-state registrants who were initialy assigned to the
E&T Admin office.

Wagesisalink that provides wage information received from Ul wage records for four quarters
prior to participation and any supplemental wages reported.

'&&?\B Horme &B Station ks22 g% E. alexander @ Logout E—‘a Print
Prior to Participation
wages for Eric C Alexander

PO TEE WAGESE . e s

UI Wages are not present in this guarter,

Supplemental wages are not present in this quarter.

Second Quarter Wages

UI Wages are not present in this quarter,

Supplemental wages are not present in this quarter.

Third Quarter Wages

UI Wages are not present in this quarter.

Supplemental wages are not present in this quarter.

Fourth Quarter Wages

UI Wages are not present in this quarter.

Supplemental wages are hot present in this quarter.

Add Return To Program Details

Click the Add button to add supplemental wages.
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{’g} Home L:-‘P)‘B Station ks22 g?& E. filexander @ Logout t}a Print

Supplemental Wage Information

* Employed in quarter |1 v|

* Employer:

* Company City:

* Company state: i--Otherer Listed— v|

Source nf| v|
supplemental data(if
wage records not

found)
* Total Eargzgls‘tzl:' | 0000
Uset A Loy Save Clear Changes Cancel
Instructions for Completion:
Field Name Valid Entries
Employed in quarter isrequired Indicate the quarter reporting wages.
Employer nameis required Indicate the Employer who paid wages to the client.
Company City is required Enter the city location of the Employer.
Company Stateisrequired Enter the state from the drop down menu where the
Employer islocated.
Source of supplemental data Indicate the source of the supplemental wage
information from the drop down menu.
Totd earnings for quarter isrequired Enter total wage earnings for the quarter.
Click the Save button.

Click the Return to Program Details button.
Outcomes - See WIA Registrations

Program Notesisalink to allow staff to enter program registration notes on the client.

ﬂ} Home 3%3 Station ks22 & E. alerxander @ Logout E_.B Print

Notes

Add Motes for Eric Alexander,

Date 09/07/2005
Staff Name Patrick Pritchard
Agency AJLA
* Notes
(2500 character max.)
[Save | [Reset | | Return Program Details

Today’ s date, the name of the staff person entering the note and the agency are displayed. Notes
entered are viewable by all staff with accessto LE registrations. Click the Save button.
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éﬁ} Home % Station ks22 g 1. Alexander Logout EB Print

Case MNotes for Jason Alexander

Notes There are no notes entered for this

enrallment, This enroliment is closed and new
notes cannot be added to closed enroliments.

-REtlI[Il -P[‘J gram Ijela iiS

If the program enrollment is closed, you may not enter program notes on a closed enrollment.

Enrollment/Eligibility Date List isalink to view the client’s éligibility, enrollment, and
participation dates.

Job Service

Website Registration Date: 05/10/2005
Program Enrollment Date: 06/18/2008

Return to Workload

Enrollment Eligibility Date Enrollment Date Participation Date
My Cases [
My Follow-Up Job Service 05/10/2005 06/18/2008 06/18/2008
Iy Employers |
My Job Orders

Client Search | Return to Program Details

Click the Return to Program Details button.

Printable Version isalink that allows printing of program registration and enrollment
information.
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Print Programs

Sections

Felien Lo Workinad

Sealoct Ml hal apply
I Exit

I© wages

T Outcomes

™ Program Notes

T Ervolment/Eligibility Dats List
T EED Motics

Job Service

Select ol il apply
[T Enrcimant Info

I Goals and Interests

™ Service and Training

I employment Plan

M Ervolment Hotes

[T tieads and Bemers

I Contact Info Snapshok
Im Demographics Snapshot
I~ engibility Snapshot

Chack All Check :N-n- FPrint Proview

Check the boxes of the sections that you wish to print. If you wish to print all sections, click the
Check All button. Click the Print Preview button to preview the information that you wish to
print. To print the page, use the print function on your browser.

S& T Plan

Navigation:
Y ou may record LE servicesto the client by clicking on the S& T Plan link under Program
Registration.

Job Service Open - TopAka Warkforce Center office

58T Plan
workforee Investment hicclier® has never heen registered in Wia,
act

Trade Act The client is not eligible for TAA/NAFTA-TAA,
Reemployment The client is not eligible for RES,
Services
Unemployment The client is not eligible far UI.
Insurance
SCSEP The client is not eligible for SCSEP.
My Cases ‘ | My Follow-up | ‘ Client Search
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Service/Training Plan for Anne Hollis

Service Type  Provider Budget  Payments  Stotus Completed

Rkt e Vesiinag Assessment  ALA Ho Mo Completed 05/22/2007
Intervinw Budpets  Payments
dssassment AlLA o Ha Complated 05/22/2007
Coungeling Budgets  Payments
Asspssment ARLA Ho Ha Completed 05/22/2007
et ation Budgsts  Payments

Plagze chok the add Service button to 3dd a new sarvess or traeng, Click the
Sarvipss Quack Entry butbon to add a new compdsted sarvice, Click the Call-in
button to generate a call-én notice ba the dient, Clid: the Service Type ink to

wigw et details for exlsting services.

Survices Ouick Emtry Add Servica Enrofimani Natalls

Callin

O Saarth

Navigation:

Previous services provided during the current registration period are listed by service type,
service provider, status, and date if service completed. To add a service click the Add Service or
the Services Quick Entry button.

Services Quick Entry

See next page -
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ﬂ Hame ﬁ'ﬁ Statian k22 {g C. Chase a Logout L‘a PHAE

Services Quick Entry for Chavy Chase

Enter only completed services an this page, The services enterad here will
appear on the Service and Traineg Plan.

Service 1

Service Type Seletione :I

Date Completod 002005
[Essrigie MMIGD YT

Office O - Stale Admin
Station Desk ksl
Staff Mame  Patick Pritchard
Agency  Staie Bomin

Sarvice 2;
Servlee Type Seltione ‘:I
Date Completed 0082005
(T T Ty G '
Office O~ Slale Admin B

Gtation Desk ksi)
Staff Mame Patck Priichard
Agency Shh_!.wrnn

Service 3:

Service Type Sebart ong

Doate Completed 002005
[Rabrapio. MMATEVYE

Office ©- Slate Admin a
Statiem Desk w32 |
Stall fame Patick Prifchiard

Agency Stale Admin

Servica 4:
Service Typa Seiectone 3
Date Complated ORTR2005
[Panragia MM DS FOVVV]
Office 0- Sals Admin ‘ﬂ

Station Desk k=22
Stalf Mathe  Patick Prichard
Rgency Stae Asin

Service 5:
Service Type E_I'i-u:m ,ﬂ
Date Complated 00022005
[Ramrpia MM DD YV
Office 0- Btate Admin _"i

Statlon Desk  ks22
Staff Wame  Patilck Prichand
Agency Stade Admin

Save | | Heset Retum o Sedvice and Training Plan

Copynght § Z001-200% Amenca’s Jab Lnk Afiance | Sechon 500 Comaliant | Privacy Poficy | Egual Opportunsty | Browsers Settngs
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Select the LE service type from the drop down menu. Date completed, office, station desk
number, staff person’s name entering the service, and agency are pre-filled and editable. Click
the Save button.

Add Service
Service entered into the Service and Training Plan format.

Saryice Detalls for Krista abeall

Toindicate that this servies was provided by your offica, leave the Provider Name
field blank, To searth for 3 provider's contact informaton, dick one of the Providers
buttons bolow befare filing out tha mst of the farm

Rl Lo Workinad

Search Providers

My Cages Training Providers
Ty Fiode
My Emiployara Sendloe Provdders
' o
* servlce Type Seisct ne _ﬂ
OFNET-50C OMET Lookup
;s cie CIP Lewhup
ohank MHIgF_. " Status _'J
Chinnl Callin Total Cost 0
i Provider fName
Provider Addressi
Provider Address2
Provider City
Provider State Select One =
Provider Iip  papni - nARA

Provider Phone | nnn-nrtennnn
Provider Fax nnn-nin-nnnn

EsL Start Date mmiddsesy
Iermmibe HM DO TYVY]

Est. End Date  mmiddassys
[Enamphe: FF DO F Y]

Actunl Start Date  mmiddisyy

Enamphe MM DO/ YY)

Actual End Date | reidosseyy

THmwmphe F UG T

Office 101 - Topeks Workforee Centar :!

Station Desk ksl

Add | Pesel Bepin e Flan

Instructions for Completion:

Field Name Valid Entries

Service Typeis required Select the type of service from the drop down menu.

O*NET-SOC isrequired for training services. Lookup and enter the ONET codeif you are entering
atraining service only.

CIP codeisrequired for training services. Lookup and enter the CIP code if you are entering
training service only.

Statusis required. Select the status of the service from the drop down
menu.

Totd Cost isnot required. If thereis atraining cost or cost for the service enter
the amount here.

Provider name, address, phone and fax number If your officeisthe provider leave blank.
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Field Name

Valid Entries

If not, click the Training Provider or Service Provider
button at the top of the page to find the provider
contact information.

Estimated Start Date is required

Y ou must enter an estimated start date
(mm/dd/yyyy).

Estimated End Dateis required

Y ou must enter an estimated end date (mm/dd/yyyy).

Actua Start Date

If the service or training has been scheduled or
completed you must enter a date (mm/dd/yyyy).

Cannot be adate in the future.

Actua End Date

If the service or training has been scheduled,
completed, exited without completing, or

(mm/ddlyyyy).
Cannot be adate in the future.

Office and Station Desk Number

Are pre-filled and may be edited.

Click the Add button.

L E Enrollments

Program D
Reassign Office

Wages
Outcomes

Program Motes

Enroliment/Eligibility Date
List

Printable Version

LE Enrollments

Job Service

Return to Case Details

iﬁ} Home "-‘_‘IB Station ks22 & E. alexander @ Logout E_‘a Print

LE Program Details for Eric C Alexander

493979

Current Office; State Admin
Reassign the office for this particular program
registration,

Enter wage information.
Enter outcome information.

There have been no notes entered for this
program.
wiew the enrollment and eligibility dates.

Select the program sections to print.

09/07/2005 - Open <
<

Click the LE Job Service enrollment date to access the client’s Enrollment Detail s page.
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mmmuﬂlml

Fetimn Lo Werkinad

LE Job Service Enrollment Details for Krista Abel|

Click on the appropnate link to add, view, or edit the information. You will be
restricted bo informaton basad on your priviegs level

Enrolimant [ el
Encgliment Infg Enralled: DE/18/2008.
EEQ Motipe Hone
Enmars. Pabreck Pritchard
Cayebrater ponbchard@aila net

Phane: (785) 296-5034
Enroflad By: Pabrack Pritchard
Goagls and Mo goats have baen entered
Irkgrests
Educational Granks Mo grants have besn antered,
gervice and 2 sarvites have baan entered.
TIraining Plan
Schadule 3 Service  Add @ stheduled service gap sothe dient 5 not soft
Gap exited.

7 Employment Plan ~ Employment plan detads for this enroliment.
Enrpfimant Hobes MNokas have not besn enterad,
Meeds and Bamers Mo Maads And Bamiers

604 5. Maple Sx,,
w Douglass, ks 67039,

31674500380,
Demoaraphics Wiew the clients demographics information at the Bme of
Snag=hpt enrollment.

This client's eligisdity has not been datarmined. Pleasa
chack the Demographics information.

Eontabls vergion Salact the anrallmant sections to prnk,
EEC Printable Prnt tha EED robficsten,
Warsion

Reetin to Program Detakls

Enrollment 1D - Is the program enroll ment identification number assigned to the client.

Enrollment Information

&5 Hame m Statan ka2 3 C. Chasn ﬁ Logout

Léj Print

LE Job Service Enrollment

Edit Enroliment for Chevy Chase,

Start Date 07/21/200%5
Exlt Date Yoo may not snter an extdate for LE or RES
Enrciimants
Inactivation Date for meddhsyy

Job Matching
[Ranrapis. MM DS V]

Rt bo oo sd

Inactivato for Jub Matching Roturm

M-z iire

Enrollment Start date is displayed. No Exit Date can be entered for labor exchange or re-
employment services. If you want to inactivate this client for Job Matching enter the date of
inactivation (mm/dd/yyyy) and click the I nactivate for Job Matching button. If aclientis
‘Hired’ in a Full-Time Permanent job, the client will be automaticaly inactivated from job
matching on the date of placement.
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& Hame H'g Statan ka2 a C. Chasn a Logout i:-.'-‘-j Print

LE Job Service Enrollment

Edit Enrollment for Cheyy Chase,

Start Date 0O7F,/21,/2005
Exlt Date ‘fou may not enter an et date fior LE or RES
Enrolimants
Inactivation Date for Job  O3/08/2005
Matching

Reactivats far Job Maiching Raturn

If you wish to reactivate the client for job matching, click the Reactivate for Job M atching
button.

EEO Notice - Displays the date the client verified that they had read the EEO statement.

Primary Casetracker

Primary Casetracker

* Primary Casetracker Please Selac A Primary Casevacker :l

Submit Haturn

My Cases

The primary casetracker will be the staff person who registered and enrolled the client in an
program. If the client self registered, you may assign a primary casetracker from the drop down
menu. The case tracker’s phone number and email address will display. Click the Submit
button.

Enrolled By: Displaysthe name of the staff person who enrolled the client in a program, unless
the client was self registered.

Goalsand Interests- You may add, edit or view the client’s Goals and Interests. Click on the
Goals and Interest link.

Goals
e
Goals for Krista Abell

Return to Workload
Mo Goals have been entered.

My Cases
My Follow-Up

My Employers Add New Goal Return to Enrellment Details

My Job Orders
Clien
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Click the Add New Goal button.
&5 Home @ Staban ka2 a C. Chasa @ Logout E..ij Print

Add Goal

Goal for Chewy Chasa
Pt o ionidosd * Date Set 072005
[lasapin. MMSBRIVYE
= Goal Type Please select a Goal Type il

Drscription
[ 2S00 charwbes s, |

* Grptus Please zalect the stalus :|

Planned Date of  mmiddyyy
Alttainment:
[Eaarapia: MMIDD VYT

Date Attoined:  mmiddbyry
[Ramrpta MM DD TYVY ]

Sawe Goal List

Date Set is pre-filled with today’ s date and may be edited. Select Goa Type from the drop down
menu. Y ou may enter a description of the goal. You must select goal status. If the goa is not
attained indicate planned date of attainment. If the goal has been attained enter the date of
attainment. Click the Save button.

Goals

Goals for Krista Abell
Return to Workload

Goal Type Date Set Status Date Attained
My Cases | i
My Follow-Up | Basic Skills 06/18/2008 Set but attainment pending Pending
My Employers
My Job Orders

Client Search | Add New Goal | | Return to Enrollment Details
= Is

Goal type, Date Set, Status, and Date Attained will display. To edit Goals, click on the Goal
Typelink, or you may delete the goal by clicking the Delete Goal button.

If you wish to enter aclient’ sinterests, click the Interest link.

Interests

Interests for Krista Abell

Return to Workload
Mo interests have been entered.

My Cases
My Follow-Up

My Employers Add Interest Return to Enroliment Details

My Job Orders
Clier arch
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Click the Add I nterest button.

Interest

Interests for Krista Abell

Return to Workload

* Description
(2500 character max.)

My Cases | Interest in arc welding

My Follow-Up
My Employers
My Job Orders
Client Search

Return to Enrollment Details

Interests for Krista Abell

Return to Workload
Interest in arc welding.

My Cases

My Follow-Up

My Employers

My Job Orders
(=1l drch

Edit Interest Return to Enrollment Details

A description of the interest will display. To edit Interest, click on the Edit Interest button.
Click the Return to Enrollment Details button.

Educational Grants- See WIA Enrollments

Service and Training Plan - See the section on LE Program Registrations— S& T Plan.

Schedule a Service Gap

Entry of a“Gap in Service” must be done in compliance with State and Federal policy.
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e&} Hame qm Staban ka2 a C. Chasa a Logout :-ij Print

Schedule Gap In Services for Chevy Chasa

Arnexics Job Link Aloncs

= Gap Start Date:  movddhyy

[Enarapie MM GV
PRt bo Wioidoad * Lo End Date:  mmiddbeyy
[Esnrpla MM DO ITIYY
' Rpason:
(180 chasactar mas}
=
llinnt Seamch
M-z iire )
Lsar fevtn L * Office 0-Elale sdmin _.:I
A Lo

* Statlom Desk ks22

Submif
Jiuk GEari

Emplcymr SEanrch

If you need to schedule a gap in service for a client to prevent a soft exit enter the gap start and
end dates (mm/dd/yyyy), the reason for the gap in service, and select the appropriate office from
the drop down menu. The station desk number is pre-filled and can be edited. Click the Submit
button.

&!} Hame q'@ Statan ka2 \'-a C. Chasn a Logout E_‘.d Print

Schedule Gap In Services

Armencas Job Link Alionce
ou hawe swecessully modified the service gap for this dient.

Richarn to Yoridosd Rsbian 1o Enralioet Datsile

Y ou will see a message display indicating the gap has been scheduled successfully.
The start and end dates of the scheduled gap in service will display on the enrollment details
page. Click the Return to Enrollment Details button.
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WIA Adult (Local Formula) Enrollment Details for Chevy

Chase

Click on the appropriate link to add, view, or edit the information. You will be
restricted to information based on your privilege level.

Return to Workioad
Enrollment ID 2963512
My Cases Enrollment Info Enrolled: 12/14/20086.
My Follow-Up EEO Notice MNone
My Employers Primary Patrick Pritchard
My Job Orders Casetracker ppritchard@aila.net
Phone: (785) 206-5034
Client Search 2 3
- wara Enrolled By: Patrick Pritchard
L e Testing View the client's information about testing related to this
Information enrollment.
+ U=erinfo Log i add ch ch
. Mailing ress evy Chase
s Y] 1200 W 83rd
Client Merge Topeka ,KS 66606
Client Call-in 7852965034
Job Search
Emploler Seach Fnotzlrsesgd Mo goals have been entered.

Disability Resources
Resume Search
Group Activity
Account Info

Sell Senvice Tracker
Reporting

Educational Grants

Service and

No grants have been entered.
2 services have been entered.

Schedule a Service
Gap

Closed 10/22/2007 - 10/22/2007
Add a scheduled service gap so the client is not soft
axited.

Edit Password
Self Referrals

Emplovment Plan

Enrollment Notes

Employment plan details for this enrollment.
MNotes have not been entered.

If you close the Scheduled Service Gap manually prior to the scheduled end date of the gap or by
the addition of a service, the Service Gap will display the start and end date of the gap with the
notation of Closed.

If the client had not returned prior to the Scheduled Gap End Date and the Scheduled Service
Gap isautomatically closed the notation will display as Completed rather than Closed.

Employment Plan

The staff person may enter an employment plan for the client in the text box for each of the areas
below. Click the Save button when compl eted.

Y ou may print the employment plan by clicking the Print button, and then use the browser print
button to print the page.
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Ak Home Station ks22 ¥ C. Chase Logout
o &3 8 %

Print

Employment Plan

Employment Plan for Chevy Chase.

Occupational Assessment and Career Research
(2500 character max.)

Justification for Employment Goal
(2500 character ma.)

Justification for Vocational Goal
(2500 character max.)

Client Strengths
(2500 character max.)

Plan for Overcoming Identified Barriers
(2500 character ma.)

Assistive Technology Needs for Achieving Goals
(2500 character mat.)

Client Responsibilities and Agency Responsibilities
(2500 character ma.)

Economic Need Statement and Planning
(2500 character mat.)

Required Supportive Services During Active Participation
(2300 character max.)
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Post Employment Needs
(2500 character max.)

Client Involvement Statement
(2500 character max.)

Client Progress Review
(2500 character mat.)

Additional Notes
(2500 character max.)

|Save| | Delete | ‘Clear‘ | Change Layout |

Y ou may change the layout of the employment plan by clicking on the Change L ayout button
and select those sections that you wish to view and use in the employment plan. Click the View
Sections button. Complete the sections and click the Save button.

ﬁ Employment Plan Sactions
Amencas Job

Satact the Employment Plan sedvons to view.

Retien o Woerkins ‘Salect sl that apply

Oecupabanal Assessment and
Carear Research

Justification for Employment Goal
Justification for Yocahons Gosl
Client Strengths

Blan for Overcoming [dentifiad
Barmigrs

Assistve Tednology Needs for
achigwng Gosts

Client Besponsibilities and Agancy
Fesponsibilities

Ecaonomic Need Stamsmsnt and
Planning

Fured Supportive Serices During
Achwe Participation

Post Employmant Nepds

Client Trvolvameant Statement
Client Progress Reviaw

Adidional Nobes

i i e s O O e s [ A (e @ |

Vigw Sections | Check Al Check Hona

Retuin To Enrollment Detalls
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Enrollment Notes

&5 Hame m Staban ka2 a C. Chasa @ Logout E..ij Print

Notes
&3 Notes for Chevy Chase,
Rt o Wiotidnad Date 09/08,/2005
Staff Name Patack Pritchard
Agency Al
* Notes
[ #3500 rharactsr max}
|
=
Savn Reset Ratisrn Enrollment Doialls

Joe GEarel)

Y ou may enter notes regarding the client’s enrollment. The date, staff name and agency are pre-
filled and not editable. Notes can be viewed by staff that have access to the client’s program of
enroliment. Click the Save button.

éﬁ} Home % Station ks22 g 1. Alexander @ Logout Eﬁ Print

Case Motes for Jason Alexander

Notes There are no notes entered for this

enrallment. This enroliment is cosed and new
notes cannot be added to closed enrollments,

Return Enrollment Details

If the enrollment is closed, you may not enter enrollment notes.
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Needs and Barriers

Heeds and Barriers

Related Links: desds and Barriers Wotes

Heeds and Barners for Knsta Sbel

Defcient o basic kteracy skills Mok
enterad
Limebad English Language Broficiency Nk
erterad
LEF Primary Language
LEP Primary Languzgs (1f Other selectad abova)
School dropout Mat
ertEred
Runaway Mok
artarad
Pragnant ook
enterad
Parenmng Tean ot
anterad
Cffender Mot
entered
Fequires addibonal assistance to camplete an aducational ot
DrOgrEm arterad
Amguires additional assistancs to secure and hold amploymant Kot
entered
Poae Waork History oF Prospects ok
entarad
Substance Abuse =4
entered
Oider Warker Mok
ertarad
Child Carm Mot
eritered
Transpartaon Mok
erterad
¥outh wha is unemplored or underemployed at registration
entared
Previously in the Foster Care Syshem Nokt
entarad
Cultural, sacial or geographic isolaton ot
entared
oeher zonal barriers not sready indicatad Mot
enterad

Cher sooal barrier, if yes salecded on previous guestion

Retumm 1o Emallmaont Datails

Y ou may view the client’ s needs and barriers. Y ou may add notes regarding needs and barriers
by clicking the Needs and Barriers Notes link.
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Needs and Barriers Notes
e

Needs and Barriers Notes for Krista Abell

Return to Workload .
Mo notes found for Needs and Barriers.

My Cases

My Follow-Up | AddaNote | | Return to Enrollment Details
Iy Employers

My Job Orders

Click the Add a Note button.

Notes

Meeds and Barmers Mobes for Fred Fintstone

Redisn b Veoikiosd * potes
{2590 character mae.}

Save | | Ressl Ruturn

Enter the notes regarding client’s needs and barriers to employment and click the Save button.

Contact Snapshot

& Home m Sration ks22 g F. Fhntstone @ Logout E..ij Print

Contact Snapshot

Contact Mame Friad Flirtstansa
Address 1209 S Topeka
City, State Tip Topaka, K5 66612
Phone 1 TES-2R6-5034
Phang 2

Fax

E-Mail poritonard@aia. net

Web Site Address

Ratum to Enrollmeent Datalls

You may view the client’s contact information that was entered at the time of registration and
enrollment.

Demogr aphic Snapshot - You may view the client’s demographic information at the time of
enrollment. Updating the snapshot could affect the client’ s éligibility for other programs.
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Demogra hic Snapshot for Job Service enrollment
WARNING: Updating the Demographic Snapshot could affect eligibility and could
result In disallowed costs for previously provided services,

Eligibikey Date 05/10/2005  Edit

AraafCounty of Resdance Butimr

AraafCounty of Resdencs type Mot Entered

arazfCounty of Sarvice Butler

EES Cliant [ Mot Enbarad

Other Agancy Chent [D Mot Enbared

Persanal

Sacial Security Number 914453913  Edit

Date of Bath 02/18/1985

Race Whita or
Caucatian

Gender Frmale

Are you a snge, separated, divorced o widowed individual with primary responsibity for Mo
ona or mare dependents under the age 187

Number Ir Farnily

Individiual with Disability (For this guestion, disability means, & physical o mental No

impairment that substantally imsits one or mare of the major life achivibes of an ndvidusl.)

Catagory of Cesabikty M

Education Sratus ::ﬂ‘;d"qﬂ'-

ost High

school

Highest Grade Complated High School
Graduate

Hava yau sefved on Adive Duty with the Armed Foress of the Linked Skabes? Ho

Veteran Information

fre you the spouse of any serson who died on acove military duty or of & miltary servce-  Ho Edit
connected disabdicy?

Are you the spousa of any mambar of the & med Foroas serving on active duty who atthe  NA
e of this registrabion has been in arty ane or mare of the fallowsng categones far more
than 90 days:

arg you the spousa of any person wha has a bata! disability permanent in natura resulting Mo
from a miitary service-connected disability?

Ara you the spouse of a veteran who ded while diagnosed with a total dsabdity Mo
permanent in nabure reswng frem a military service-monmeced disability?
Arg you the-spouse of 2 military serncy membsr of the armed forees who is recewing No

transitional services pror to retirmment or discharga from miitary service?

Migrant Worker

o you baligye that you are a Seasonal Farmworker/Migrant after reading the defintions® Mo Edit

Employment Status

Emplayment skatus Employed  Edit
Mumiber of weeks not emploved (at tme of registraton) during the prior 26 weeks M
Interstate Worker Live in a1l

and fooking

for wark in

AL,
Cltizenship
Ciizenshp e, Cozen  Edit

Dislocated Worker

Have you been laid off or recsived a notica of lavoff from your employer a5 a result of 3 No Edit
radiction = the emplayer's workforos ar recarved a notice of termination from your

amnlauar?
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EnpayE

Have you been laid off or recaived a notice of layoff from your emplover a5 a result of 2 Mo
permanent casing or major layaff>

Ara you employed by mdugnrm has mede a general annauncement that tha Ne
busress will dose within 180 days?

Ara you emplsyed By 3n employer who has mate 3 general annauncemant Bat the Ho

busmass will dose, without naming 3 spacific date?

Ware you self-smployed and are now unemployed due to general sconomic condions ora Mo
nabural disaster in ¥our communite?

Ara you a dispiaced homemaker? & displaced homemaker 15 an ndvidual who was Mo

dapandent on support from & family member whoss support is no longer available, is

unamployed or underemgloved, and is having difficulty finding a job or fnding a good job,

Are you unemployed 84 8 result of miitary closures or reslignments® Mo

are you unemcioyed dus to multiple fzyoffs ina single local community, ssgnificanthy Mo

increasing the total number of unemployed workers?

Are you unemployed dus to emergendes or nstural disastars which have been decared ho

ahglma for public 355/stansa by the Feders Emargency Management Agency (FEMA)T

Starewida 15% Program ID M

SCSEP

SCEEP Infarmation ot Enbered  Agdd
Alternative Trade Adjustment Assistance (ATAA)

ATAA Information Mot Enbered  Add

Low Income

Receives ar is & mamber of a family that recerves cash paypmants undar a fadaral, state, or Mot Entered. Edit
lacal incomre bssed public s52istance program

Received an income, of s a member of a family that recaived a total family income for the Mot anbsrad

=1 month period pror to applcation for the program invalved that, in relation to family size,

doms not exceed the povarty fina

Racelved an income, or iz 4 member of & Family that received a total family income, far the Net anberad
s month period prioe to appkeation for the program invalved that, in relation to family size,

does not exceed 70 percent af the [ower living standard income leval {LLSIL] for an

aquivalent perod

fermbar of & htwsehold that raceivas, o hag been determmed within the sic month persd Mot enberad
prior to agphcation for the progeam involved to be eligibée to recerve, food stamps

Homeless ndividual Mot anbarsd
Currently In Hee Foster Child program Mot anbered
Disahled and own income maats the incoems requirements of 3 parocpant who receivas Mot anbared

cash paymants under fadaral, state, or local mcome based public assistanca programs

Digabled & own incoma i at the pavierty line for 5 Six month panad prior to spplicstion for Not anbered
the program wwolved regardiess of whether thes famdy does not mest this income

requarsment

within the five percent of youth Dirtlupints sarved by youth programs in @ loca!'area who Mot antered
da not rmeet the ncame erterion for eligitke youth

Public Assistance Information

Supplamertal Secunty Income (5510 Mot entered  Edit
TANF Racipisnt Mot enbarsd
Number of Morths on TANFAFDC Cagh Assisbancs Mot Enbarad
Staks or Local Welfare (Genaeral dssistancal Mot enbared
Foid SLamps Mot Brbersd
Subseized hausing Mot ankarsd
Sacial Security D=abilty (SEDI) Mot anbarad
Other Assistance Mot anbered

Meads And Barriars

Deficient in basic ibaracy skifls Mot enbarsd  Edit
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Lenibad English Language Proficency Hot enbared

LEP Primary Language
LEF Primary Languaga (If athar salected above)

School drogout Mot arbensd
Runaway Mot snbansd
Pragrant Met enbared
Pararitng Taan Mot enbered
Offerdar Mot anbared
Poar Waork Hestory or Prospects Mot enbarad
Substanes Ahuse Mot Erbered
Ddar Warker Mot anbersd
Child Care et anbared
Transportabon ot enbarsd
outh who = unemploped or underemplayed at ragistrstion, NGt antansd
Praviously inthe Foster Care System. Mot enksred
Cultural, social or geographic |salation Hot enbered
Other sopal barrers not already indicated Mot entersd

Retuin To Enrablment Detally

Click the Return to Enrollment Details button.

Eligibility Snapshot - Displays information regarding the client’s program eligibility at the time
of current enrollment.

Printable Version

Print Enrollments

Select the enrollment sections to print.

Return to Workload Select all that apply

[] Enrollment Info

My Cases [ Goals and Interests
Ny Follow-Lip [ Service and Training
I

'y Employers O] Grants
My Job Orders
Efisat S [] Employment Plan

1 s [ Enrollment Notes

| [ Needs and Barriers

— Userinfo Log [ cContact Info Snapshot

Aatty:tog [] pemographics Snapshat

Client Merge ligibil h
Client Call-in O Eligibility Snapshot
Job Saarch [] EEC Notice
Employer Search

Check All Check None Print Preview

Disability Resources

To print each item or a combination of items check the box and click the Print Preview button at
the bottom of the page.

If you want to print al items, click the Check All button at the bottom of the page and click
Print Preview. Click on the Print function on your browser to print the information.
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EEO Printable Version

LA iy
,::L\L,. Home \).A_.j Station ks22 C‘_:f‘.‘ C.Chase

Logout ‘L% Print

Enrollment Printable Equal Opportunity Statement

EQUAL OPPORTUNITY IS THE Lawy
It is against the law for this recipient of federal financial assistance to discriminate on the following basis:

s Against any individual in the United States, on the basis of race, color, religion, sex, national origin, age,
disability, political affiliation or belief and;

e Against any beneficiary of programs financially assisted under Title I of the Workforce Investment Act of
1993 (WIA), on the basis of the beneficiary's Citizenship/status as a lawfully admitted immigrant
authorized to work in the United States, or his or her participation in any WIA Title I-financially assisted
program or activity,

The recipient must not discriminate in any of the following areas:

o Deciding who will be admitted, or have access, to any WIa Title Ifinancially assisted program or activity;
s Providing opportunities in, or treating any person with regard to, such a program or activity; or
e Making employment decisions in the administration of, or in connection with, such a program or activity,

The fallowing provisions apply specifically to Employment Service operations conducted by Job Service Offices

e States shall:

o Assure that no individual be excluded from participation in, denied the benefits of, subjected to
discrimination under, or denied employment in the administration or in connection with any services
or activities authorized under the Wagner-Peyser Act in violation of any applicable nondiscrimination
lawe, including laws prohibiting discrimination on the basis of age, race, sex, color, religion, national
origin, disability, political affiliation or belief. all complaints alleging discrimination shall be filed and
processed according to the procedures in the applicable DOL nondiscrimination regulations.

o Assure that discriminatory job orders will not be accepted, except where the stated requirement is
a bona fide occupational qualification (BFOQ).

o Assure that employers' valid affirmative action requests will be accepted and a significant number of
gualified applicants from the target groupis) will be induded to enable the employer to meet its
affirmative action ohligations.

o assure that employment testing programs will comply with all applicable federal regulations

WHAT TO DO IF YOU BELIEVE YOU HAWVE EXPERIEMCED DISCRIMINATION

If you think that you have been suhjected to discrimination under a WIa Title I financially assisted pragram ar
activity, you may file a cormplaint within 180 days from the date of the alleged violation with either:

» The recipient's Equal Opportunity Officer {or the person whom the recipient has designated for this
purpose); ar

s The D\rec‘tnn Civil Rights Center (CRC), U.5. Department of Labor, 200 Constitution Avenue MY, Room M-
4123, Washington, DC 20210,

If you file your complaint with the recipient, you must wait either until the recipient issues a written notice of
Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (CRC),
U.5. Department of Labor, 200 Constitution Avenue MW, Room MN-4123, Washington, DC 20210,

If the recipient does not give you a written Motice of Final Action within 90 days of the day on which you filed
your complaint, you do not have to wait for the recipient to issue that Notice before filing a complaint with CRC,
However, you must file your CRC Complaint within 30 days of the 90-day deadline (in other words, within 120
days after the day on which you filed your complaint with the recipient.)

If the recipient does give you a written Notice of Final Action in your complaint, but you are dissatisfied with the
derision or resolution, you may file a complaint with CRC. You must file your CRC complaint within 30 days of the
date an which you received the Hotice of Final Action.

For Employment Service Activities

The types of complaints (Job Service related complaints) which shall be handled to resolution by the Job Service
complaint system are as follows:

o Complaints against an employer about the spedcific job to which the applicant was referred by Job Service
involving violations of the terms and conditions of the job order or employment-related law (employer-
related complaint)

e Complaints about Ioh Service actions or omissions under 15 regulations (agency-related complaints).
These complaint procedures are not applicable to UT, or WiA complaints. Complaints alleging violations of
UI, or WA regulations should be handled within the procedures set forth in the respective regulations.

If you think that you have been subjected to discrimination under the above conditions, you may file a complaint
within 360 days from the date of the alleged vinlation with either:

Y ou may print the EEO Statement using your browser print function and have the client sign
verifying that they have seen and understand the contents. Click the Return to Enrollment
Details button.
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WIA Reqgistrations and Enrollments

Job Service Open - Toneka Workforce Center office
S&T Plan

workforce Investment  Open - State Admin office —
Ack

58T Plan

Trade Act The client is not eligible for TAANAFTA-TAR,
Reemployment The client is not eligible for RES.
Services
Unemployment The client is not eligible for UL,
Insurance
SCSEP The client is not eligible for SCSEP.

My Cases My Follow-up Client Search

If the client isregistered in a WIA program, the status of the registration and the office in which
the person was registered will appear to the right of the program name. Click the program
registration link.

WIA Enrollments

Adult (Local Formula) 11/20/2003 - Pending<_
Dislocated Worker (Local Mot eligible for Dislocated Worker {Local
Farmula) Formula).

Older Youth (Local Formula) Mot eligible for Qlder Youth {Local Formula),
Younger Youth (Local Formula) Mot eligible for Younger Youth {Local Formula).

Rapid Response Mot eligible for Rapid Response.

Rapid Response Additional Mot eligible for Rapid Response Additional
Assistance Assistance.

Mational Emergency Grant - Mot eligible for Mational Emergency Grant -
k501 k501,

Mational Emeroency Grant - Mot elicible for Mational Emeraency Grant -

Some WIA enrollments are not considered enrolled until approved by the provider’s
administrative unit. The word pending will appear with the date.

Joh Service The client is not eligible for LE.
workforce 10/02/2001 - 04/26/2002 in stchison Waorkforce Center
Investment Act Hi) office ¢
Trade Act The dlient is not eligible for TAS/NAFTA-TAS,
Reemployment The client is not eligible for RES.
Services
Unemployment The client is not eligible for UI,
Insurance
SCSEP The client is not eligible for SCSEP.

My Cases My Follow-up Client Search

Registrants who have exited WIA will show the beginning and ending dates of registration.
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WIA Registrants Program Details

Client CallHin

s WIA Enrollments

Employer Search | Adult (Local Formula) 02/08/2008 - Open

PO e tuios | Dislocated Worker (Local 02/08/2008 - Open

Resume Search Formula)

Group Activity Older Youth (Local Formula) Not eligible for Older Youth (Local Formula).

Accountinfo | Younger Youth (Local Not eligible for Younger Youth {Local Formula).

Self Senice Tracker Formula)

Reporting | Rapid Response Not eligible for Rapid Response.

Edit Fassword Rapid Response Additional Not eligible for Rapid Response Additional

Self Referrals Assistance Assistance.

User Lookup | NMational Emergency Grant - Not eligible for National Emergency Grant -

WARN Listings K501 KS01.

Provider Search National Emergency Grant - Not eligible for National Emergency Grant -
K502 KS02.

Fred Fern | National Emergency Grant - Not eligible for National Emergency Grant -
K803

Bayer Construction Company B - .

Inc National Emergency Grant - Not eligible for National Emergency Grant -

- KS04 KS04.

Agency List
National Emergency Grant - Not eligible for National Emergency Grant -
KS05 KS05.
Adult (Statewide 15%) Not eligible for Adult (Statewide 15%).
Dislocated Worker{Statewide  Not eligible for Dislocated Worker(Statewide
15%) 15%).
Incumbent Worker (Statewide Mot eligible for Incumbent Worker (Statewide
15%) 15%).
Youth (Statewide 15%) Not eligible for Youth (Statewide 15%).

Return to Case Details

After aWIA registrant has been approved, the type of WIA program enrollment will display as
Open. The programsthe client is not eligible for will display aswell. Enrollment Start Dates
must be at least 90 days after the exit end date from a previous enrollment.

Denied Enrollments

Job Service 08/05/2002 - 06/30/2003 in Topeka Workforce Center
office
workforce Investment Heartland Works Denied - 09/08/2005 <

Trade Act The client is not eligible for TAANAFTA-TAA,

Reemployment The client is not eligible for RES,

Services

Unemployment The client is not eligible for UI,

Insurance

SCSEP The dient is not eligible for SCSEP,
My Cases My Follow-up Client Search

Under Program Registrations a program that has denied enroll ments displays the Agency name,
the date it was denied and the word Denied.
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’ZES} Horme % Station ks22 g R. Banks @ Logout E__a Print

Program ID 490252

Reassign Office Current Office: Topeka Waorkforce Center (HWW)
Reassign the office for this particular program
registration.

Exit Questions Program Exit Date: 09/08/2009

Wages Enter wage information.

Qutcomes Enter outcome information,

Denials — < —— View enrollment details for denied
enroliments,

Program Motes There have been no notes entered for this
program.

Enrollment/Eligibility Date List  View the enrollment and eligibility dates.

Printable \Yersion Select the program sections to print,

_WIA Enrollments |

Adult (Local Formula 09/08/2005 - Denied
Dislocated Waorker (Local Mot eligible for Dislocated Worker (Local
Farmula) Formula).

Older Youth (Local Formula) Mot eligible for Older Youth {Local Formula).
Younger Youth {Local Formula) Mot eligible for Younger Youth {Local Formula).

Rapid Response Mot eligible for Rapid Response.
Rapid Response Additional Mot eligible for Rapid Response Additional
Assistance Assistance.

Click Program Details and if any enrollment is denied then thereisalink called Denials.

&S} Home &a Station ks22 8 R.Banks @ Logout E‘a Print

Enrollment Denial Information

staff Enrollment Date Denied Reason
Retutn

Patrick Pritchard  adult 09/08/2005 Mot eligible

| Return |

Click Denialsto see the staff member that denied the enrollment, the enrollment name, the date
of Denia and thereason it was denied. Click the Retur n button.
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Program Details

Navigation:
Program ID - Isaprogram registration identification number assigned to each client.
Reassign Officeisalink provided to State Directors only to change the office assignment of

clients when requested by local centers and out-of-state registrants who were initially assigned to
the E& T Admin office.

Wagesisalink that provides wage information received from Ul wage records for four quarters
prior to participation and any supplemental wages reported. Accessto Ul wagesisrestricted to
authorized staff only.

Prior to Particlpation
Related Links: Prior Dislocation
‘Waopes for Chewy Chass

Relimn e Warkinad

Program Start Date: 127142006

My Cagez
e Lin

My Emiployars First Quarter Wages / Quarter Ending 09/30/2006

My.Jon Qrders

Climnt Seaich Ul Wages are not present in thes quartes.

Supplemental wages are not present n this guarter,

:j :"‘" " “ﬂ‘- Second Quarter Wages / Quarter Ending 06/30/2006
i Al

U1 wages are not presant in thes quartsr,

Supplamantal wages ars not present m this quartar.

Third Quartar Wages [ Quarter Ending 03/31/2006

Ul Wages are nok presant in thes quartss,

Supplemantal wagss are not present in this quarksr,

Frovder Seareh Fourth Quarter Wages / Quarter Ending 12,/31/2005

Chey Chase

Ageniry List

Ul 'Wages are nat presant in 0hes quarss,

Supplemental wages are not present m ths quarter,

Pelal Retuin To Program Datalls

You may click the Add button at the bottom of the page to manually report wages earned and
verified from a source other than Ul wage records. If the clientisa WIA Dislocated Worker the
tab will read Prior Dislocation.
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See the LE Program Registrations section on Wages for instructions on reporting supplemental
wages.

Outcomes

The client must have a program exit date to post outcomes. Record educational and occupational
attainment: i.e. certificate, diploma, etc. Outcome tracking pages are available for all WIA
enrollments including 15%, Rapid Response, NEG, and Rapid Response Additional Assistance.
The same outcome selections are available for Adult and Dislocated Worker participants. This
allows tracking of outcomesfor al WIA participants.

Clients who are soft exits and have a service In-Progress will have their service status reported as
Exited w/o Completing.

Staff may enter Older Y outh information required for the First Quarter by selecting the
appropriate placement information from the drop down menu. Click the Save Button.

Flrst Quarter after Exit
Related Links: Third Quarter after Exit

Dutcomes for Geargi Andrew lames 1]
Retien o Workinad

Admin Men Program Registraton Dete: 02)23/2005
Wy Casas Drabe exited from WA 32232006
My Fosom:Lin
My Emiplmgeis
NTRREQmAR Outcomes For Older Youth
Cllant Szanh
T Dt Oilder Yooth Ploase Ssieci One ﬂ [}
[Er— PMacement
Liep irthEof Infarmation
Aty Log S Clear Changes Remern 1 Pragram Detalls

linnt Margn
CliantCa|l-try
Job Bearth

Empioysr Saann
Cilanbilty Resouscin
Rezume Search
Graup Aty

Staff may indicate the attainment of any recognized educational, occupational certificate,
credential, diploma, or degree for the Third Quarter by checking“Yes'. If “Yes’ enter date of
attainment. Indicate the type of certificate, credential, diploma or degree from the drop down
menu. If individual isan Older Youth, indicate if Older Y outh was active in Third Quarter in
any activitieslisted in the drop down menu. Click the Save button.
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Third Quarter after Exit
Related Links: First Quarter atter Exit

Outcomes for Gearge Andrew lames 1]
Prisgram Registraton Dete: 02722/2005

Date exited from WA 02/23/ 2006

Third Quarter Qutcomes for Adults, Dislocated Workers,
Rapid Response, Raﬂd Fesponse Additional Assistance,
MEG, NAFTA-TAA, TAA, Statewide 15% or Clder Youth

1* Ettalned - Selct ans from below
;lwn%nind © Yag
educationa
accupational ® N9
certificate, credentlal,
diploma, or degree?
Date of Attalnment  mmicdy
il B 0TV
* Type of recogniced PleaseSelec e ,"_'!j
educational,
accupational
certificate, credential,
diplnma, ar degres
received

Third Quarter Outcomes For Older Youth

Was the youth active Flease Seiac Ors :.1 O
I the third guarter B
folloveing the oxit
guaarier in any of tha
follovdng activities

Save Clear Changes Rk b P;rlllilll Details

Staff may enter First Quarter Outcome information for Y ounger Y outh by selecting appropriate
placement information from the drop down menu, or diplomaor GED attainment and the date
attained. Click the Save button.

First Quarter after Exit
. Related Links: Third Quarter after E

America’s Job Link Aliance

Outcomes for Lindsey S Bierig
Return to Workload
Program Registration Date: 02/02/2006

Iy Cases
My Follow-Up Date exited from WIA: 05/20/2006
My Employers
Iy Job Orders
Client Search _Outcomes For Older Youth .
I Is
e Older Youth |F'IeaaeSeIect one _v,| (7]
User info Lot Pldtement
= a Information
Activity Log
Client Merge
Clenic ot HOUECOTNEE. FOr YOURaer YOuth!. ... ooeueeaeees
Job Search
Employer Search Younger Youth | Please Select One V-| (7]
S placement information
Disability Resources
Res Saarch Younger Youth | Please Select One -
esume Searc Diploma or
Group Activity Equivalency
Attainment

Account Info %
Self Senice Tracker Y‘;::r;lg":)'; :r)‘i);f)hm??)t l remiddyyyy
Reporiing GED Attainment Date

Edit Password (MM/DD/YYYY)
(Example: MM/DD/YYYY)

Self Referrals
User Lookup | Save | Clear Changes | | Return to Program Details
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Staff may indicate the younger youth attainment for the Third Quarter of any recognized
educational, occupational certificate, credential, diploma, or degree by checking “Yes’. If “Yes’
enter date of attainment. Indicate the type of certificate, credential, diploma or degree from the
drop down menu. Indicate if the Younger Y outh was active in Third Quarter in any activities
listed in the drop down menu. Click the Save button.

Third Quarter after Exlt
Related Links: First Quarter after Exit

Ontoames for Lindsay 5 Bierig
Program Ragistration Dite: 02002/2005

Date exited from WA 05/20/2008

Third Quarter Youth Attainment of Degree or Cartificate

1% Attainod Select wna fom below
recagnired © Yas
educationa &
occapationn hie
certificate, credontial,
diplomas, or degree?

Drate of Attalnment mmiddhyy

Mhuaimpten M DO TTTY ]

* Type of recognized Please Salec] O =
educational,
ncrupational
certificate, credential,
diploma, or degres
recelved

Third Quarter Qutcomes For Older Youth

Was the youth active Flease SaleciOre :l o
in tha third guarter
Tollovelng the exit
guarter in any of the
followsng activities

Third Quarter Qutcomes For Younger Youth

A SOy

Was the youth active Pleass Salac Ona ﬂ [+
in the third guarter
Tolloveing the exit
guiarter in any of the
fallowing actvities

Save Cleal Changes Rt o Pragram Details

Program Notesisalink to allow staff to enter program registration notes on the client.
= A =0 = = |

lNotes

Add Notes for Eric slexander,

Date 09/07/2005
Staff Name Patrick Pritchard
Agency £ILA
* Notes
(2500 character mas.)
| Save | | Reset | | Return Program Details
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Today’ s date, the name of the staff person entering the note and the agency are displayed. Notes
entered are viewable by all staff with accessto WIA registrations. Click the Save button.

Enrollment/Eligibility Date List isalink to view the client’s éligibility, enrollment, and

participation dates.

Workforce Investment Act

Website Registration Date: 02/08/2006
Program Enrollment Date: 02/02/2006

Return to Workload e o =
. Enrollment E;%::hllltv Er;zllment gg::;cmatlon

My Cases

My Follow-Up

My Emplojers Younger Youth (Local 02/02/2006 02/02/20086 02/13/2006

Formula)

M ob Dedors Youth (Statewide 15% 02/02/2006  02/02/2006 02/13/2006
Client Search outh (Statewide ) /21 o o

| etails

'~ Resume . .

L ning Return to Program Details

Click the Return to Program Details button.

Printable Version isalink that allows printing of program registration and enrollment
information.

See next page:
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Print Programs

Sections

Relisn lo Workinsd
Saloct Ml hal apply

I Exit

Im wages

T Cutcomes

T Frogram Motes

T Encolmaent/Eligibility Date List
T EED Motics

Younger Youth (Local Formula)
Select ol il apply
Enroimant: [nfo
Goals and Interests
Service and Training
Employment Plan
Emrddment Motes
MNoads and Barriers
Caontact Infa Snapshat
Demographica Snapshot
I© Ehgibility Snapshot

A OO0 an

Youth (Statewide 15%)

Searlact ol il apgly
I Ensoliment Enfo

T Goals and Interests

I Service and Training

™ Employment Plan

[T Enrofmant Hotes

T Mesds and Basriers

™ Contact [rfo Snapshat
™ Demographics Snapshot
I~ Engibility Snapshot

Chieck Al Check Nane Pt Preview

Check the boxes of the sections that you wish to print. If you wish to print all sections, click the
Check All button. Click the Print Preview button to preview the information that you wish to
print. To print the page, use the print function on your browser.
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WIA Enrollments

WIA Program Details for Jonl Barmnes

Priosgram 1D 402700
Baazgign Offics Current Office: Lawrence Workforoe Certer
Reluen o wWaorkinsd [FAY : . i

Reassagn the office for this particulss program
registration,

Wagss Enter waps Informaton,

uDETES Enter cutcoms infarmabion.

Prisgeam Hotes Thars have been no notes entered for This
program.

Enrplimant/Eliqibiley Date st Wiew thea enroliment and ebgibility dates,

Prinksble Yergion Belet the program sechons bo print.

WIa Enrollments
Clinné { Adult [Local Formula) A1/05/2004 - CpEN Qu—

Cislocated Worker (Local Mot aligible for Dislocated Worker (Local
Farmule) Farmula].

Cildar Youth (Local Formula) teok aligible for Sidar Youth (Local Formula)
Wounger Youth (Locad Formda) - Mot aligible for Younger Youth (Locsd Formula).

Rapid Response Mot aligible for Rapid Responss,
Rapid Response Addional hot eligible for Rapid ®esponse Additional
Assistanca AssiEtance,

MNational Emangency Grant - Mot eligible for National Emergancy Grant -
K501 K501,
Mational Emargency Grant - Mot eligible for Mational Emergency Grant -
K502 K502
Hational Emargancy Grant - ot eligible for Mational Emargancy Grant -
KSO3 K503
Mational Emargancy Grant - Mot aligible for Mational Emergancy Grant -
KS04 K504,

Mational Emergency Grant - Mot eligible for National Emergency Grant -

KS05 KS05

Al [Stabewide 15%) kot aligible for Adult {Statewide 15%),

Dislocated WorkerStstewsda Mok aligible for Dislocated Worker(Stabewide

15%) 15%),

Imcumbent Worker [Statewide Mot eligibie for Incumbent Worker [Stabewide

15%:) 15%),

Youth (Statewsdes 15%) Mok eligible for Wouth (Statewids 15%).
Raturn in Case Details

Click the WIA enrollment date to access the client’s Enrollment Details page.
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Eligibility Snagpshat

Jornrmuriy

Prntaiie Versign

WIA Dislocated Worker (Local Formula) Enrollment
Diatails for Fred Fintstone

Click on the agpropniate link to 20d, view, o adit the information. You will be
restricted to informaton based on your prvisge leval

Enrgilmant [ 114822
Enroliment [fa Envolled: 03/16/2003.
EEQ Notipe Mone
Ernmary Casatracker  Wicki Romeg
X L
{1B53) 296-2524
Enroilad By: Patrick Pritchard
Testng [rformation Yisw the cdient's smformation sbou testing ralated
this anrollmant.
Maiing Address Fred Finfrock
1305 & Topeka
Topeka K5 66612
TaS2969034
Goals and Inberests Mo gosls have bean entered.
Educational Grants Mo grants have been anterad,
i Trainin: Mo servicas have been enbaned,
Elan
Schedule & Servics add a soheduled sarvice gap so the deent is not soft
Gap axmed,
Employmant Blan Employmant plan details for this anrollment:
Enrclimant hobes MNotns have not been antared,
Heeds and Barmers » Feguires additional assistancs to secwre and hold
amplaymant
Contact [rfg 1309 5 Topeka,
Snapshot Topeka xS 66612,
TE52965034,
mographi igw the clients demographics information at the Gma
Snagzhot af enrcllmant,

WA Adult [Local Formula) W1A Deslocated Worker
{Local Formula)

selact the enmollment sactions to print,

EE2 Printable Mersion  Prnt the EE0 nobificatson,

Ratrn 1o Pragram [etails

Enrollment 1D - Isthe program enroll ment identification number assigned to the client.

Enrollment Information

| ﬁ%} Hame

@ Station ks22 é_g 1. Barnes

@ Logout E‘a Print

WIA Adult (Local Formula) Enrollment

Edit Enroliment for Joni Barnes.

Start Date 11/05/2004

WARMNING: Services are currently open for this individual. You cannot close this
enrollment until all services are ended,

Returnito

| Services & Tr '-r.l-i-ng | i Return to Enrollment Details

Navigation:
Clients cannot be exited with an open service, and youth cannot be exited without goal
attainment or non-attainment. Click the Services & Training button.
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Return to Workload

My Cases

My Follow-Up
Iy Employers
My Job Orders
Client Search

Resume

User Info Log

Activity Log
Client Merge

Click the Service Type of the service that is In Progress and change the Status to Compl eted,

Service/Training Plan for Harris Ford

Service Type Provider Budget Payments Status Completed
General Intensive AJLA Add Mo In- N/A
Services Budget Payments Progress

Click the Call-in button to generate a call-in notice to the client. Click the
Service Type link to view/edit details for existing services.

Return to Exit |

enter an Actual Complete Date and click the Save button.

Return to Workload

My Cases

My Follow-Up
Iy Employers
My Job Orders

Service/Training Plan for Harris Ford

Service Type Provider Budget Payments Status Completed
General AJLA Add No Completed 02/15/2008
Intensive Budget Payments

Services

Click the Call-in button to generate a call-in notice to the client. Click the
Service Type link to view/edit details for existing services.

Client Search

| Return to Exit |
Resume .
User Info Log
Activity Log

Client Merge

WIA Adult (Local Formula) Enrollment

Edit Enrollment for Kyann Isaacs,

Start Date 04/26/2005
Exit Date You may not enter an exit date for this enrollment,
Inactivation Date for I rmerid iy
Job Matching

(Example: MM/ DD/ YYYY)

Adrmin Menu

Inactivate for Joh Matching | [ Return |

Y ou may not enter an Exit Date. Exit dates are automatically generated according to Common
Measures guidelines.
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Navigation: To complete the Exit Questions for a client who has been exited in accordance with
Common Measures you must click the Reporting link under your Control Panel, click WIA
Reports, and then click M anagement Reports. Select the WIA Recently Exited — Officelink,
choose your time frame and click the View button. Y ou will need to click the highlighted
Participant 1D number of the client to access their Case Details page and click on the closed
enrolIment dates under Program Registrations to access their Program Details page.

WIA Program Details for DEREK A GRAHAM

Click on the appropriate link to add, view, or edit the information. You will be
restricted to information based on your privilege level,

Program ID 2482099
Reassign Office Current Office: ACS - Wichita

Reassign the office for this particular program
registration,

Exit Questions Program Exit Date: 12/15/2005

Wages Enter wage information,

Outcomes Enter outcome information.

Program Notes There have been no notes entered for this
program.

Enrullment{EIigih\lity Date List  “iew the enrollment and el\gibil\ty dates.

Printable Yersion Select the program sections to print,

_WIA Enrollments

Adult (Local Formula) Mot eligible for Adult {Lacal Formula).
Dislocated Worker (Local 11/24/2003 - 12/15/2005
Formula)

Clder Youth (Local Formula) Mot eligible for Older Youth (Local Formula).

Y¥aomnar Yoobh {1 aeal Mot alinibla for Yaonnar Yootk (1 acal Formolat

Click the Exit Questions link.

See next page -
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Exit Detall

Exit Diate O4/26/2002

RiElh 1o Werkinad Other reasons far exit  Make Beleftion Balow _ﬂ [ 7]
sl sl Recalled by loyolf employer  Select mng from hetow
Yirs
LOB T
My Emiplimesis * Im-Schonl Status Please Sebect One d
My dob Qe
Cllant S=anth
Upon Exit and Job Placement
et
H " Oocupation Code (O*Met- OMNET titls rof [ound,
Lizstt irvin Lo 500 ) Title
Ectity Log Oocupation Code (0¥ Net- I
= limni Murgn S0C) Yot 2] ONET I..unimp-
Cliant Cali-n Entered training related Select one from lelow
Jobs Search employment & Yas
" Ho
¢ Training did fiot impart b specihic
talents
 Eelationship of employment. to
training cannot be detarmined
e [
L]
EcH Pasawned
i Methods used to determine  Seiect mne from hetow
aed Hafmrals training related & Comparison of the oocupation odes
employment ﬁwﬂtll?ﬂ e traiming activity and
o KD jol
ruu:.h: cour ¢ Comparison of ta i
WikFN Lslings employment with the accupation of
Provider Saarch Training useg an sporognaie
rosswalk
Tenofn Adams  Other aporopriote method
Agenry Lint N
L1
Enterad non-traditional  Select one from helow
omployment & Yes
© Ho
Loa A
L]
Employment type Linsubsadzag _ﬂ 7]
Save Oear Changeas Retum T Pragram Details
Exit Details
Instructionsfor Completion:
Field Name Valid Entries

Other reasons for exit

If exit was due to reasons other than job placement,
select areason from the drop down menu.

Recalled by layoff Employer

If client was recalled to work for an Employer that laid
them off, select “Yes’.

In-School Status

Required response for WIA Y outh

Occupation Code (O*NET-SOC)

If exit isdueto job placement select the occupational
code for the job by clicking the O*NET Lookup button.

Entered Training Related Employment

Select the response that best describes the relationship
of the training to the job placement.

Method used to determine training related

employment

Indicate the method used to determine whether or not
the employment is training related.

Entered non-traditional employment

If the client entered employment that has not
traditionally hirethe client’s gender, select “Yes'.

Employment Type

Select the type of employment from the drop down
menu.

Click the Save button.
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EEO Notice - If the client has verified viewing and reading the EEO statement, the date
of verification will display.

Primary Casetracker

{';5} Hame _"lf?.‘!'_' Statan kel r_% C. Chasn a Logout :-.;'d Print
1 A

Primary Casetracker

* Primary Caselracker Please SaleclAPrimary Casciratker ':I
Rt o Wiotidnad Submit Raturmn

My Danes

The primary casetracker will be the staff person who registered and enrolled the client in an
program. If the client self registered, you may assign a primary casetracker from the drop down
menu. Click the Submit button.

Enrolled By displays the name of the staff person who enrolled the client in a program unless
the client was salf registered.

Testing | nfor mation

English
Related Links: Math

Testing Information for Harris Ford

Return to Workload
No Tests have been entered.

My Cases
My Follow-Up

My Employers
My Job Orders
Client Search

Add New Test Return to Enroliment Details

etails

" Resume

If the client has been assessed for English proficiency, the result may be recorded by clicking the
Add New Test button. If the client has been assessed for Math skills, the results may be
recorded by clicking the Math link.
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Add English Test Information

Test [riformatan for Harmis Ford

Assessment Date 067 &/2000

[ —
Tesl Type Pleaseselectthe Test Type j
IT other in the
previous drop down

please enter the name
of the test

Test Score: Raw
Test Score: Converted

Test Seore: Grade
Lewel
Grade Level Please selegthe Grade Level Equbeatent j
Equivalent
Additional Grade Loyel Please selecl the Grade Luvel informatan :i
Information
Basic Skills Deficlent  Sebect s fom below

© yas

C Na

LO T

Contact Person Patrck Pritchard

Tedting Males

(50 chavacter man]
H
=
S-_wn Raturn to List Ratum o En:nllm_am Dietnlis
giruchan Comjeiny
Aganey Ligl Relmn
Instructions for Completion:
Field Name Valid Entries

Assessment Date Today' s date and can be edited.
Test Type Select the type of test from the drop down menu.
If other from previous drop down menu Enter the name of thetest if not listed in the drop down

menul.
Test Score: Raw Enter the raw score test results
Test Score: Converted Enter the test score converted from the raw score.
Test Score: Grade Level Enter the grade level achieved in the test score.
Grade Level Equivalent Indicate the appropriate grade level equivalency.
Additional Grade Level Information Indicate reason for not testing from the drop down

menul.
Basic Skills Deficient If deficient select a“Yes’ response.
Testing Notes Enter any notes on the client pertaining to the testing

process.

Click the Save button.
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English

Testing Information for Harris Ford

Return to Workload

Test Type Assessment Date Set
My Cases |
My Follow-Up CASAS (Life Skills) 06/18/2008
My Employers
My Job Orders
Client Search | Add New Test [ Return to Enrollment Details

tails

lesume

The test type and assessment date will display. Y ou may edit or delete the test results by
clicking the test type link. 'Y ou may record math test results in the same manner by clicking the
Math link. Click the Return to Enrollment Details button.

Out-of School Youth Testing | nfor mation

ABE
Related Links: £5L

Testing [rfarmabion far Brandon Bujanda

# Type of Test Functional Area Date Given
Bl Mew Test e 1o Entellment Deadks

You may click the Add New Test button to enter ABE test information or click the ESL tab to
add new test information under English as a Second Language.
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Add ABE t=sting Information

Plaase add your text here

* pssesment Tool Please sleciOne =]

If uther tool is
selected, pleass enter
detalls to the right,

* Functional Area PieaseSeerione = |
If other functional
area Is selected,

plrase pnter detaily to
the right.

* Mate Administered 037232007
Tmarm e i F G0 TTEY | .

* Raw Score
= Functienal Level Please Solec O =]
* Contacl Person Pavick Prilchard

Motes
o voa chssrss ber mos, )
|
|
Save Ratwrn o Lisd Rt io Eprallmond Details

Add ESL testing Information

Plaase add your text here

* pssesment Tool Please sleciOne =]

If uther tool is
My Cages selected, pleass enter
v dutails ta the right.

* Functinnal Area

If other functional
area Is selected,
plrase pnter detaily to
the right.

* Mate Administered
Tmarm e i F G0 TTEY |

* Raw Score
* Functionial Level
* Contact Person

Motes
o voa chssrss ber mos, )

Instructionsfor Completion:

Save Ratwrn o Lisd

Flease Salaciane |

031 2007

Please Salact On2 =]
Paick Priichard

=

=

Rt io Eprallmond Details

Field Name

Valid Entries

Assessment Tool

Select the type of test administered.

If ‘Other tool’ is selected

Describe testing tool in the box provided

Functiona Area

Select functional area from the drop down menu
(Reading, Writing, Language, etc.)

If ‘Other functional area’ is selected

Describe in the box provided

Date Administered

If other than today’ s date you may edit. The date of the
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Field Name Valid Entries

test cannot be prior to 180 days from the enrolIment
start, or more than 60 days after.

Raw Score Enter the raw test score.

Functiona Level Select the functional level from the drop down menu
(Beginning ESL Literacy, Low Beginning ESL
Literacy, etc.)

Contact Person Contact person is pre-filled and may be edited.

Notes Enter relevant notes pertaining to the test results or

testing situation.

Click the Save button.

ABE

Related Links: CSL

Testing [rfarmabion far Brandon Bujanda
Relien Lo Workinad

+ Type of Test Functicnal Ares Date Glven
My Cades
My Frliorw-Lin CAZAg Reading O2/25/2005
Wy Emiploynrs
My ol Onders
- a
ShnSsn Halil Mow Test Batum to Emcellment Details

[Rezume

Lis=t irvio Log

Bty Log
Ihant Merge
Cllinnt Callin

The type of test, functional area and Date Given will display. Click on the Type of Test Nameto
edit information.

Mailing Address— Y ou may edit and update the client’s mailing address by clicking the mailing
addresslink.

Goals and I nterests — See Goals and Interests under the LE Enrollments section.

Educational Grants

Y ou may enter information on educational grants received by the client. To add information
about a grant received by the client, click on the Educational Grants link.
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m Home % Station ks22 a 1. Barnes @ Logout

Print

Educational Grants for Joni Barnes

ITA Issued
ITA Issued [

ITA Begin Date: |'mm1cidmw
(Example: MM/DD/YYYY) o

ITA End Date: | mmiddiyey
(Example: MM/DD/YYYY)

ITA Amount: |0.00
Second ITA Amount: |D ]
Third ITA Amount: | 0.00

Demand Occupation | . ONET Lookup

(O*Net-50C)
Fell Grart
Pell Grant [

Grant Begin Date: |'mm1cidmw
(Exsmple: MM/ DDJYYYY] o

Grant End Date: immlddnfyw
(Example: MM/DD/YYYY)

Initial Grant Amount: |D 0o
Second Grant Amount: |D ]
Third Grant Amount: |D 0o

Other Federal Grant
Other Federal Grant []

Grant Begin Date: |mm.ic|c|.fww
(Example: MM/ DD/YYYY)

Grant End Date: |mm.idd.fymf

(Example: MM /DD /Y¥YY)
Initial Grant Amount: | 0.00
Second Grant Amount: | 0.00
Third Grant Amount: | 0.00

State Aid
State Aid

Grant Begin Date: |mm.ic|c|.fww

(Example: MM/ DD/YYYY)

Grant End Date: |mm.idd.fymf

(Example: MM /DD /Y¥YY)
Initial Grant Amount: | 0.00
Second Grant Amount: | 0.00
Third Grant Amount: | 0.00

Institutional Aid
Institutional Aid ]

Grant Begin Date: |mm.ic|c|.fww

(Example: MM/ DD/YYYY)

Grant End Date: |mm1ddmwv
(Example: MM/DD/YYYY)

Initial Grant Amount: | 0.00
second Grant Amount: | 0.00

Third Grant Amount: [ 000
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Other Financial Aid

Other Financial Aid []

Grant Begin Date: | mmiddiyyyy
(Extmples MM/DD/YYYY)

Grant End Date: | mm/ddiyyyy
(Extmples MM/DD/YYYY)

Initial Grant Amount: | 0.00
Second Grant Amount: | 0.00
Third Grant Amount: | 0.00

Total Grant and Aid Available

Initial Grant Amount: 0.00
Second Grant Amount: 0.00
Third Grant Amount: 0.00

Training Program Cost of Attendance

Initial Amount: | 0.00
Second Amount: | 0.00
Third Amount: | 0.00

Balance of Attendance Costs

Initial Amount: 0.00
Second Amount: 0.00
Third Amount: 0.00

Save Return To Enrollment Details

Instructions for Completion:

Field Name Valid Entries

ITA Issued If thisgrant isan Individual Training Account check the
box.

ITA Begin Date Enter the beginning date of the grant.

ITA End Date Enter the ending date of the grant.

ITA Amount Enter the initial amount of the grant in dollars and cents
(0.00)

Second ITA Amount Enter the amount of asecond ITA grantif any in dollars
and cents (0.00).

Third ITA Amount Enter the amount of athird ITA grant if any in dollars
and cents (0.00).

Demand Occupation (O*NET-SOC) Find and enter the O*NET code for the occupational

training by clicking the ONET L ookup button.

Pell Grant If the client is receiving a Pell Grant check the box.

Grant Begin Date Enter the beginning date of the grant.

Grant End Date Enter the ending date of the grant.

Initial Grant Amount Enter the initial amount of the grant in dollars and cents
(0.00)

Second Grant Amount Enter the amount of asecond ITA grant if any in dollars
and cents (0.00).

Third Grant Amount Enter the amount of athird ITA grantif any in dollars
and cents (0.00).

Other Federal Grant

If the client isreceiving afederal grant other than a Pell
Grant check the box.

Grant Begin Date Enter the beginning date of the grant.

Grant End Date Enter the ending date of the grant.

Initial Grant Amount Enter the initial amount of the grant in dollars and cents
(0.00)

Second Grant Amount Enter the amount of asecond ITA grantif any in dollars
and cents (0.00).
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Field Name

Valid Entries

Third Grant Amount

Enter the amount of athird ITA grantif any in dollars
and cents (0.00).

State Aid

If the client is receiving state aid check the box.

Grant Begin Date

Enter the beginning date of the grant.

Grant End Date

Enter the ending date of the grant.

Initial Grant Amount

Enter the initial amount of the grant in dollars and cents
(0.00)

Second Grant Amount

Enter the amount of asecond ITA grant if any in dollars
and cents (0.00).

Third Grant Amount

Enter the amount of athird ITA grant if any in dollars
and cents (0.00).

Institutional Aid

If the client isreceiving ingtitutional aid check the box.

Grant Begin Date

Enter the beginning date of the grant.

Grant End Date

Enter the ending date of the grant.

Initial Grant Amount

Enter the initial amount of the grant in dollars and cents
(0.00)

Second Grant Amount

Enter the amount of asecond ITA grant if any in dollars
and cents (0.00).

Third Grant Amount

Enter the amount of athird ITA grant if any in dollars
and cents (0.00).

Other Financia Aid

If the client isreceiving other financia aid check the box.

Grant Begin Date

Enter the beginning date of the grant.

Grant End Date

Enter the ending date of the grant.

Initial Grant Amount

Enter the initial amount of the grant in dollars and cents
(0.00)

Second Grant Amount

Enter the amount of asecond ITA grant if any in dollars
and cents (0.00).

Third Grant Amount

Enter the amount of athird ITA grant if any in dollars
and cents (0.00).

Total Grant and Aid Available

Will display when information is saved.

Initial Grant Amount

Tota grant and aid amount for each grant

Second Grant Amount

Totd grant and aid amount for each grant

Third Grant Amount

Tota grant and aid amount for each grant

Training Program Cost of Attendance

Initial Grant Amount

Enter amount of program training cost of attendance from
initial grant.

Second Grant Amount

Enter amount of program training cost of attendance from
second grant.

Third Grant Amount

Enter amount of program training cost of attendance from
third grant.

Balance of Attendance Cost

Will display when information is saved.

Click the Save button.

When you click on the Educational Grantslink the total amounts of the grants and aid will
display for theinitia, second, and third grant.
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Other Financial Aid

Other Financial Aid []

Grant Begin Date: |mmrddryyyy

(Example; MM/DD/YYYY)

Grant End Date: |mmrddryyyy

(Extmples MM/DD/YYYY)
Initial Grant Amount: | 0.00

Second Grant Amount: | 0.00
Third Grant Amount: | 0.00

Total Grant and Aid Available

Initial Grant Amount: 0.00
Second Grant Amount: 0.00
Third Grant Amount: 0.00

Training Program Cost of Attendance

Initial Amount: |U.UU
Second Amount: | 0.00
Third Amount: | 0.00

Balance of Attendance Costs

Initial Amount: 0.00
Second Amount: 0.00
Third Amount: 0.00

Save Return To Enrollment Details

Click the Return to Enrollment Details button.

Service and Training Plan — See description under LE Enrollments
Employment Plan - See description under LE Enrollments

Enrollment Notes - See description under LE Enrollments

Needs and Barriers- See description under LE Enrollments

Contact Info Snapshot - See description under LE Enrollments
Demographics Snapshot - See description under LE Enrollments
Eligibility Snapshot — Displays the programs of eligibility for the client.
Printable Version - See description under LE Enrollments

EEO Printable Version - See description under LE Enrollments

SCSEP Enrollments

Navigation:
Client’ s who meet the requirements for enrollment into the SCSEP program will display the
following information.

1-140



Issued February 26, 2010 Oklahoma Joblink
ServicelL.ink User’s Guide

Job Development Mo job developments have been entered.
Job Placement Mo job placements have been entered.
Printahle Wersion Select the case sections to print.

Dndine Client Release

Printable Client
Release

EEOQ

Job Service Open - Topeka Warkforce Center office
S&T Plan

wWorkforce Investment  This client has never been registered in W1,

At

Trade Act The client is not eligible for TAANAFTA-TAR,

Reemployment The client is not eligible for RES.

Services

Unemployment The client is not eligible for UI.

Insurance

SCSER Open - State Admin office ¢
S&T Plan

My Cases My Follow-up Client Search

Copyright @ 2001-2005 America's Job Link Alliance | Section 508 Compliant | Privacy Policy | Equal Opportunity | Browser Settings

All program registrations will display the Pending designation until the registration is approved
by a program administrator. Program Details page will display asfollows.

ﬁ} Home @ Station ks22 a B. Hope e Logout [::ﬁ Print ‘

SCSEP Program Details for Bob Hope |

Click on the appropriate link to add, view, ar edit the information, You will be
restricted to information based on your privilege level,

Pragram ID 493994 |
Reassign Office Current Office: State Admin |

Reassign the office for this particular program
registration,

Wwanges Enter wage information. |
Dutcomes Enter autcome information. |
Program Motes There have been no notes entered for this

program, |
Enrollment/Eligibility Date  View the enrollment and eligibility dates.
List
Printable Version Select the program sections to print. |

SCSEP Enrollments

SCSERP 10/27/2005 - Open

A

Return to Case Details |

Enrollment Detailsfor SCSEP

The enrollment details page will display as follows:
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SCSEP 5CSEP Enrcliment Detalls for Bob Hope

Click on the aperoprizte link to 202, view, or edit the information. You will e
restricted to infermabion based on your privisgs level

Enrclimant [0 Ll
Enrplimant [nfa Erwolad: 10/27/2005,
EEQ Motice 13/27/2005
Ermary Casgtrader Fatrick Pritchard
Enrgilad By: Patnide Pritchard
Gnals and Interests Mo goals have been emered.
Eduzational Grants Mo grants have besn antarsed,
rvips and Traini | Mo servcas havs been anksred,
Community Sefvice Enter any Community Service Assigniments
gsslanment
SCSEP Unsubsidized Emter any Unsubsdized Employmeant imformatian
Employmenk
SCSEP Becartficaton Last Checked: 077212009, Must recertify annually
Zchedule 2 Serace Gapg Acid a scheduled service gap so the chent |s not
soft exited,
Employmank Plan Employmant plan detads for this snrollmant.
Enrglfmaent Hokes Haotes have not been antared,
Meeds and Barmsss » Poor Wark Histary
= Dider Worker
+ Transportation
contact Irfn Snapshot 1205 5W Topeks.
Topeka kS 66612,
TESEDES03,
portchardiaia.net.
Demographics Snapshot  ‘iew the dients demographics information at the

Eligibilty Snapshot

Ennbable Vergion
EEDQ Printabile Yersion

e of enrolliment.

LE 2o Service WIS adult (Local Formula),wiois
WTW 30% Program, SCSER

Lelact the enrallmant sections to pank.
Prwnt e EEQ reofication,

Return tn Program Details

Three additional sections will display for SCSEP enrollees. The other enrollment details sections
were previously explained under LE and WIA Enrollments sections of this user guide.

Community Service Assignment

Pur pose:

An applicant does not become a participant and is not eligible to receive any SCSEP services
until the applicant has been assigned to community service.

Navigation:

Click on the SCSEP Program Registration link, the SCSEP enrollment link, and then the
Community Service Assignment link to enter information on the assignment. An assignment
must be ended before another one can begin.
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Community Service Assignment

Communicy Service &ssignment for Hamson Ford

Mo CEAs have been enbered,

Add New Assignment Enrallmend Dutalls

If the enrollee has a community service assignment, click the Add New Assignment button.

ﬁ Community Service Assignment
Amedods Job

* Most Agency Seact an Apancy os Uze e seatch bution :_l

Search Host Agencies
Hust Agencies

* Date Assipned ta mmiddeey
C5A Agency
[Eamrapie MBSV

¥ Asslgnment Start  mmiddiyy
Date

[Ramrapis MM DD WYY

Rsslgnmeent End Date ity
[Rasripe. M4 FERIVVYE ;

* CSA Status =l

Approved break in | mmiddbyyy
participation start

Expected end of rrmiddyyyy
Approved break
[Ranrapm. MALF DS ITVVVE

Approved break n o mmiddieyy
particapation end date '
[amrapie BB DO TTVY)

Reason for Appraved Flease selectihe reason :{
hraak )

Reasan, i other
Selected above

Starting waga 000
{hourdy )
Howrs per week
Schedule

Date of safety  middyey
consultation
[Eawraplar MM DO YR

* Rsslgnment Coda Semice o Ganaral Community =]

Rssignment Code, IF
other selacted abowve

Rssignment Title
Participant’s Job Code Please salect one _ﬂ

Workers comp code

Asslgnment Notes

Add| Feset Return tn CSA
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Instructions for Completion --

Field Name

Valid Entries

Host Agency

Select Host Agency from the dropdown.

Search Host Agencies

If not found, click Host Agency button to search for host
agency. If Host Agency is found complete the remaining
fields. If the Host Agency is still not found, follow the
instructionsin the following section for Adding a New
Host Agency.

Date Assigned to CSA Agency

Thisisthe date the individual was assigned to the CSA host
agency.

If anew applicant, thisisthe date the person becomes a
participant in SCSEP.

The enrollment start date can’t be before the first
assignment date.

Assignment Start Date

Thisisthe date the individual actually started work with the
host agency. This date may be after the assignment date.

Assignment End Date

Thisisthe date the individual ended the CSA with this host
agency.

A new CSA cannot be entered and an individual cannot be
exited if thisfield is blank

CSA Status

Select the client’ s current status from the drop down menu.

Approved break in Participation start date

Enter the start date of any approved break in participation,
such as aleave of absence without pay. This may also be
used to record if thereis adelay of more than 3 daysin
reassignment between host agency assignments.

Expected end of Approved break Enter the date the break is expected to end. (mm/dd/yyyy)
Approved break in participation end date Enter the end date of any approved break in participation.
Reason for Approved break Sel ect the reason for the approved break from the drop

down menu.

Reason, if other is selected above

Enter the reason for the break if Other was selected from
the drop down menu.

Starting wage (hourly)

Enter the hourly wage the participant receives at the time
the assignment starts. Do not update.

Hours per week

Indicate the number of hours per week to be worked.

Schedule

Indicate the participants work schedule

Date of safety consultation

Enter the date the participant received safety consultation
regarding assignment. (mm/dd/yyyy)

Assignment code

Enter the code for the type of community service to which
the participant is assigned.

Assignment Code, if other selected above

Enter the assignment code if other is selected from the drop
down menu

Assignment Title

Enter a descriptive title of the community service position
to which the participant was assigned, as determined by the
host agency.

Participant’s Job Code

Sel ect the participant’ s job code from the drop down menu.

Workers comp code

Indicate the workers comp code if applicable

Assignment Notes

Freetext field to add any notes about the assignment.
Click the Add button.
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ﬁ!} Harmm m Station ks22 g B. Hope a Logout ‘:J Pt

Community Service Assignment

Armenico Job Link Aloncs
aEalamatenT

S age— |

Total Hours Paid

Raduir b ki aa Pepi Quarter Sesed quarer =
Adrviin: Mwn Program Year Sean Promem Year =
Hours
Total Hours in Paid Training
mew Quarter Select quarar :I
Program Year St Progeam Year _:'I
Haurs
Save Betum o C5A

Y ou may indicate the hours paid in the assignment by quarter and program year, and/or the hours
of paid training by quarter and program year.

Instructions for Completion:

Field Name Valid Entries

New Quarter Select the appropriate quarter in which hours were paid.

Program Y ear Select the appropriate program year.

Hours Indicate the total number of hours paid.

New Quarter Select the appropriate quarter in which training hours were paid.

Program Y ear Sel ect the appropriate program year.

Hours Indicate the total number of training hours paid.
Click the Save button if entering total hours paid, otherwise click the
Return to CSA button.

After hours paid for new quarter and program have been entered, additional entriesfor new
quarters will display the page below:

&} Home 8 1. Smith Q Logout |':g Print
Community Service Assignment

Total Hours Paid

Return to Workload Program Year

Quarter
Hours [10

Program Year

!
h
!
h
! Hours

Total Hours in Paid Training

MNew Quarter  Select quarter v
Program Year  SelectProgram Year v
Hours
| Save Return to CSA
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Instructions for Completion:

Field Name

Valid Entries

Tota Hours Paid — Program Y ear

Select the program year for which hours paid are being
reported

Total Hours Paid — Quarter

Select the quarter for which hours paid are being
reported

Total Hours Paid - Hours

Enter the total number of hours for which the
participant was paid wages. Once wages are entered,
the next quarter may be reported.

Tota Hoursin Paid Training — Program Y ear

Select the program year for which hours of paid
training are being reported

Totd Hoursin Paid Training — Quarter

Select the quarter for which hours of paid training are
being reported

Tota Hoursin Paid Training - Hours

Enter the total number of hours of paid training that the
individual received. Once entered, the next quarter may
be reported.

Click the Save button.

The name of the Host Agency, Training, Start and Completed Date will display. If you need to
report Total Hours Paid, an Add Hours link will display.

Communlty Service Assignment

Communicy Service &ssignment for Hamson Ford

Rellsn Lo Wetkinsd Host Agency Training Start Completed  Howrs
Admin Manu

& fndover's Senior Citizens  Add 08/03/2006 add
W Cases Club Training Hours

My Fodow-Lin
My Eminlivers
My o Circers
Glient SEanih

Enrollmant Detaiks

Retimd
Lzt irvio Lo
Aty Loqg

If training is provided, you will to click the Add Training link.
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e L

Search Training

Rt e Workinad Providers

F* Training Provided

* Training Recelved

Traiming Peceived (I
Other selectad ahowe)

Traiiing Jab Cade
Warker's Cimp Code

* Training Starl Dals
DEanimpie MM D FYYE)

i
Chant Marge

Cliank Calkin

* Training End Datn
[ T T

Tralnlng Hours per
Wook

Community Servics
Howrs per Week

¥ Wages Paid By

Reimbursement
percentage i wages
paid by smployer

Hourly wage &

Fromaar Search

Calvin ool ge Total woages paid &

Agenry List

Tatal padd to provider
L

* Statlom Diesk k=21
Tradmkwg Coimments

Hasat

Add

Instructionsfor Completion:

Sefact Traning Job Code

* Office  0- Btale Adman

Community Service Training

* Trabiing Provider Seirta bainng Provder =

Tradmbing Providers

Sabect o from beelow

In © Main SC5EP Brogram
St 50208] program
F b

Febartths Tralnirg Racelad

mmiddkedey

ety

Solect cne from below
7 ESub-grantea

i Employer
WA

Faturm i |List

Field Name

Valid Entries

Select the training provider from the drop down menu.
If the training provider is not listed, click the Training
Provider s button.

Training Provider

Search Training Providers If the training provider is not listed after searching, you
will need to click the Add New Provider button. (See
instructions for adding anew training provider

following the section on Adding a New Host Agency)

Training Provided In

Select the type of program that will provide the
training.

Training Received

Identify the type of training received from the drop
down menu.

Training Received (If other is sel ected above)

If other is selected above specify the type of training.

Training Job Code Enter the training job code from the drop down menu.
Workers Comp Code Enter the relevant worker’ s compensation code
Training Start Date Enter the training start date. (mm/dd/yyyy)

Training End Date Enter the training end date. (mm/dd/yyyy)

Training Hours per Week Enter the number of hours per week spent in training.

Community Service Hours per Week

Enter the number of hours per week spent in
community service work.
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Field Name

Valid Entries

Wages Paid by

Indicate who will pay the wages. (Sub-Grantee or
Employer)

Reimbursement percentage is wages paid by

If wages are reimbursed to employer indicate the

employer percentage.

Hourly Wage Indicate the hourly wage, i.e. 15.00

Tota wages paid Indicate the total wages paid in dollars and cents.

Total paid to provider Indicate the total paid to provider of training.

Office Pre-filled.

Station Desk Pre-filled.

Training Comments Provide any comments related to the training
experience.

Click the Add button.

Training information for the participant will display.

e

e

Training Information

Tramneng Information for Hamson Ford

REllen 1o Wekinsd Training Provider Training Start Training End
Admin Manu
Whchita Publc Schoals DB/03/2006 DB/30/2006
Add New Tradning Heturn To C5A

Uzt brdn Log
Aty Log

Click the Return to CSA button.

Adding a New Host Agency

First you must enter an agency name and city and click the Sear ch button.

Retisn Lo Wirkinad

A&dmin Meni

My Cases

My F oL
My Emiplinesis
My Job

Agency Search

Agency Type Salect sl thal apply
¥ Privata not-for-profit

F Government

Agency MNomo
City

Search Cancal
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Search Results

2w apency.

Hew Search

Mo retords were found that matched your search, Please try again ar add

Add Hew Agency

If the search results are negative, click the Add New Agency button.

Add Hest Agency

= Rgency MNime
= hililress
Aididrese

* City

¥ Slate

W+ Tip

FETM

1+ Agency Type

Date of Host Agency
apregment
[Easmpha. MM DDV

Date of Host Agency

muanitoring wisit
[Eaampia. MHFDDOTY]

Host Agency Job Codes
{Select up tn 3)

Yo may gslect

multiplé entriss

by holdirg down

the ot kay,

Continued &vailahility

Agenty

7% Contact Salutation

* Contact First Maime
* Comntact Last Mame
* Contact Title
Phone

Fax

Emall address

Agency Sive (I different
from abowe)

el sl P aalo il

1-

Kengas :I
mARAD | - AOAR
BO00NN00

‘Select ome [rom helow

" Private niot-for profit
" Gowemment
N

ririd ey

PP ey

Arl, Design, Endetamment, Sports, and Media
Business and Financial Operations
Commurdy a0t Sotial Janices
Compute ang Malkematical
Cansingtion, nstilation, and Repsr
Edut-ation, Traireng, and Litesey
Famming, Fishing, and Foresiny

Fond Freparation and Senice
Heglthe ze

‘Snlect oo from elow

0 pvailable

 Haok available

LS

Seiecl oo from hebow
" M

i~ Ms,
oA

FiA- A Ff-FIRF
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Contact Organitation
Contact Adidres
Comtict Address 2
Contack City

Slale

fip

Supervisor Salutation

Supervisor First Name
Supervisor Last Mame
Supervisor Adidress
Supervisor Address 2
Supervisor Cily
SupErvitor Staie
Supervisor fip
Supervitor Title
Supervisar Phong
Supervisor Fax
SiuprErvisar Emall aililre s
Fundfing source

lansas :l
rnnemn ]

Select onn from lebow

M

™ s,

WA

- OB NG Listac— _,:I

FHINEn - rfine

rn=nnm-nnnn

Select one from heling

Add

Changa Saanch

& Fedaral
& Maon-Federal
o ONA

Huurly rate

Hiiirs per week

Rotum o List

Thefollowing fields will be completed to add a new host agency.

Instructions for Completion:

Field Name Valid Entries
Agency Name Enter the name of the host agency
Address Enter the address for the host agency
Address Enter the second line address for the host agency
City Enter the city location for the host agency
State Enter the state location for the host agency from the dropdown
Zip Enter the zip code for the host agency
FEIN Enter the host agency’ s Federal Employer Identification Number.
Thiswill be used as the unique identifier for host agencies.
Agency type Indicate if the host agency is a private non-profit or government

entity.

Date of Host Agency Agreement

Enter the date of the host agency agreement to participatein
SCSEP. (mm/dd/yyyy)

Date of Host Agency monitoring
visit

Enter the date for monitoring of host agency. (mm/dd/yyyy)

Host agency job codes Select up to 3 job codes for the host agency from list provided.
Continued Availability Indicate if the host agency desires to continue to be a host agency.
Contact Salutation Select the appropriate salutation for the contact person.

Contact First Name

Thisistheindividual who will receive the customer satisfaction
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Field Name Valid Entries

survey.
Enter the individual’ sfirst name.

Contact Last Name Enter the individua’s last name.

Contact Title Enter the title by which the contact person is known at the host
agency.

Phone Enter the phone number where the contact person may be
reached.

Fax Enter the ten digit fax number.

Email address Enter the contact person’s email address.

Agency Site (if different from above) | Enter a business address for the contact person if it is different
from the host agency’ s mailing address above.

Contact Organization Enter here the name of the organization at which the contact
person will receive mail.

Contact Address Enter the address for the contact person.

Contact Address 2 If needed, enter the second line address.

Contact City Enter the city location for the contact person

State Enter the state location for the contact person

Zip Enter the zip code for the contact person

Supervisor Sdlutation Select the appropriate salutation for the supervisor.

Supervisor First Name Enter the individua’ s first name.

Supervisor Last Name Enter the individua’ s last name.

Supervisor Address Enter the address for the supervisor.

Supervisor Address 2 If needed, enter the second line address.

Supervisor City Enter the city location for the supervisor.

Supervisor State Enter the state location for the supervisor.

Supervisor Zip Enter the zip code for the supervisor.

Supervisor Title Enter the supervisor’sjob title.

Supervisor Phone Enter the phone number where the supervisor may be reached.

Supervisor Fax Enter the ten digit fax number.

Supervisor Email address Enter the supervisor's email address.

Funding source Select the funding source for the host agency.

Hourly rate Enter the hourly rate of pay provided by host agency.

Hours per week Enter the hours per week available for work.
Click the Add button.

Adding a New Training Provider

Provider Search

Provider Name

City

Search Cancel
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Enter the provider name and city and click the Sear ch button.

Search Results

new agency.

New Search | |

If no results are found, click the Add New provider button.

Add Provider

* Tralning Provider

= Adidress

Aiddress

= City

* State

* Zip

1 Continued Availability

Retisn lo Workinad
Edmyin Mana

Contact Salutatian
CHinnk Morgn

CliantCall-tn

* Contact First Mame
* Contact Last Name
* hildress

Adidrass

* City

* State

™ Ip

* Contact Title
Contact Phone
Contact Fax

Cantact Email

Aded Change Search

Add New provider

—~DanarNod Listed—

Fiinan - ne
Selet o frim hishow
T Available

™ Wk awailable
[ TS

Sehstd mne from hesow
M

M5,
[ T

—DAnanNo Ligled—

mpen - henn

Fifif=-Ar-nnem

Mo records were found that matched your search. Please try again or add a

_ml

=

Instructions for Completion:

Field Name

Valid Entries

Training Provider

Enter the name of the provider.

Address

Enter the provider address.

Address

Enter additional address information if appropriate.

City

Enter city where provider islocated.

State

Select state where provider islocated from drop down menu.

Zip

Enter provider Zip code.

Continued Availability

Indicate if provider desiresto continue as atraining provider.
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Field Name

Valid Entries

Contact Sal utation

Enter training provider contact person’s appropriate sa utation.

Contact First Name

Enter contact person’sfirst name.

Contact Last Name

Enter contact person’ slast name.

Address

Enter address of contact person

Address Enter additional address information if appropriate.
City Enter city where contact person islocated.

State Select contact person’s state from drop down menu.
Zip Enter contact person’s Zip code.

Contact Title Enter contact person’sjab title.

Contact Phone Enter contact person’ s ten digit phone number.
Contact Fax Enter contact person’ sten digit fax number.
Contact Email Enter contact person’s email address.

Click the Add button.

SCSEP Unsubsidized Employment

Pur pose:

The unsubsidized employment form is started when the participant enters employment, either at
the time of exit or within the first 90 days of exit, and continues for up to 12 months after the
participant exits employment. Information will captured about the Employer and the placement,
information to facilitate the customer satisfaction survey, and information required for
performance measures.

Navigation:

Click on the SCSEP Program Registration link, the SCSEP enrollment link, and then the SCSEP
Unsubsidized Employment link to enter information on the employment. A new unsubsidized
employment must be started for each one that the participant has during the 12-month follow up
period.

Unsubsidized Employment

Joblink 10

Unsubsideed Employment for Bob Hope

mhmnlﬂ 111 Company & Started Ended PMeext Fallovrup
Admin Munu

My Cases Ko Unsubsidized Employment sfo has bean enterad vet,

My Folow Lin
My Emiployars:
Moy -dals Cititrs
CHlignt Bearily

Audd Nvee Emiplngymmm Enrlmani Details

If the client has entered unsubsidized employment, click the Add New Employment button.
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Employer Information

* Company or gency |
* Mailing Address |
Mailing Address 2 |

* City |

* State | Kansas

*ZIp nnnnn - | nnnn

* Federal Employment ID |DDDDDDDDU |
Number

* Employer type | Selectthe employer type

* Host Agency | Select one from below
O ¥Yes
O Mo
@ NA

* Training Site |Se\ectthetraining site type V|

Employment Site |

* Employer Continued | Select one from below
Availability O available

) Mot svailable
® Nfa
Employer Contact Information
Contact Salutation [ Select one from below
@ Mr.
O Ms,
O Nfa
* Contact Person First |

Name

* Contact Person Last|
Name

Title |
Contact Organization |

Mailing Address {If |
different)

Mailing Address 2 |
City |

State |Kansas o~

Zip | nnnnn - |nnnn
Phone | nnn-nnn-nnnn
Fax |nnn-nnn-nnnn

Email |

Employer Supervisor Information (If different from Contact)
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Select one from below
O Mr

O Ms.
ORI

Supervisor Salutation

Supervisor First Name |
Supervisor Last Name |
Address |
Address |
City |

State |--Othen‘N0t Listed-- >

Zip | nnnnn - |nnnn

Supervisor Title |
Phone |

Fax |nnn-nnn-nnnn
Email |

Placement Information

* Job Title |

Job Code |Please selectone

Start Date | 08/0342008
(Example: MM/ DD/ YYYY]

End Date | mmiddhyy
(Example: MM/ DD/ YYYY)

Starting Hourly Wage |U.E|E|

by holding down | pensioniprofit sharing
the ctrl kev. |vacation

Benefits (if other selected |
above)

Type of employment [ Select one from below
O Full-time

O Part-time
® Nfa
MNumber of hours per wieek |
High growth placement | Please select one of the following ,v;

Training-related placement | Select one from below

O Yes
O No
® Nfa
Placement the result of | Select one from below
substantial service O ves

provided to the employer
by the sub-grantee o}

@ N

Mo

Comments |
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Customer Service Survey Information

Survey #1 |

survey #1 Date | mmiddiyay
(Example: MM/ DD/YYYY)

Survey #2 |
Survey &2 Date |mmrddnrwy

(Example: MM/DD/YYYY)
Survey #3 |
Survey #3 Date |mmrddm-w

(Example: MM/ DD/YYYY)
Follow-Up 1 Information
Follow-up 1 Scheduled |DQIDEJEDDE

Date
(Example: MM/ DD/ YYYY)

Actual 30-day Date | mmiddhnyy

(Example: MM/ DD/ YYYY)
Follow-up 1 Completed |mmrddm-w

Date

(Example: MM/DD/YYYY)

Employed for 30 days | Selectone ofthe following  »

Customer Service survey | Select one from below
delivered O Yes

O Mo
® Nfa

Customer Service survey | Select one from below
completed & ves

O Mo
[T/

90-day Date |11ID1JQUUE
(Example: MM/ DD/YYYY)
Has the participant | Select one from below
received any SCSEP (O Yes
services within the first 90
days after exit? O Mo

® Nfa
Follow-Up 2 Information

Follow-up 2 Scheduled |D1I301200?
Date
(Example: MM/DD/YYYY)

Follow-up 2 Completed |mmrddnrwy
Date
(Example: MM/DD/YYYY)

Waages first quarter after | Select one of the following v
exit

Employed on the 180th day | Select one from below
after placement | ) ves

O Mo
@ Nfa

Follow-Up 3 Information

Follow-up 3 Scheduled |D?ID1JEDD?
Date
(Example: MM/DD/YYYY)

Follow-up 3 Completed |mmIdeWw
Date

[Example: MM/ DD/ YYYY)

Wages second quarter after | Flease select one of the fallowing Iv|
exit

Wages third quarter after | Please select one of the following ."|
exit

| Reset | | Employment List

Instructionsfor Completion --

Field Name Valid Entries

Company or Agency Enter the name of the Employer where the participant is placed.

Mailing Address Enter the mailing address of the Employer.
Thisisthe address that will be used to mail the customer
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Field Name

Valid Entries

satisfaction surveys.

Mailing Address 2

If needed, enter the second line of the Employer mailing
address.

City Enter the city location of the Employer
State Enter the state | ocation of the Employer
Zip Enter the zip code of the Employer

Federal Employment ID Number

Enter the FEIN of the Employer

Employer Type Indicate if the Employer isa not-for-profit, for-profit,
governmentd entity, or if self-employed.

Host Agency Indicate if this Employer has been a host agency in thelast 12
months.

Training Site Indicate if the Employer provided atraining site for this
participant under the Section 502(e) program or provided an on-
the-job experience under the regular program.

Employment Site Enter the site at which the participant is assigned.

Employer Continued Availability

Indicate if employer desiresto continue to be employment
and/or training site.

Contact Sal utation

Sel ect the appropriate salutation for the contact person.
To be used for the customer satisfaction cover letters.

Contact Person First name

Enter the first name of the person to whom the customer
satisfaction survey for the Employer will be sent.

Contact Person Last Name

Enter the contact person’s last name.

Title

Enter the title by which the contact person is known.

Contact Organization

Enter the name of the organization at which the contact person
will receive mail

Mailing Address (if different)

Enter the business address for the contact person

Mailing Address 2

If needed, enter the second line of the business address for the
contact person

City Enter the location city of the contact person

State Enter the | ocation state of the contact person

Zip Enter the zip code of the contact person

Phone Enter a phone number where the contact person may be
reached.

Fax Enter contact person’s fax number.

Email Enter contact person’s email address.

Supervisor Salutation

Enter appropriate supervisor salutation

Supervisor First name

Enter supervisor first name

Supervisor Last Name

Enter supervisor last name

Address

Enter address of supervisor

Address If needed, enter the second line of the business address for the
supervisor

City Enter city where supervisor islocated.

State Select supervisor state from drop down menu

Zip Enter supervisor Zip code

Supervisor Title Enter job title for supervisor

Phone Enter supervisor ten digit phone number

Fax Enter supervisor ten digit fax number

Emall Enter supervisor email address

Job Title Enter the participant’ sjob title as determined by the Employer.

Job Code Select participant’ s job code from the drop down menu

Start Date Enter the date the participant began work with this Employer
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Field Name

Valid Entries

End Date

Enter the date on which employment with this Employer ended.

Starting Hourly Wage

Enter the hourly wage the partici pant received at the beginning
of employment with this Employer.

Benefits

Specify all benefits the participant received at the time of
employment from the list provided.

Benefits (if other selected above)

Specify additional benefits received.

Type of employment

Indicateif the job is full- or part-time

Number of hours per week

Specify the number of hours per week the participant is
expected to work

High growth placement

Select from list if high growth job.

Training related placement

Indicateif the participant is performing work related to the
assignment that the participant had with the host agency or to
any training provided by the sub-grantee.

Placement the result of substantial
service provided to the Employer by
the sub-grantee

Indicateif the sub-grantee provided a substantial serviceto the
Employer as part of the placement process and the Employer
was aware of the efforts.

Comments Usethisfield to record any additional information about the
unsubsidized empl oyment.

Survey #1 Enter the survey number for the first survey delivered to a
qualified Employer.

Survey #1 Date Enter the survey date for the first survey delivered to aqualified
Employer.

Survey #2 Enter a second survey number if the first survey is not returned
within three weeks.

Survey #2 Date Enter a second survey dateif the first survey is not returned
within three weeks.

Survey #3 Enter the third survey number if necessary

Survey #3 Date Enter the third survey date if necessary.

Follow-up 1 Scheduled Date

Thisdateis set for 30 days after the participant started
unsubsidized employment (system generated)

Actua 30-Day Date

Enter the actual date on which 30 days of employment was
achieved. This date may be up to 90 days after the participant
exited the program.

Follow-up 1 Completed Date

Enter the date on which the follow-up is conducted.

Employed for 30 Days

Indicate if the participant was employed for 30 days.

Customer Service Survey Delivered

Indicate whether or not a survey was provided to the Employer.

Customer Service Survey Completed

If delivered, indicate whether or not the survey was compl eted.

90-Day Date

System-generated date to see if any services are received within
90 days of exit.

Has the participant received any
SCSEP services within the first 90
days after exit

Indicate if the participant has received any additional SCSEP
services within 90 days of exit.

Follow-up 2 Scheduled Date

180 days after the participant first started unsubsidized
employment (system generated)

Follow-up 2 Completed Date

Enter the date on which the follow-up is conducted by the sub-
grantee.

Wages first quarter after exit

Indicate if the participant received any wages (and the source of
those wages) in the first quarter after the exit quarter.

Employed on the 180th day after
placement

Indicate whether the participant is employed with this
Employer 180 days after the date on which the participant was
first placed.

1-158




I ssued February 26, 2010

Oklahoma Joblink
ServiceLink User's Guide

Field Name

Valid Entries

Follow-up 3 Scheduled Date

Enter the day after the end of the third quarter after the quarter
in which the participant exited (system generated).

Follow-up 3 Completed Date

Enter the date on which the follow-up is conducted by the sub-
grantee.

Wages second quarter after exit

Indicate if the participant received any wages (and the source of
those wages) in the second quarter after the exit quarter.

Wages third quarter after exit

Indicate if the participant received any wages (and the source of
those wages) in the third quarter after the exit quarter.

Click the Add button.

The unsubsidized employment job title, company, start and end date (if appropriate), and the

next follow-up date will display.
ﬁb Harma

m Station ka22

g B. Hope a Logout _..-1 Prirt

Unsubsidized Employment

Unsubsideed Emplaoyment for Bob Hope

Mext
Followup

lidsreditadidraiilan: Jub Company  + 5tarted  Epdad

Admin Muny

MrBan s Administrative Assistant AJLA-TS  10/ZV/Z005 03E1/2006  11/26/2005
My Foscrms Lig
My Emiplovais
Wy Laly Qs
Chiant Bearsh Puled Narwr Employmset Enralimant Details

" perume

SCSEP Recertification

Pur pose:
A recertification must be done at least every 12 months to determine continuing igibility.
Recertification isvalid for 12 months.

Navigation:

Click on the SCSEP Program Registration link, the SCSEP enrollment link, and then the SCSEP
Recertification link to enter the recertification information.
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SCSEP Recertiflcation

= mumber in Family

* Total Family Income 000

Rillsn 1o Wirkinsd last & svinths

Edmin Mani [Annualized)

1 Participant —Selec s firom selow
Slgnature & Yas

Mo

Lo T
* Ellgidity Silert e Broom sl
determination © Ehghle

T [neligids

[ 1T

Actwdy Log
Hinnk Maorgn
CligntCall-lry

7* Reason, If Inellgible  Select sne fom elow
© [hoome

¢ Failed o compiete application or
provide required documentation

i Other
LT
1T othier, plesss
specily

#* Director Signature —Select ana from below
™ ez

© Mo
T

¥ Recortification Date  mmiddbeeey

DEnampla M 7D FYYY]

Recartificotion comments

[0 ch e b i)
Bih Haps -'J
- |
Ul ane Esinolliment [etails
Instructions for Completion --
Field Name Valid Entries
Number in family Enter the number of individualsin the applicant’s
family.
Totad Family Income last 6 months (Annualized) | Enter the six-month annualized family income.
Participant signature Indicate if the participant has read and understands
the certification and has so signed.
Eligibility determination Indicate whether the participant remains eligible

based upon the information obtained during the
recertification process.

Reason, if ineligible If the participant isineligible, indicate the reason for
ineligibility.

If other, please specify Indicate the reason if other is selected above.

Director signature Indicate if the authorized individuad who made the
eligibility determination has signed the form.

Recertification date Record the date the eligibility determination was

made based upon information obtained during the
recertification process.

Recertification comments Enter any comments regarding the recertification.
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SCSEP Exits

Pur pose:
Thisform is being used to record when an SCSEP participant ends his or her last community
service assignment and is no longer being paid wages.

Navigation:

Click on the SCSEP Program Registration link, the SCSEP enrollment link, and then the
Community Service Assignment link to enter information on the assignment. When all
assignments are completed, click on the Exit Client button.

Communlty Service Assignment

Communey Service Assignment for Bob Hope

Rellsn 1o Wietkinsd Host Agency Status Start Completed Hours
Admin Marnid

gmencan Bed Cross Completed  10/27/2005  03/31/2005  add Hours

My F oo Lin

My Eminlinvers
My ot Circlur Add New Bssignmend Exit Chient Eneolbment Details

i Saaiel

The Exit Details page will appear.

See next page -
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Exit Detalls for Bob Hope

Update the cdient's contact infarmatan,
Mota: You must nclude one of the following methods of contact:

fau
email

* First Mamn
Middle Mame
* Last MName
Arddress
Address line 2
City

State

Zip

Email addross
Phone
Alternate Phone
Fax

* Exit Date

(Eusmaie FE DO/ FYYY)

* Unsubsidized placement
ot xit

Other Reason lar exit
Mon-exll Reason For
Closing Record

Transfer Granteo Code (IF !
Transferred sefected
abowe)

Sub-grantes Code Moved
To {if selected above)

Exit Commaents
Participant Signature

Date Signed
(Enamuie MM DD/ ¥YYY]

Dhelete Exin

Sawve

Instructionsfor Completion --

address [induding oty, state, and zip)
e

Hon

Hops
L3069 BN Topeka

Tapaka

Kansas j
EhET2 nnnn

pnt hari@ea net

rmn-nnn-nnrm

rn-nRf-anen

rn-NNR-nnem

HMZ2006

Yias, mguEar employment
Vs, sed-amphoyment

Mo

Selact 3 raason elow _ﬂ
Flease select ors of he folowing =
Belect a Grantes j

Salect sng from helow
© Yes

' Na
& M

mmidoaseyy

Enaliment Details

Field Name Valid Entries

First Name Enter the first name of the participant

Middle Name Enter the middle name of the participant

Last Name Enter the last name of the participant

Address Enter the address of the participant, to be used for the
customer satisfaction survey.

Addressline 2 If needed, enter the second line of the participant’s
address

City Enter the city location of the participant

State Enter the state location of the participant

Zip Enter the zip code of the participant

Email Address If available, enter the email address of the participant

Phone Enter a phone number where the participant may be

reached

Alternate Phone

If possible, enter an aternate number where the
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Field Name

Valid Entries

participant may be reached or a message may be left.

Fax

Enter afax number for the participant, if available

Exit Date

Enter the date on which the participant ceased receiving
SCSEP services. Thiswill be the last day for which the
participant received wages from the project.

Unsubsidized Placement at exit

Indicate if the participant exited into full- or part-time
unsubsidized employment or to engage in self-
employment.

Other reason for exit

If the exit is not due to unsubsidized employment,
indicate the reason for the exit.

Non-exit reason for closing record

Usethisfield to close your record if the
applicant/participant has | eft your project, but has not
actually exited SCSEP

Transfer Grantee Code (if Transferred selected
above)

Sel ect the Grantee to which the participant transferred
if “transferred to another project” is selected above.

Sub-Grantee Code moved to (if selected above)

Record the sub-grantee to which the participant has
moved when there has been a change of sub-grantee
within the grantee.

Obtain the sub-grantee name and code from your
grantee.

Exit Comments Usethisfield to record any information about the exit,
including information about exits that have been
reversed.

Participant Signature Indicateif the participant signed awaiver of
confidentiality.

Date Signed If applicable, indicate the date the waiver was signed.

Click the Save button.

Trade Adjustment Assistance — Enrollment Details— Grades and Syllabi

Pur pose:

Allows the Case Manager to enter information on TAA clients enrolled in training program

opportunities.
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TAA/ITAFI'A-TAA TAA Enrollment Details for Lori ann
Smit

Click on the appropriate link to add, view, or edit the information. You will be
restricted to information based on your privilege level,

EnrolmentID 351337
Enrollment Info Enrolled: 06/02/2004,

EEC Notice None
Drimari Christy Doherty

Casetracker christy.doherty@hr.state ks.us
[316) 266-8614

Enrolled By: Christy Doherty

Testing View the client's information about testing related to this
Information enrollment.

Goals and 3 goals have been entered.

Interests

Educational Mo grants have been entered.

Grants

Service and 2 services have been entered.

Training Plan

Schedule a Add a scheduled service gap so the client is not soft exited.
Service Gap

Employment Employment plan details for this enrollment.

Plan

Grades and View grades and sy\labi.

Syllabi

Navigation:
Access TAA clients Enrollment Details page and click on the Grades and Syllabi link.

Grades
Related Links: Syllabi

Grades for Harrison Ford

Return to Waorkioad
Semester Start End Status Date Received

My Cases

My Fallow-Up
My Employers
My Job Orders
Client Search

No Grades have been enterad.

Add New Grades | | Return to Enrollment Details

Resume
User info Log

To view or edit previously entered information click the appropriate link under the Semester
column. To add new information, click the Add New Grades button.
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,ﬁ, Home @ Statinn kszz 8 L. Smith & Bartan C.C.C. g Logaut Lk:ﬁ Print

Grades

Grades for Lori ann Smith

* Semester | Flease selectthe semester &

Semester Start Date | mmiddiy
(Example: MM/DD/YYYY)

Semester End Date ' ooy
TExampler MM DD/ YYYY ] o

Status | Pleage Select The Status v

Date Received | mrmfddinny

(Example: MM/ DD/ YYYY)

Notes
(2000 character max.)

[Add| | Grade List |

To enter grade information select the appropriate selection from the drop down menu. 1f
enrolled in a course or program enter the semester start and end dates. Select the Status from the
drop down menu. If Met Requirements for a Diploma indicate the Date Received. Enter any
notes related to grade information. Click the Add button.

Grades
Related Links: Syllabi

Grades for Harrison Ford
Return to Workioad

Semester Start End Status Date Received
My Cases [
My Follow-Up | Summer 2008  05/23/2008 08/30/2008 In Progress
My Employers
My Job Orders

Client Search | Add New Grades | | Return to Enrollment Details

To view or enter syllabi information click the Syllabi tab. To view information click the
information link under the Semester column. To add new syllabi information click the Add
New Syllabi button.

Syllabi
| Related Links: Grades
Syllabi for Harrison Ford

Return to Waorkioad
Semester Start End Status Date Received

My Cases

Iy Follow-Up
My Employers
My Job Orders

Mo Syllabl have been entered.

Client Search

Add New Syllabi | " Return to Enrollment Details

1-165



I ssued February 26, 2010

Oklahoma Joblink

ServiceLink User's Guide

@ Station ksz22 8 L. Smith

& Barton C.C.C.

g Logaut Lk:ﬁ Print

Syllabi for Lori ann Smith

Syllabi '

* semester | Please selectthe semester

(Example; MM/ DD/ YYYY)

(Example: MM/ DD/ YYYY]

Semester Start Date | mmi/ddineyy

Semester End Date Emmrﬂd;\_rs_qu

Status | Please selectthe Status »

(Exizmiple: MM/ DD/ YYYY)

Notes
(2000 character max.)

[Add| | SylabiList |

Date Received | mrmiddiyyy

To enter syllabi information select the appropriate information from the drop down menu. |If
enrolled in a course or program enter the semester start and end dates. Select the Status from the
drop down menu. If Met Requirements for a Diploma indicate Date Received.

Enter any notes related to syllabi information. Click the Add button.

" syllabi

Related Links: Grades

Syllabi for Harrison Ford

Return to Warkload

Semester Start

My Cases

My Fallow-Up
Iy Employers
My Job Orders
Client Search
Is

| Fall 2008 08/30/2008

Add New Syllabi

User info Log
Activity Log

End Status Date Received

12/21/2008  Scheduled

Return to Enrollment Details

The appropriate information will display. Click the Return to Enrollment Details button to

return to the Enrollment Details page.
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Re-Employment Services Reqistr ation

Each state will have its own procedures for scheduling Ul Clients who have been profiled and
selected to receive Reemployment Services.

You may View the RES Clients selected for Reemployment Services by logging in to your
account, click on the Reporting link, click on Labor Exchange Reports, then WPRS Reports,
and finaly RES Call-In and you will get a spreadsheet with the following information:

Al - # RES Call In Report -- Generated 09/09/2005
A | B C D [ E F G|

1 RES Call In Repart -- Generated 03/09/2005

2

3 | Participant ID Client Name Office Callin Date | Callin Time | Failed to Report
4 173603 BRATTON, DOMMA Atchison YWorkforce Center 97202005 1000AM

5 |0 BUCHAMARN, LISA M Atchison Waorkforce Center 9/20,2005 0900Am

b |Z7E45 BURNETT, OSCAR Atchison Waorkforce Center 9/20,2005 OB00AM

70 FOLSOM, ANMA L Atchison Waorkforce Center 9/20,2005 1130Am

8 |0 HOUSH, ANGELA R Atchison Waorkforce Center 9202005 1030Am

90 RENO, JUSTIN T Atchison Workforce Center 0/2042005 0530Am

10 58273 roland, rebecca Atchison Workforce Center 0/2042005 OS30AM

11 (212560 sinclair, joan Atchison Workforce Center 9/20/2005 1100AM

120 MERHOFF, KYLE J Dodge City Workforce Center 9972005 0900Arm

13 |0 DYE, PATRICIA M El Dorado Workforce Center BM1 742005 1030Am Yes
1410 ROBS, NANCY R El Dorado Workforce Center B/2442008 1100Am Yes
15 147307 WILLIAMS, MICHELLE El Dorado Workforce Center B/2472008 090040 Yes
16 (357968 Anthony, Michael El Dorado Workforce Center 9772005 0930AM Yes
17 |0 BERK, JOLYNN R El Dorado Workforce Center 9772005 1100Am Yes
168 (0 KISER, D'ELIA J El Dorado Workforce Center 9772005 1100Am Yes
19 |0 WOLKMAN, KELLY T El Dorado Workforce Center 04742005 0S00Am Yes
20 102558 Bergley, Dwight El Dorado Workforce Center 9/14/2005 1000AM

21 |113730 HOBSON, JEREMY El Dorado \Warkforce Center 9/14/2005 1000AM

2210 HUFF, BEWJARMIN J El Daorado Workforce Center 941442005 0900Am

23 [351530 MecCanny, Kristy El Dorado Workforce Center 9142005 1030AM

240 MOORE, ALYSHEA M El Dorado Workforce Center 941 442008 0530Am

25 | 356444 Phillips, Cathleen El Dorado Workforce Center 914,005 0930AM

26 184864 Wyehry, Matthew El Dorado Workforce Center 97142005 D900AM

270 YOUNIE, DAWH M Ernporia Workforce Center 87112005 0200Pm Yes
26 | 263014 Renfro, Sheila Ernporia Waorkforce Center B8/26/2005 O200F M Yes
29 186141 Scrogging, Geniffer Ernporia Workforce Center 8/25/2005 0200P M Yes
30| 284230 Mitchell, Sheila Ernporia Workforce Center 9/1,/2005 0200P M Yes
31 355349 Colling, Mari Ernporia Workforce Center 9/15/2005 0200P M

32 [35638 Harnlin, Lacie Emporia Workforce Center 941572005 O200Ph

4 4 divrot rescallin dso / < 4

When the RES client reportsto the office, if the client’ s Participant ID is highlighted as alink
you may click on the link to access their Case Details page.

Program Registr:

04/13/2005 - Locked in Emporia Workforee Center
office

Job Service

workforce Investment ent is not eligible for WIA.

Trade Act The client is not eligible for TAANAFTA-TAR,
Reemployment Open - Emporia Workforce Center office
Services SaT Plan ——
Unemployment 0441042005 - Locked in Emporia Workforce Center
Insurance office
SCSEP The client is not eligible for SCSEP.
My Cases My Follow-up Client Search

Y ou will note that the Job Service Registration link islocked (04/07/2003 - Locked in name of
office) and can be accessed for the purpose of viewing only.
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No services can be added or edited. All services will need to be provided using the
Reemployment Services registration link.

If the client’s Participant ID isnot highlighted, the client did not have a Job Service registration
at the time the call-in was processed to Service Link. Conduct anew Client Search on the
client’s SSN, and insure that the N/A radio button is selected under Program Registrations.

&} Home @ Station ks22 8 T. Adams e Logout [:‘B Print

Client Search

__Related Links: Results | My Cases [ My Follow-up |

Specifying a SSN or a Participant [D will cause all other values to be ignored
when performing the search. You must include one of the following:
First Name, Last Name, Phone Number, SSN, Participant ID or Username,

Social Security | 510361675 —
Number
Last Name |
First Name |

Partial Name Match? - Select one from below
 Yes, return names similar to those I
hawe provided.

@ Mo, return names that match exactly
as I have specified.

Username |
Phone number |

Participant ID |

Office | Selectan office i

Migrant/Seasonal - Select one from below
Farm Worker? | O Yes

& Mo
ORI

Veteran Type | Buth Yeterans and Mon-Veterans v_|

Two additional filters for searching are provided below:

If you select "Program Registrations” in the drop down (the default), the search
will return those participants based on the filters applied above who are
enrolled in the program specified by the radio button selection. If you select
"Program Eligible For” in the drop down, the search will return those registrants
based on the filters applied above who were determined eligible for the
program specified by the radio button selection within the past 7, 14, 20, 60, 90
or 180 days as determined by the "Eligibility Determined"” drop down choice.

Type of Search | Program Registrations +

Programs | Select one from below
& Job Service (LE)

O Waorkforce Investment Act (WIA)
O Trade Act (TAS/NAFTA-TAA)

® Reemployment Services (RES)
& Unemployment Insurance (UI)
() SCSEP (SCSEP)

> Mot Enralled

O N —

Eligibility Determ.ine.d Selectthe number of days +

within

If the client’s name appears, click on their name to view the Case Details page. If theclient’s
registration is incomplete or inactive with Job Service, complete or update the Job Service
registration. Once the registration is complete, the RES enrollment will open and you can
proceed.
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If you get no match on the client’s SSN, you will be required to have either the client complete
the self-service Job Service registration or complete the registration for the client. Once the
registration is complete, the RES enrollment will open and you can proceed.

Note: If the RES registration fails to appear after completing the above two steps as appropriate,
contact AJL Support to have the RES Enrollment manually opened.

The RES Call-In Report displays al Ul Claimants called in for reemployment servicesin the
future and within the last thirty days. Claimants are removed from the report upon compl etion of
scheduled mandatory services, or when services are waived.

Client will continue to be eligible for Reemployment Services until they are placed in
employment and discontinue receiving Unemployment Insurance, are disqualified from receiving
unemployment insurance, or their benefit year ends.

When the person is no longer eligible to receive Reemployment Services, or are declared

exempt, the system will unlock their Job Service registration and discontinue their
Reemployment Services registration.

Exemption from RES

If the client is to be exempted from RES, click on the Open- (Office Name) link.

S v [ R PP PN PR

Job Development Mo job developments have been entered.
Job Placement Mo job placements have been entered,

Printable Wersion Select the case sections to print.
On-line Client Release

Printable Client
Release

EEQ

Program Reqistrations

Job Service 04/13/2005 - Locked in Emparia YWorkforce Center
office

wWorkforce Investrment  The client is not eligible for wisa.
Trade Act

reemployment
Services

Unemployment
Insurance

SCSER The client is not eligible for SCSER.

My Cases My Follow-up Client Search
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Click on the RES Enrollment link.

ﬁ RES Program Detalls for Chandra M. Allen

Click on the aporopniate link to 304, view, or edit the mformation. You will be
restncted to information based on your phiviege level

Program 1D 471462

Eeassign Office Current Office: Emporia Worldoroe Certer
Raassign the offics for this paricular program

Waous Enter wage information.

fmomes Enter outrome informaton.

Brogram Notes Thére have been no notes entered for this
DrOgraes.

ErcolmentElqbiny Date  View the entollment and ebgbdity dates,

st

Erntable Verson Selact the program sections to pnnt,

RES Enroliments

Reamployment Sarvoes 05162005 - Open G
(WeRs)

Ratizrn 1o Case Details

a’ Home a Station ks22 3 C_ Allen o Logout “3 Printt

RES Reemployment Services (WPRS) Enrcliment Details
for Chandra M. Allen

Clhek on the apgeconate link to 284, view, o edit the information. You wil be
restricted o informaton based on your priviege level

476435

Ervoled: 05/16/2008.

Nona

LuAnn Wimors - wilmore@k ansascommarce com -
(620) 342-3355

Lusnn Wirnore

No goals have been éntered,
No grants have been entered.
11 services have been entered.

Schedule 3Semce Add 3 scheduled service gap so the dient is not soft
Gap exted

Emgloyrment Plan Empioyment plan details for thes enrolimant.
Ereciment Notes 1 note has been entered,
tigeds and Bagmars  No Needs And Bamers

Contact Irfo 2217 W. 2;'\1'
Snapshot Emponia XS 66801,
62034208668,
kayblgnz@cableone net
Demographics Veew the donts demographics sformation at the tene
Snapshot of ervolimers.

Ekgibilty Snapshot RES Reamployment Services (WPRS)
Enntabie Version Select the envoliment sections to pret.

£EO Pontable Prirt the EEO notfication,
Yersion
Return o Program Details

On this page, if the client isto be exempted from Reemployment Services, click on the
Enrollment Info link.
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E:
§ Return to Workload
|

\i.) RES Reemployment Services (WPRS) Enrollment
F My Cases

E My Follow-Up
g My Employers
g My Job Orders Start Date 06/17/2008
§ Client Search

Edit Enrollment for William Robert Zoeller.

WARNING: Services are currently open for this individual. You cannot close this
enrollment until all services are ended.

This client is exempt | Select one from below
from this enrollment. Q Yes

§ Client Merge @& No

| Client Call-in
I Job Search

Reason client iz exempt
(250 character max.)

elf Service Tracker
Reporting
| Edit Password

L

Services & Training Save Exempt Status Return

Click “Yes’ that indicates that this person should be exempted from this enrollment and enter the
reason for the exemption in the text box then click the Save Exempt Status button.

If the client is not exempted from Reemployment Services, click on the Serviceand Training
Plan link. The mandatory services of Assessment Orientation and Assessment Interview should
be listed under Service Typein the Service and Training Plan.

Click on the Service Type of Assessment Interview.

Service/Training Plan for Iris 1 Balley

Click the Servcas Quick Entry button to add a new completed service, Click the
Adid Service button b add 3 new service, Click the Sarvice Type link to view/edi

Rlelisn 1o Woerkinsd datails for axasting services,
Admin Meni
Service Type Provider BSS Payments  Stalus Completed
Sssassment Cverland Mot Ko Complated 10/21/2002
Inferyiay Park Bpdpsted  Paymants
Azsassment  Overland Mot ] Completed 10/31/2003
Crigniation Park Budgeted  Payments
Lot erin Eog Add Service Sendoes Dulck Endry Enrallment Detalls
Actwty Leg
Hinnt Marge Call.in

CliantCalkin

deob Bal

If the serviceis Mandatory, “Yes’ should display to the Mandatory question and the status
should display as Schedul ed.
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Service Details for Iris 1 Bailey

* Service Type |Assessmemlnterwew v
O*NET-50C | ONET Lookup

* Status | Completed “w

Mandatory? | Select one from below
@ ves
O Mo 4—

Total Cost | 0.00 2]

Provider Name | Overland Park
Provider Address1 | 2417 Santa Fe Drive
Provider Address2 !OP

Provider City !Overland Park

Provider State | Kansas v

Provider Zip | gg212 - |nnnn

Follow the same procedure for the Service Type — Assessment Orientation.

Note: All mandatory RES services that are still in scheduled status three working days after the
scheduled start date will have there status changed to “unsuccessful completion” with a date of
unsuccessful completion equal to the date the status changes.

If the RES registration and enrollment has to be manually opened, you will need to click on the
S& T Plan link to enter the services of Assessment Interview and Assessment Orientation
manually. If the client is not exempt, you will need to indicate “Yes’ to the mandatory question
and show the status as “Completed”.

e s I P P P

Job Development Mo job developments have been entered.
Job Placement Mo job placements have been entered,
Printable Wersion Select the case sections to print.

On-ine Client Release

Printable Client
Release

EEQ

Program Reqistrations

Job Service 04/13/2005 - Locked in Emporia Workforee Center
office

workforce Investment  The client is not eligible for WA,
Ack

Trade Act The client is not eligible for TAANAFTA-TAR,
Reemployment open - EmEDria Workforee Center office
Services S&T Plan
Unemployment 0471042005 - Locked in Emporia Workforce Center
Insurance office
SCSEP The client is not eligible for SCSEP.

My Cases My Follow-up Client Search
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Click the Add Service button.
{i‘& Haome @ Station ks22 g K. Kline @ Logout E}a Print

Service/Training Plan for Kevin Kline
Please click the "add Service” button to add a new service ar training.

Add Service | Services Quick Entry | Enrollment Details

| Call-in

Select the service type as Assessment Interview. Select the status as completed and answer the
Mandatory question “Yes’. Enter the Estimated Start and End Dates and Actual Start and End
dates as the current date and Click the Save button at the bottom of the page.

Service Details for Iris 1 Bailey

* Service Type |Assessmemlnterwew v
O*NET-50C | ONET Lookup

* Status | Completed “w

Mandatory? | Select one from below

& Yes
) Mo

Total Cost | 0.00 2]

Provider Name | Overland Park
Provider Address1 | 58417 Santa Fe Drive
Provider Address2 | OP

Provider City | Overland Park

Provider State |I<ansas vl

Provider Zip | gg212 - |nnnn

Follow the same procedure for the service type of Assessment Orientation.

Waived Services

b iiiicrdead '\i‘) Service Details for William Robert Zoeller

My Cases
My Follow-Up * Service Type | & Orientation 'Vl
My Employers
O*NET-S0C ONET Looku
My Job Orders P

Mandatory? | Select one from below

&) Yes
) No

Job Search Provider Name | Junction City Workferce Center

|
Emplayer Provider Address1 [ 1012 W 6th Street |
|
|

AL Provider Address2 | Suite 14

Resume 5

Provider City | Junction City

Group Activity
count Info Frovider State | Kansas V|

: Provider Phone | 7857628870

— —_—

Est. Start Date | 08/27/20028

Est. End Date | 06/27/2008

Actual Start Date | 08/27/2008
Actual End Date
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If you are waiving a mandatory service, you must select ‘Waived' from the Status drop down
menu and enter the current date as the actual start and end dates for the service.

Re-scheduling Services

If an RES service must be rescheduled, access the client’s Case Details page and click the S& T
Plan link.

Program Reqistrations

Job Service 04/13/2003 - Locked in Emporia Workforce Center
office

workforce Investment  The client is not eligible for WA,

Act

Trade Act The client is not eligible for TAANAFTA-TAR,

Reemployment Qpen - Emporia erkforce Center office

Services 58T Plan

Unemployrent d in Emporia Workforee Center

Insurance office

SCSEP The client is not eligible for SCSEP.

My Cases My Follow-up Client Search

Select Add Service
ﬂ} Hofs @ Stabon kE22 g L. Bmlaw e Logout _‘_u Prirt

Service/Tralning Plan for Irs ] Balley

Arnencos Job Link Aloncs

Servige Type  Provider Budget  Payments  Status Completed
R ANRAHTER fssessment  Owerdand Mg Mo Completed 10731 /2003
Adrnin Wuni T . Park Paymants

fspasFment Cwarland Mo Ha Completed 10312003

Crigrtation Park Budgsts Paymants

Flaase click the Add Ssrvice buthon to add a new sarvica or traming, Click the
Service Type link to view/edit detals for eosting services.,

Buldl Service Envallment Datalls Calllin

Uzer inin Leg

Select the Service Type and select Re-scheduled from the Status drop down menu. Enter the
Estimated Start and End Date for the service and click the Add button..
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S v 8] dicate tha efVice Was proviaeda oy your o 2, [2ave e Froviaer Name
My Employers field blank. To search for a provider's contact information, click one of the Providers
My Job Orders buttons below before filling out the rest of the form.

Client Search Search Providers -
[ Training Providers ] Service Providers
&
* Bervice Type | A Interview M‘ -

o*NET-50C [ | | ONET Lookup

Employer Mandatory? - Select one from below

@ Yes
O No

Account Info Total Cost |:|

Self Service Tracker

Group Activity

Provider Name |

Reporting
Eit Ptvard Provider Addressl | ‘
Self Referrals Provider Address2 | ‘
User Lookup Provider City | ‘
WARN Listings

Provider State | Select One v|

W. Zoeller Provider Phone

Provider Fax

Est. Start Date | 08/21/2008 P
Est. End Date | 06/21/2008
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Chapter 2 -- SERVICE LINK —Part 11

My Cases— Add A Client

Case Detalls for Calvin Coolidge

Click on the aporopnate link to 204, view, or edit the information. You will oe
restricted o information basad on your priviags leval

Universal Information

Contact Information Calvin Coplidge
12485 5 shorawood
Topaka, K5 66612
Phione: (TB5) 296-5034
alt. Phone: (785) 424-4753
E-mail: ccoolidge®anl.com

Altgrnate Cortacts Thers are no altamate cortads entered,
Remoaranhic Information Participant 10 398592

SEN! 123-54-0502

Gender: Mala

Race: White or Caucasian
Labor Farce Status: kot employsd

Wetaran
Vit Typa: Other Eligibte
Eligibility LE Job Service
LE Mature Waorker
WIS Adult (Lo Farmula)
WiA Dislocabed Worker (Local Farmula)
WIA Rapid Retponse
WA Rapid Responge Additinal Assistance
Wets WIA Veterans' Programs
SCEED
EEQ Notice s
Iteshgenty Beterrals There is 1 Interdpenty referral entered,
W Thars are no s:a!ﬁan'ms enkered,
SETVIpEE
Partcipant Entered Sef-Serice There are 2 sef-services recorded,
achinty
Bariner-Provided Semvices There is L partner-providad servics entered.
Cliert Call In Information about Chent caling
Go-Realsrations This client has O co-regstratianis),
cument Enrollments Chenk currently has 3 apen enroliment(s) o 3
programis),
Miork Hisbory There has been 1 job enterad,
Testina Irfarmatian There are 4 tests entered.
Clieot Hotes Thare s L nota enterad.
ereformad Empigyer List Thare are 1 praferred employers entered
Mo Saarch Smarch by Job Objedive
Job Raferrals There are 2 job referrals entared.
oo Development There is 1 job develogment enterad,
300 Placement Thara ara 2 job placements entered.
Erintable Yersian Select the case sectons to pnnt,
Qn-loe Chant Release
EEQ

Program Reqlstrations

Jobr Sefvice
WTRED Grants The diant iz not aligible for WG,
Workforee Investment Act Dosen - State Admin office.

SET Pign
Trade Act Tha chent in riot aligible for TR NAFTA-TAS.
\iabgrang Thiz cliert has naver baen registarad in Vats,
Reemployment Sernces The chent is not eligible for RES,
Unamployment [nsurance The oent is not aligible for U1,
SCSER Qoan - State Admin office

SET Pisn

Wy Fallow.aup Chent Saarch
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Navigation:
To add aclient to your caseload you may click the My Cases button.

My Casas

You are currently m the process of adding ar remowing & chent bo either vour
cazehnad or another staff member's caseload.

Fetimn e Workiuad

* Perform action on Pleass chansa one =
your caselpad or
anather"s caseload?

* Would you like to Pleass choose one :i
add or remowve tha
current client?

Mext Cancel

Instructions for Completion:

Field Name Valid Entries

Perform action on your casel oad or another’s Select My Caseload from the drop down menu.
caseload?

Would you like to add or remove the current client? | Select Add from the drop down menu.

Click the Next button.

Showing 1-13 of 13 clients found.
Return to Workload

+ Client Veteran s
oo Name SN Status Enrollments City
My Follow-Up
My Employers Chase, Che 100229999 e Adult (Local Topeka
Formula)
My Job Orders « Dislocatad
Client Search Worker (Local
Client Merge * Job Service
Client Call-n
Job Search | -
Chase, Chevy 6656889929 Veteran « Job Service Topeka
Employer Search
Disability Resources
Resume Search | Coolidge 123540909 Other « Dislocated Topeka
Group Activity Calvin Worker (Local
. + Job Service
Account Info « SCSEP
Self Senvice Tracker
Reporting
Edit Password Fern, Fred 870991675 » Adult (Local Topeka
Self Referrals Formula)
« Dislocated
User Lookup Worker (Local
« Job Service

WARN Listings
Provider Search

The client will appear in your My Cases folder.
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My Cases— Remove A Client

Navigation:

To remove aclient to your caseload you may click the My Cases button.

My Cases

caseload or anokher staff member's caseload.

* Perform action an Pleass chansa one
your caseload or
another®s caseload?

* Would you like to Pleass choose one
add or remaove the
current client?

Hent Cancal

Instructionsfor Completion:

“ou are currently m the process of adding ar remowing & chent bo either vour

=
=

Field Name

Valid Entries

Perform action on your casel oad or another’s Select My Casel oad from the drop down menu.

casel oad?

Would you like to add or remove the current client? | Select Remove from the drop down menu.

Click the Next button.

My Cases

Showing 1-12 of 12 clients found.

Return to Worklead
+ Client Veteran

SSN o Enroliments
My Cases Name Status
My Follow-Up
My Employers Chase, Chevy 100229999 » Adult (Local
: Formula)
My Job Orders < Dikkatad
Client Search Worker (Local
Client Merae » Job Service
Client CalHn
Job Search | 3
o Coolidge 123540909 Other » Dislocated
Employer Search Calvin Worker {Laocal
Disability Resources » Job Service
Resume Search .
Group Activity
GERLALT Fern. Fred 870001675 o Adult (Local
Seli Service Tracker Formula)
Reportin « Dislocated
_p i Worker (Local
Edit Passward « Job Service
Self Referrals
User Lookup
WARN Listings Fillmore 666330000 » Dislocated
Provider Search Millard Worker {(Local
RN e R L * lob Service

The client has been removed from your My Cases folder.

Navigation:

To Add the client to another case manager’s caseload click the My Cases button at the bottom of

the client’s Case Details page.
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My Cases

You are currently m the process of adding ar remowing & chent bo either vour
cazehnad or another staff member's caseload.

Fetimn e Workiuad

* Perform action on Please chansa one :l
your caseload or
annther"s caseload?

* Would you like to Pleass chonse one =1
add or remowve tha
current client?

My Cases

Mext Cancel

Instructions for Completion:

Field Name Valid Entries

Perform action on your caseload or another’'s | Select Another’s Caseload from the drop down
caseload? menul.

Would you like to add or remove the current Select Add from the drop down menu.
client?

Click the Next button.

Adding Client - Staff Search

tou are currently m the process of selecting another staff member

Staff First Mame
Stalt Last Mame

Soaich Cancel

Cliant S=ach

Enter thefirst and last name of the case manager who will have the client added to their
caseload. Click the Search button.

_ﬂﬁ} Home 'Eg Ctation ks Cq P, Pritchard a LOgout E_;'-,:l Print
Search Results - 1 Staff Members Found

Mime Office Stathmn Reqglan Prowvider

Bgrmig, wick) State Admn 6022 Stata Admen  Stabs Adman

Tey Agaln Cancel

The case manager’ s name, office, station desk number, region and provider agency will display.
Click the Case Manager’ s name and the following message will display. Click the Return to
Client Details button.
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E Ctation ks22 (g P, Pritchiard

I ssued February 26, 2010

_‘E Hairi a Logout :ﬂ-ij Pt

Action Successful

Client pat pritchard has been added 0o Vicki Romig's My Cases,

Rt bo oo sd

Seatch Again Ratinrii o Clizist Datails

My Canes

My FodoisiLig
My Eminioyers
My Job Qiders
Clint Seareh

Y ou may remove a client from another case manager’ s caseload by following the procedures
above and selecting Remove from the drop down menu labeled “Would you like to Add or
Remove the current client?’

My Follow-Up - Add A Client To Or Remove A Client From My Follow-Up

Navigation:
To add aclient to or remove the client from your My Follow-up folder, click on the My Follow-
up button at the bottom of the client’ s Case Detail s page.

;’;:’_'} Home o Station ks22 C‘% B. Hope

@ Logout E_H Print

My Follow-up

“ou are currently in the process of adding or removing a client to either yvour
caseload or another staff member's caseload.

* Perform action on | Please choose ane v|
your caseload or
another's caseload?

* Would you like to | Please choose one v|
add or remove the
current client?

Next Cancel

Instructions for Completion:

Field Name

Valid Entries

Perform action on your caseload or another’s
casel oad?

Select My Caseload from the drop down menu.

Would you like to add or remove the current
client?

Select Add from the drop down menu.

Click the Next button.

The client name, SSN, Veteran Status, Date of Birth and City will display in your My Follow-up

folder.
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My Fallow-up
Related Links: Client Search | Results | My Cases

Shawing 1-4 ol 4 dignts found.
Retimn lo Wirkinad

Admin Menu Clent Maps 55N Veteran Status  Enroliments  Clty
Ball, Lce 222990000 e Adult  Topeks
= 15

To remove the client from you’ re my Follow-up folder, select Remove from the drop down menu
guestion “Would you like to Add or Remove the current client?’

{E& Home @ Station ks22 (‘:% B. Hope @ Logout E__B Print

My Follow-up

|- Related Links: Client Search | Results | My Cases ]

Client Name SSN Veteran Status Birth Date City

Add New Client

My Employers

Navigation:

Staff may place Employers who they frequently assist in their My Employersfolder. Click on
the My Employerslink to access the Employer. Company name; City; date of last contact;
number of job ordersin active, referred or hold status; and status of the account is displayed.

@ Hame @ Statan Ly9g a Esk C a Logout sz Print

My Employers

Ralabad Links: Search Empdoyer | Reswrs | My Job Orders

& Company Name Cliw Last Contact  Job Drders  Status
Bartpn County Great 06-01-2005 [neii-N:} Approved
Ralininial I Bend
EEE Corporation Lawrance  NoContact Bt 1 Approved
Cilinnt r:'l;!r il
it TYSON FOOCS/BE (NG, HOLCOMB 04-14-2004  chive2  Approved

Emjlcyer Saarch

dab List
Cantact Trécing

Click the Company name and the company Employer details page displays.
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E’ Hame m Cration ke22 S Kennedy A.5. e Logaut :-.# Prrt

Employer Detalls for Kennedy and Sons

This employer has bean mdudad i my kst of favonbe employars,
Click on the approoriate link o sad, view, or edit the information,

W 1309 S Topeka
Topeka, KS 66612
ok LSt Thare is currently § active job listad.

There are paTently no jobs on hold.
There are cerontly no refermad jobs hsted.

Contact Tracking Thiere are purrerntly no contact debails |isted,

o Devalopment There are corrently no job devslopments,

EEQ Auditing Chek on EED audiing to review job order preparation
and refarral activiting,

W Dizplay b=t of Job Seekers wha have ndicated a
praference ta work for this emoloyer.

Employer Notes There is 1 note entarad;

Feturn To Resulis Mew Saarch Remeve My Employen

Click on the Job List link and the Job List page displays job orders in active, referred, and hold
status.

Active (1 to 12 of 12)

B T i ———————
Company name: Barton County Community College

Rt to Workioad To edit a job order, dlick a Job Title link. To result referrals, click a Referrals link. Use the Hold

- . and Close links to change the status of the order.

My Cases

- &+ Job # Qpenings Mac_le Date Resume
My Follow-Up Job Title Job # i Referrals 1oe Updated Search Held Close
My Emplaoyers
My o Grdes | Directorof 8097811 0of1 0.of 10 02/11/2008 Search Hold Close
Client Search | Athletics
Client Merge Of’ﬁ_ce 5100127 Dof1 0of 20 02/11/2008 Search Hold Close
Client Call-in | Assistant
Job Search | English 8105052 Dof1 0of 10 02/11/2008 Search Hold Close
Associate
Employer Search Eaculty
Eimpioyes Detpls | Public 8105088 0of1 10f 10 02/11/2008 Search Hold Close
lob List Speaking
Con racking Assodiate
Eaculty
Job Development |
Disability Resotrces Emergency 8108586 Dofi1 0of 10 02/11/2008 Search Hold Close
Services
Resume Search Education
Group Activity CFinpcaVE
Coordinator
Account Info e : . TR b T
SR o Medica 8111692 QOof 1 0of 10 02/11/2008 Seardl Ho Close
Self Senvice Tracker AstiSkak O
Reporting Associate
Edit Password Eaculty Part-
time
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ESu e otdit] Education
Group Activity Clinical
Coordinator
Account Info — . . ITF - E :
e Medica 8111692 Dofi 0of 10 02/11/2008 Seard Ho Close
Self Senvice Tracker R |
Reporting Associate
Edit Password Faculty Part-
time
Self Referrals
Head Men's 8112842 0Dof 1 0of 10 02/11/2008 Search Hold Close
User Lookup Soccer
WARN Listings Coach
Provider Search Head 8113432 0Dof1 0of 10 02/11/2008 Search Hold Close
Women's
Fred Fern Vc_y_ggembal\
Barton Ci C j =
G Ouply Gy Bus Driver 8113688 Oof1  Oof15 02/11/2008 Search Hold Close
College P-T)
Agency List .
Secretary 5115043 Qof1 Oof 15 02/11/2008 Search Hold Close
Nursing
Program)
Mursing 5118470 Dof1i 0of 10 02/11/2008 Search Hold Close
Instructor
ABLE 8118517 0of1 0 of 10 02/11/2008 Search Hold Close
Facilitators
Create Job Order "E-r.np.lbyer.Delails

Staff may edit and update the job order by clicking on the job title or positions filled link, result
and make Referrals, search resumes, place job ordersin Hold or Closed status, or create a new
job orders from this page.

My Job Orders

Navigation:

Job ordersthat staff have created are placed in their My Job Orders folder.

Click on the My Job Orderslink and the job order number, job title, Employer name, Referral
activity, date created, date updated, disclosure level, status, and published status display.

My Job Orders
Related Links: Search Employer | Results | My Employers

T Job Employer Date Date Disclosure 5
Return to Workioad g;?:t:er Title Name Referrals = - od Updated il Status Published
My Cases
My Follow-Up 8119021 |aborer Baver 1 of 20 08/24/2006 02/14/2008 Blind Ad - Active  Yes
My Emol Construction No
ANDIRIRE Company, Company
My Job Orders Inc. Information

Client Search
Client Merge
Client Call-in
Job Search
Employer Search

Staff may view the job order by clicking the job order number, update and edit the job order by
clicking the job title, access the Employer details page by clicking the Employer name, and result
and make referrals to the job by clicking the referrals link.
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Client Search — Resumes, User |nfor mation Log, Activity L og

ﬁb Haoma :“EE' Skaran kEZd l:% L. Ball a Barton C.C.C Eh Director O E. @ Lagaut

e

Case Detalls for Lucy Ball

Universal Information

Contget [riormation Lucy Ball
1308 5w Topeka
Tapeks, KS 66612
Phone: {TES) 296-5034
E-mail: pprichard@®aila.net

pltarnste Contats Thara are no altamats contacts entered,

Demoaraphic Parfcipant I0: 351687
Information SSN; 222-99-0000
Gender: Female

Race: wiske or Caucasian
Ethnicity: Ethnic Hispanic or Lating
Lsbor Forca Status: Employed

Eligibility LE Job Service
Wi Adul (Locad Farmula)
EED Motice fes
Intecdgency Aaferrals  Thers ara no Interdgency raferrals entered

Resume link — staff may assist a Job Seeker to complete their JobLink resume. Instructions for
completing the resume may be found in the America s JobLink Users Guide — Self Service
Section 2, pages 3-34.

User Info Log link — provides a complete review of information contained in the client’s
resume.

Activity Log link — provides alisting of Referra activity for the client.
&E‘} Home m Staban kaf? R C. Chasa @ LOgout L_;'-,j Print

Activity Log
Ralabad Links: Actwry Motes

Objective Company  Job E-Mail Date Artivity
Cashiar Riley Clericad Sank 07/28/2005 Delats
COURLY Assistant
Human
Resouroos
Cashiar Riley Clegricad Facoived  OF/Z%2005 Dalate
Courdy Azsistant
Hiimian
Resources

L=y i Lieg

IZhant Merge

The client’s job objective, the name of the company and job title to which the client was
Referred, the date when the email was sent and received is displayed. To view the job order,
click thejob title link. If you wish to delete the Referra, click the Delete link.

If you desire to enter notes regarding referral activity click the Activity Noteslink. Enter your
comments and click the Save button.
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&E‘} Home qﬁ Statan kaZ? a C. Chasa @ LOgout :..;'-,j Print

Activity Notes
Relabad Links: Activity Log

Ao Job Link Aloncs

Personal Motes
Rt bo Wioridosd

¥ potes
o P chasad Ber mas. )

User it Ly

Save | Ressl
IZhiant Merge

Clant Calkin

Jie GEarel)

Client Merge  ONLY performed by Oklahoma Joblink administrator.

Navigation:
Allows two client records, on the same client, to be merged. Click the Client Merge link.

&!} Hame qﬂ Statan ka2 a C. Chatn ﬂ Logout E..;'d Print

Client Merge

Enber thiz particpant 10 for the twio users that need to be marged,
MOTE: Mergeg Chents can not be reversed,

Duplicete program enroliments must be removed prior bo the menge, Plesse
delebe all services and the Emglayment Plan from cne of the disnt records to be
margad and contact the Al System administrator or AL Help Desk to delsts
the enmllment prior to the marga,

&l other daka clean up can be accompkshed either belore or after the menge,

The client that the data is movad 1o may not be sligible for 3 the program
enrclimants that are bemg merged.

et A MERGE 15 IRREVERSIBLE--PROCEED WITH CALTION
Useer I Liog

* Participant 10 1
¥ Participant 1D 2

IZhiant Merge

Cllinnt Callln

Cantlnag LLETT]

Note: Merging Clients cannot be reversed. Duplicate program enrollments must be removed
prior to merge. Please delete all services and the Employment Plan from one of the client
records to be merged and contact the Oklahoma Joblink technical assistance person to delete the
enrollment prior to merge. All other data clean up can be accomplished either before or after the
merge. The client that the datais moved to may not be eligible for all the program enrollments
that are being merged.
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The following sections of the Universal Information page must be transferred when merging
client records:

Inter-Agency Referrals
Sdf-Service Services
Partner-Provided Services
Client Cdl In
Co-Registrations

Work History

Testing Information
Client Notes

Preferred Employer List
Job Referrals

Job Devel opment

Job Placement

Enter the participant ID for the two users that need to be merged. Click the Continue button.
m Hiarms m Ctation ka2 3 C, Chas& e Logout -.JJ Prrt

Merge Clients

Armenicar Job Link Alonce

MOTE| Merging Chents can mot be revarsed,
Rt s Vinkdnad Duplicate program enrolimants must be removed prior to the merge, Mease
=il o dalebe all 9erviped and the Empldyment Plan fram one al tha dienk records to be

Zufi 1 menges and contact the AJL System Administrator or AIL Help Desk b delste
the anroliment prior to the margs,

All pther daka clean up can be sccomplEhed ether balore or alter the mernge.

The client that the data = movad to may not be sligible for 2 the program
anrciimants that are bemg merged.

A MERGE 15 IRREVERSIBLE--PROCEED WITH CaLITION
Client Program Enrollment Dates
3391699 - Chasa
e ]

Job Sarvios Job Service 212005
351731 -Chase
(DDF00PR0S)

Job Sarvice Job Service 11/02/2005

Cantinue
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d} Harms m Station ka22 g C, Chase e Logout o Pt

Merge Clients

MNOTE| Merging Chants can not be revarsed,

Duplicate program enroliments must be removed prior to the merge, Please
delebe all services snd the Emplayment Plan frarm one of the disnk records to be
marged and contact the AJL System Adminisorator o AL Help Desk to detste
e anroliment prior to the mangs,

Rtarn to Yoo
Adnvin Menpy

All pther daka clean up can be sccomplEhed ether balore or alter the mernge.

The client that the data = movad to may not be sligible for 2 the program
anrciimants that are beng merged.

A MERIGE 15 IRREVERSIBLE--FROCEED WITH CALITION

L=y it Log This is your last chanee to cancal the client margs.
e L Please chaose one
Clinnt Merge Maorge Action ‘:I

Chank Ctkin Commit | Cancel

Empldiiver Saarcn

Sdlect the client record that is to be merged from the drop down menu and click the Commit
button.

d’. Hirms m Station ka22 g C, Chase a Logout Pt

Merge Clients Finished

The Merging Chents prodess has finished
It can nok be reversed,

Rt b Wk n If you have not completed the data deanup, please do 3o now.

Adnin Manu

Plaaze check the demographics to confirm that the dient iz eligible for 2l the
progeam enrollments that wers merged to his record.

Zontact the AL System Administrstor or AL Hely Desk to hew'e e univarsal
racord deleted for the chent whase enroliments were maved,

After the records are merged, staff will notify the Oklahoma Joblink technical assistance staff to
have the merged client record deleted through the Administrative function.

Job Search

Navigation: Allows the staff person to search for job openings by utilizing any of the following
methods: Basic Search, Search By Type of Job, Search By Job Order Number, Search By
Employer, Search By Saved Job Search Profiles, OJT Search, Search OJL’s National Job Bank,
or Search Other Job Banks. Click on the Job Search link under the Control Panel.

A Desktop will display with the Job Search Options. Click the Basic Search link.
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My Cases

My Follow-Up

My Employers

My Job Orders
Client Search
Client Merge

Client Gall-in

Job Search
Employer Search
Disability Resources
Resume Search
Group Activity
Account Info

Self Semvice Tracker

Reporting

Edit Password
Self Referrals
User Lookup
WARN Listings
Provider Search

Basic Search

Navigation:

The Set Search Parameters page will display which will allow you to select your job search
criteria. The more criteria selected the narrower the job search. If your job search resultsin no

Oklahoma Joblink
ServiceLink User's Guide

Job Search Options

Basic Search

“Search JobLink jobs by keyword. area.
and a variety of other criteria.

Job Spidering

Search for jobs posted on other job
sites from within JobLink.

Search By WorkKeys® Scores

“Search for job openings by

WorkKeys® scores requirements.

Search I§}[ Employer

Search for employers that use AJL and
view their current employment
opportunities.

Search Other Job Banks
‘Search for jobs in other job banks
including JobCentral, Monster,
CareerBuilder. NationsJob, and others.

Search by T of Job

Search for jobs by type of job, usinga
job title such as construction worker or
secretary.

Search By Job Order ID Number
Use this option if you already know the ]

|D number of the job opening.

Saved Job Search Profiles

“Use this option if you wish to run a

previously saved search.

OIT Search

Search for jobs that provide

opportunities for subsidized or
unsubsidized on-the-job training.

job openings displayed, modify your search by selecting fewer criteria.
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Set Search Parameters

E—EDSE the critena to bmit your search. Then dick the “Search’ tutton b display
ra .

Rl |5 Wrkinsd

Eeyword Match;  Select ane Bom elow
™ any

& s
' Euxact

Eeywarids

* Locations _ﬂ
Wou ray aslac — Saarch by &g :
multiple sntries  Alehigon Ares
by holding down  Chanuie Area
the ol kay,  ColtyArea
Dodge City Area
Bl Dorado Arma
Efrignria Area
Ganden City Area :’
HBroaden Areal [~

Type of Employer Selecl ane fom below
& Mon-Milcany

© Miltary
™ Fadaral Contrachor

Houwrly Salary | Houry Satany
Preferrad
It you erter 2 a3lary,
¥otrs marked with
salary type "Othar’ will
nok be reburned.

Caommerclal Delver's  Select ol thial apply
License [ classa

M Class g
I classc

Type of Employment Mo Prafarance =
preferrad Shift Mo Prefaronce ‘d

Required Education -
You may seloct Mo Educalional Requirament
mullapls ertries Some High Bohool or legs

by Rolding down High Schonl Diploma or Equivalard
the <bd kay, vocatioral Cedificate or Credentish
Some Colege

........... : =
Haalth Benefits No Frefurenc ﬂ
Wiew Only Disaster [~

HBecovery Jnbs

Public Transporiation =
Acocessible

Child Cary Provided [

Viesr Temporary [~
Pogitions Cnly

Local Orffice A l:lﬁce.-i- 'ﬂ
statlon Desk

Jub Status Refered k|
Employer Mime
Zlp coda

Job Search Profiles

% Wonkl you like tu  Select sn om below
save this search? © yas

& ha
Search MName

Seaich Clead

2-189



Issued February 26, 2010

Instructions for Completion:

Oklahoma Joblink
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Field Name

Valid Entries

Keyword Match

Select " Any" will match to job openings that have any part of the
keywords entered.

Select " All" will return job openings that contain al of the
keywords entered.

Select " Exact” will return the matches that have the exact
keywords entered.

Keyword

Enter the Job Title keyword(s)

Locations

Y ou may select more than one location.

All Locations will display all job orders statewide including out-of -
state job orders.

Search by City Areawill return job orders within commuting
distance of the city selected.

Y ou may search multiple counties by holding down the Control
Key.

Y ou may select a county and surrounding counties to the county
selected by check the Broaden Area box.

Type of Employer

Select Non-Military for civilian jobs, Military for National Guard or
Reserve jobs or Federal Contractor for those Employers who are
determined to be federal contractors.

Hourly Salary Preferred

Indicate a minimum level for hourly salary, i.e. 8.00. Do not enter
an annual salary level.

If you enter asalary level, jobswith asalary set a ‘Other’ or
without asalary level will not display.

Commercia Drivers License

If you want to view jobs that require a specific type of commercial
driver’slicense, select the appropriate class of license.

Type of Employment

Select the type of employment desired from the drop down menu.
(Full Time, Part Time, Full or Part Time).

Preferred Shift

Select the preferred shift from the drop down menu, i.e. Day,
Evening, etc.

Required Education

Select the education level for the desired job.
Y ou may select more than one choice by holding down the Control

Key.

Health Benefits

Y ou may search for jobs that provide health benefits only.
Sel ect the type of coverage from the drop down menu.

View Only Disaster Recovery Jobs

Y ou may view only disaster recovery jobs available as the result of
Hurricane Katrina

Public Transportation Accessible

Y ou may view only jobs that are accessible by public
transportation.

Child Care Provided

Y ou may view only jobs that provide child care services.

View Temporary Positions Only

Y ou may select only jobs of atemporary duration.

Local Office

Y ou may view only jobs created by a specific local office.
Select the office from the drop down menu.

Station Desk Y ou may view only jobs created by a specific staff person by
entering their station desk number.
Job Status Y ou may view jobs that arein referred, hold, closed within 30 days,

not published, or Search Only-Never Display status from the drop
down menu.

Employer Name

Y ou may view job orders created by a specific Employer by
entering the Employer’ s name.

ZIP Code

Y ou may view job orders within a specific zip code by entering the
five digit zip code
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Field Name Valid Entries

Job Search Profiles Y ou may save your selected criteria for future job searches by
clicking “Yes’ and entering a Job Search name.

Click the Sear ch button.

A page will display alisting of up to 25 job orders. Y ou may sort the list by date last updated,
Job Title, City and Maximum Salary by clicking on the appropriate link: Last Updated, Title,
City, and Max. Salary.

Print

b Home Station ks22 Logout
45 b (%)

Records 1 to 25 of 163

Last Updated+ Tile  City  Max. Sal.

~ Sortby:
Your search returned 163 potential matches.

1. Teller Supervisor I Last Updated: 07/09/2005

City: \Wichita, KS

Order Number: 076236

Basic Job Information: $10.281 - £13.76, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: No Experience Requirement
Duties will include monitoring teller performance and compiling teller
activity statistics. Perform duties of vault teller and assist in resolving teller
dlffe[rj’egces. Supervise and train teller staff. Perform teller duties as
needed.

2. Route Driver-Medical Appointments Last Updated; 07/09/2005
City: Medicine Lodge, K5
Order Number: 8076275
Basic Job Information: $7.25 - £10.25, Full-time
Required Education: High School Diploma or Equivalent
Required Experience: No Experience Requirement

Responsible for transporting individuals with developmental disabilities to
medical appointments, May work as a back up in other areas.

3. Production Support Clerk Last Updated: 07/09/2005

City: valley Center, KS

Order Number: 8076292

Basic Job Information: $9.00 - £16.10, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: Mo Experience Requirement
Support production areas by coordinating and scheduling all material
functions of work-in-process and inventory while minimizing inventory
investment, shop disruption and enhancing response time, Performs all
duties with minimum supervision,

4. Newscast Photographer Last Updated: 07/09/2005

City: Wichita, K5

Order Number: 8076294

Basic Job Information: $0.00 - £0.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: 2 Years 0 Months
Shoot and edit daily and special news video for newscasts, work with
reporters in deciding the focus of assigned stories, and operate microwave
live truck as assigned. Must present a professional image as a
representative of the station,

5. Sales Account Executive Last Updated: 07/09,/2005

City: Wichita, K5

Order Number: 8076295

Basic Job Information: $0.00 - £0.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: No Experience Requirement
Responsibilities include generating local revenue by selling new and non-
traditional advertising time, sales packages and sales promotions,
Prospect and develop new advertising dients. Develop and maintain
positive working relationships with advertisers and agencies by partnering
with customers, making personal sales calls, providing gquality customer
service and being pro-active in dispute resolution, Valid drivers license,
reliable transportation and good driving record required. Colleg...

(Partial Pageisdisplayed.)
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23. Early Childhood Instructor Last Updated: 07/08/2005
City: Pratt, K5
Order Number: 8076155
Basic Job Information: $23,660.00 - $32,000.00, Full-time
Required Education: High School Diploma or Equivalent
Required Experience: 0 Years 6 Months

Provide assistance to children {birth to age 2) to achieve age level
perfarmance.

24, CMM Operator Last Updated: 07/07/2005

City: Wichita, K5

Order Number: B076064

Basic Job Information: $0.00 - $0.00, Full-time

Required Education: High School Diploma or Equivalent

Required Experience: 2 Years 0 Months
Primary duties will be the inspection of parts and tooling utilizing the LK
CMM, Additional duties include performing other guality functions as
required. Minimum 3 years LK CMM Operator/Programmer experience and
machine parts inspection experience working in the aircraft manufacturing
industry required. Competitive wages and benefits including medical,
dental, life and STALT disahility insurance, retirement and company
matching 401k plan, and tuition assistance offered.

25. This job order was inactivated. Last Updated: 09/21/2005

Results pages: 1 2 3

[FY

5 6 7 |Nestzx

Modify Search New Search

Copyright @ 2001-2005 America's Job Link Alliance | Section 508 Compliant | Privacy Policy | Equal Opportunity | Browser Settings

If you wish to view the next page, click the pagelink,i.e.2 3 4, etc. If you wish to modify
your search click the M odify Sear ch button or conduct a new search click the New Sear ch
button.

Click on aJob Title and the Gap Analysis page will display the Job Details.

Job Details Page

The Job Details page provides specific details about the job and how to apply for the job. You
may click on the Job Order ID Number link 8065036 to edit and update the job order.

The Job Details page will indicate if the job order is staff assisted or an Employer self service job
order. If thejob order is staff assisted, the holding office, the current status of the job order, the
disclosure level and who entered the job order will display.

Job Details

Returm to Workload L ADtErnal INFOTIIAION oo s,

Iy Cases Created February 22, 2006

My Follow-Up Last Updated March 27, 2008

My Employers Staff Assisted Job Order ID 8100388

Ny Jab Orders (D mbes

Client Search Holding Office Topeka Workforce Center (3101)

Client Merge Current Job Status Active

Client Call-in Disclosure level All Information

Job Search Entered by Marva Redick (0254) from Topeka Workforce
| = Center (3101)
1 Modify Search | Published by Marva Redick (0254) from Topeka Waorkforce

Center (3101)

Employer Search
Disability Resources
Resume Search
Group Activity

Account Executive
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Desoription and Duties of Jok:

This job requees & High-energy, seif-staring person whao is goal driven, detail-
onanted and anjoys work:ng with peopla. Soma of the dubias of an Account
Executve include, participating in sales traimng which indudes lang range
strateqic planning, compteitive positionng and advanced sales theones:
Creating & relabonshe while working with esesting accounts that reed on-
going persanal sttention ko details of merrent contracks: Cold callirg on
paberdial chants ko establizh a long tarm partnership that mcudes learning
aboul their busingss, shanng marketing and commerdal ideas and westing
WTE: amd kesping up on 38 papens ork necessary bo maintain busssss
recards.

Staff Notes:
Mo staff notes entered,

Job Informatien

Job Location TOPEEA, KS 666145678

Type of Emgiayment FeEguiar, Full-time

Shift Day

Hours per Week Frt

LEETEL Imamediately

Eduration Required High School Diploma or Equivalant
Experience Requirad 1 Yaar 0 Months

Other Detalls

Transportaton Hot Accassible by Public Transit

Tempoeary Posibion Mo

Travel Requred ]

Feincation Mo

2y Jah Training Mot Available

Other Benafits Hong

Contact Information

Contact Hama CALL EMPLOYER

Company hame ETEEE COUHTEY 1068

Company Address 2121 5W CHELSEA
TOPEKAKS 666 145678
e Map - I

Phane {785) 273-1069

FaK {785 273-0123

Emall iallanomeslkenk 1069.cam

How to Apply For This Position

This employer wants b be contactsd 25 follows:

1. By mail hot
ETRE K COUNTRY 106.9
S0y CALL EMPLOYER
2121 5W CHELSEA,
TOPEKA, K5 666145678

2. By small b Wl anam@klpk1 083, com.

Employers may not consider you if mathods ather than those ksted are used,
Waka Raforal

Find Similar Employers

Joblink aliows you to search for employers similar bo the ane who posted this
jab order, The emgloyess returned in this search may ar may not have job
orgers gublished with the JobLek system, but likely employ simias skill sees,
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Finl Similag Emplnyln:

Need Help?

Contact your local Workfores Center.

View Other Jobs

€< Prov Huoxt == Back in Resulis How Saarch

If you would like to view or edit the Employer Details page, click the company name link under
Contact Information KTPK K COUNTRY 106.9.

Return to Workload

My Cases

My Follow-Up

My Employers
My Job Orders
Client Search
Client Merge
Client Call-in
Job Search
Employer Search

This employer is not included in my list of favorite employers.
Click on the appropriate link to add, view, or edit the information.

Employer Account
Information

Job List

Contact Tracking
Job Development
EEOQ Auditing

Job Seeker Preferred
Emplover

Emplover Notes

TOPEKA, K5 66614

There is currently 1 active job listed.
There are currently no jobs on hold.
There are currently no referred jobs listed.

2121 5W CHELSEA DR ‘

There is currently 1 contact listed. ‘
There are currently no job developments.

Click on EEQ Auditing to review job order preparation
and referral activities. ‘

Display list of Job Seekers who have indicated a
preference to work for this employer.

No Motes Have Been Entered |
Job List ‘
Contact Tracking

| Search | | Return to Job Details | | Add To My Employers

Job Development

Making a Referral

If you would like to make a Referral to thisjob, click the Make Referral button on the Job
Details page.

Malke Referral

Plaaze antar the followeng information about the cient you wish to refer far the
job Metal Fabscation,
Retien Lo iWerkinsd
* Sncial Security
Numhar
* Date Referred OR4)2005

Pt B DR T

* Dalte to Report 09752008
Dixirmpiar MM DO/ TYVY]

My |

Time ta Feport
Typn of Refarral Salect vna T om bedow
& OINET Match

© Other Refarral
Ofice 0- Slale Admin =l
Statlon Desk ks22

Emter Ralairal Ratirn o Jol Details
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Enter the client’s SSN. Date Referred and Date to Report are pre-filled and can be edited. You
may enter the timeto report. If the Referral isthe result of an O*Net match; select O*NET
Match. Otherwise select Other Referral. Y our office and Station Desk Number are pre-filled.
Client must be enrolled in a program consistent with staff person’s security privilegesto be
referred. Click the Enter Referral button.

If the job seeker is anon-citizen and not authorized to work in the United States, you will get the
following message:

Submission Errors

» This action is not allowed. Records indicate the job seeker is a non citizen
without authorization to work in the United States, If this is incorrect, please
update the job seekers citizenship status in Demographics to the correct
answer.

| Try Again |

EE} Home EE Station k22 ﬁ Metal F a Logaut I:.,‘j Brnt

Make Referral

Armencas Job Link Aloncs
Plaase vendy the 554 you entered matches to the chent you intended.

Raturn o Woridoad wou hawe chosen to refer Tom Smathers.
Date of Brth 05/24/1573,
Social Sacurity Number is 009002222,

Canfirm o Back Retumn ta Jab Deatalls

ng Station ks22 Cg K. Kline oy Metal F. @ Logout Eﬁ Print
Referral Successful

Click Print Jobseeker to print the referral letter and contact information for the
Jobseeker, If the job order has an employer e-mail address, you may press

Returnio Ernail Employer to get an editable referral letter prepared for email,

Print Jobseeker | Print Employer Return to Job Details

by
1
1y
1y
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You may edit and print a Letter of Referral for the Job Seeker and the Employer. Click the Print
Job Seeker and Print Employer buttons respectively. If either the Job Seeker or Employer has
an email address, you could have edited and sent the Referral letter by email. Click the Return
to Job Details button when you have completed the Referral |etters.

Job Seeker Letter

To: St an Hanbri ght
Bayer Construction Conpany, Inc.
Rt 3
Manhatt an, KS 66505

This is to introduce Chevy Chase in consideration for
your job opening of Equi prent Operator.

Report Date: 04/26/2007

Report Time: NA

Referred By: Patrick Pritchard State Admin (785) 296-5034
Pl ease notify nme if this client is hired for your opening.

Thank You,

Patrick Pritchard
NOTE: Candi dates using nmethods to apply other than those listed nmay not be
consi dered by the enpl oyer.
Pl ease use any of the follow ng nmethod(s) to apply for the position:

Visit www. bayer.comto apply for this position. Follow the instructions
included at the site, including howto submit an application.

In Person: Address |isted above.

Employer Letter
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To: Contact Your Local Joh Service Office
ALCOL

b4
HUTCHINION, K3 67501

Thiz iz to introduce EKevin Kline in consideration for
your job opening of Metal Fabrication.

Report Date: 09/21/2005

Referred By: Patrick Pritchard State Admin (785) 296-5034
Please notify me if this client is hired for your opening.

Thank You,

Patrick Pritchard

If the client is not interested in this job opening, you may search for Employers who hire Job
Seekers with similar skill sets by clicking the Find Similar Employer s button.

{E} Harmi E Seaon kel a Aleaa % Metal F a Logout t_ﬁ Prnt

By Industry
Related Links: By Alphabet | By Company Mame

The Morth &mencan [Industry Cl_ud'lmmn System (MAICS) has replaced the
.5, sranderd Industrial Classfication (S1C) system, HAICS will reshape the way
wi yigw our changing sconomy . MAICE was developed jointly by the LS.,
zanada, and Meyico b provide new comparabilty in stabstics about businass
activity acrass North America, The NAICS is uzed to dassify North Amancan
industries by the bype af products or sermces that they provide to the
CONEUEEr,

Rihan o Woridosd

Industry Code (NAICS) Postal Servie, Messengers, Warehouss Storage
Title

7 Industry Code [ NAICS) & MAICE Lo ! . I

Flaass anbar one of the following.

Area Plaasn Selec One =l

County _fl
Yo may salect Allen

rulbiple erknes Andeérson
by holding down  Atchison
the ot key. |Barher
Barlon
Boutson
Bl
Buchanan M)

Buties ‘ﬁ

Surroumding Countits [T [pejugs

Zip Code

Saarch Claan
Pravids Seaith

Y ou may select a geographic areafor your search. You may select acity area, a county or
multiple counties, a county and surrounding counties, or by zip code. Click the Search button.
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Search Results: Companies

Showing 1-12 of 12 companies found. Click on a Company name to display more
detailed information.

Return to Worklead

Code Open

Company Location Zip Jobe
My Cases | —=
Iy Follow-Up |
SOUTHWESTERN BELL INTERNET MANHATTAN 5565030000 518111 0O
My Empl S Hedlas
S SERVICES
My Job Orders
SOUTHWESTERN BELL TELEPHONE CLAY CENTER 67432 517110 0O
Client Search
SHemMege | SOUTHWESTERN BELL TELEPHONE ~ MANHATTAN 66502 517110 O
Client CalH
7 ;” a‘h" SOUTHWESTERN BELL TELEPHONE ~ MANHATTAN 66502 517110 0
ob Searc
1 - SOUTHWESTERN BELL TELEPHOMNE MARYSVILLE 65508 517110 0O
Lo e SOUTHWESTERN BELL TELEPHONE WASHINGTON 65968 517110 0O
Employer Search | -
. . Student Publications Inc Manhattan 66506 511110 O
Disability Resources
e hmaSosiel Student Publications of KSU, I Manhattan 665064801 511110 O
Group Actiity Tavlor Communications, Inc. Clay Center 67432 515112 1
Account Info The Daily Union Junction City 56441 511110 0
Self Senice Tracker | The McCall Pattern Company Manhattan 665025035 511199 0
Reporting The Onaga Herald Inc Onaga 686521 511110 O
Edit Password
Self Referrals
User Lookup | Search Again

WARN Listings

The Search Results page provides a company name, location, zip code, industry code and
number of open jobs. If the client isinterested, you may click on the company name to access
company information and the specific job opening information. If you click on the code link, the
industry title will display. If thereisan open job, you may click on the number link under Open
Jobs to view the job title, access the job order and contact the Employer

Search By Type of Job

Y ou may search for a specific type of job by using a keyword(s) search; accessing the most
common occupational classifications listed in JobLink; search by Job Families; or search by
military code or keyword.

Keyword
Related Links: Most Common | Job Famdly | Miltary | Abouwt

our infermation il not be saved
wntil you select an occupation,

Thee accupation i3 assocated with & job title, description, and code, and
Increases opporturdtes for mabching job seekers and jobs. Far more
information about ocoupabons and how o find one, dick Abowt in the Relabed
Links abova, Clidk Most Common, Job Family, or Mitary for diferent ways to find
an ootupabian,

To find an cocupabon by keyword, type a kayword!s) below and dick Seanch,
For halp with how to use keywords, click About in the Related Links above,

Eeyward Match: —Slect ana from bedow
™ Any

Lo |
T Ewxact

* Keywords

Ssarch

Aot info
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If you would like more information on searching for an occupational classification using
Keywords, Most Common, Military, or Job Family, click the About tab.

About

Related Links: Keywiord | Most Copamon | Job Family | Milltary

Amarica's JobLink uses he Occupstionsl Infarmation MNetwork {0 Net)

Bratin & Werkdnsd classfication systam for job matehng, O*Met is a comprahansive database of
[ il occupational bbas and descriptions based on worker attribubes and job
charactaristcs.

To help you sdentfy the best sccupational classficaton for your job, Amenca’s
JodLink wsas both ©F Net job tites and lay job tHes, Lay job titles are thase
used by tha general public to describe ther jobs or carears,

Why do I have ta select an pccupation when 've already entered a Job
Title?

The occupations &re azsociated with job modes and |job descriptions, They ae
used to mateh employers' job openings and Job seekers” work experiences.
Wsing a classdfication system results in better matches:

Will the job tithe T entered change?

No. The title you snbarad will ramain the same, The title of the occupation you
tll-d:Et; daszsify your job is not required ba be the same as the job bitde you

ﬂ?ﬂ If 1 cannot find an ocoupation 1§ like or an accupation exactly like my

Salect the gcocupation with the descnpton that & clossst oo your job, Resd the

desmnption tn make sure you ars thoosing tha best one, Matching job opsnings

and job applicants i based on eccupations assodated with codes and
despronons, 90 the desirotion s more imporkant than the dte.

How does the keyveord search work?

The keyword searches for ocupabans based on the keyword or words enterad
and the type of match selected.

"any” matches with titles that have any of the kaywords and returns the most
makches.

"all" matches with titles that hava &l of the keywords enterad and resurns
fewer matches than “Any” but fmdee matches than "Exect”

“Exact’ matrhas with titles that have the exact keywords entered and returns
the fawast makchas,

How are Keyword, Most Common, amd Job Family different?

Kayword searchas both the O Met ttles and the lay titles by kayword. Kaywnrd
4 the most general and aBaws you ta find an ocoupaton by searching with
keywords related to your job,

Most Common s a Iist of cccupabions most fraquently used for job opanings and
refumes i Americs's Joblink. If your job is on the Most Cammon list, simply
select it IF it isn't, use Keyword or Job Family,

Jokx Family is a list of O Net job tithas by O*Net job cabagory, not mduding the
I3y tiles. The bop level cabegones or (amilies are brosd, and become mare
specfic as vou drill down to selact an accunation.

If you enter keywords and click the Sear ch button; click on the M ost Common tab, Job Family,
or Military tab, an occupational title listing will display.
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Most Comman
Related Links: Keyword | Job Family | Military | About
Tithe Description  Action
Retisn lo Workinsd
Bookkeeping, Accounting, and Auditing Clerks Description  Sgacdh
Cashiers Descnobion . Searh
Civil Enginsers Desoription  Searth
Computer Support Spedialists Uesoniption  Seardh
Computer Syskems Analysts Dazcription  Zearch
Construshan Laborers Descnption  Seanh
Cushomar Bernics Regrasantatives Desorptipn  Seanth
Elactrical Enginears Description - Sagrch
Expoutnp Secratangs and Admnistrative Assstants Desoiption  Saarch
Fust-Lire Superasors/Managers of Ofice and Desonption  Seardh
administrative SUDooT Workers
First-Line Supervisors/Managers of Retail Sales [asonptipn . Sesndy
Workers
Helpers—Produdsen Warkers Deseription  Seard)
Industnal Engingsrs Descnption . Saarch
?I'ms and Cleaners, Excapt Maids and Housekespng  Desonption  Seanch
RANBIG
Laborers and Freight, Stock, and Matedal Movers, Hand  Desonptipn Seacth
Mantenants and Rapair Workeres, General Desonotipn Seardy
Managers, All Gther Descoption Sagedh
Mechanical Enginears Description  Search
Mursirg Alded, Orderses, and Atbendants Deschiption Sesidh
Cffaca Clerks, General Desoiption.  Searth
Offica and Administratve Support Waorkers, Al Cther Desonpnipn. Seardh
Produchon Workars, All Othar Desmiption  Seardh
Production, Planning, and Expediting Clerks Description  Sssrdh
Recaphonists and [nfonmaton Clerks Descnotipn Seargh
Ragistered Nursss Desonplion - Seandh
Retail Salesparsons Desoription  Search
Sacratanes, Except Legal, Madical, and Exacutive Desonphtion Sagech
Slaughtarars @nd Maat Packars Desoniption  Seand
Truck Driwers, Heavy and Tractor-Trader Description  Seacch
Wielders, Cutters, and Welder Fitters [esonptine  Sesrth

If you or the client are uncertain about the occupationa title, click the Description link to view a
description of the occupation.
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Cashlers (41-2011.00)

O*MNET Description

Retien o Wetkinad

My Cages Facaiva and disbursa monay in establishments ather than financial insttubions.
: : Usually invalves wes af electranic scenners, cash registers, of relabed
equipmeant, Sfan wwolvad & processing credit or debit card transachons and
wahidating checks,

Related Occupations

Title Description  Action
Combined Food Preparatan and Serving Warkers, Description  Search
Ireluding Fast Food

Countar and Fantal Clarks Descrigtion  Search
Parts Salespersans Degcription  Smarch
Billing, Cost, and Rate Clerks Description  Search
Recaptionists and Informaton Clerks Description  Search
Pastal Sarvis Clarks Descrigtion  Search
Tasks

Tasks dizplay & lisk of tasks azsociated with your selected S*HET-S0C
oecupation. This infarmaton s found e the tasks daka table inthe O*NET
datzbzce. Please note bwrs ara no basks data for residual occupations [1:h|:|5er
CAHET-S50C codes ending with ,99) ctherwise known as tha "l others,"

& Agzisk ;u:l:nl'n-rll.. such a2 providng infarmabion and resolving Bher
complaints,

Detailed Work Activities

Detailed Work Adivtes are an intermaciate descriptor between Tasks and
Generalizad Work Activities. They provide 3 comenan language for wark
desoniphion in sucanct, gasy to understand tarms that allow oross-oocupational
matching while presarsng differentiation.

Getting Infarmabion

Morstor Processes, Matenals, or Surroundings

Idenofying Dbpecks, Acbons, and Events

Inspecting Equipment, Structuras, or Material

Estimating tha Quantifable Chargderestics of Prodgucts, Evants, or
Infarmation

Mdging the Qualioes of Things, Servicas, or Paople

Procassing Information

Ewaluating Information to Daetermine Compliance with Standards
Analyzing Data o Inform ation

Mzking Decisions and Solving Problems

Thirking Creativaly

Updating and Using Belevant Knowladge

Developing Objectives and Strategies

Schaduling Wk and activites
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g od iving Glsa

-

» Contralling Machines and Processes

= (Dperating Vehicles, Machanized Daviess, or Equpmant

* |nteracting With Computars

« Drafting, Laying Out, and Speafying Techwesal Deweas, Parts, snd
Equigiment

= Repairnng and Mantsning Mechanical Equipmsant

+ Rapairing and Mamtaining Elecbromic Equipmant

= Documenting/Recordmng Infermation

» Interpreting e Meaning of Infarmation for Othars

= Communicabng with Suparvisors, Peers, or Subordinates

+ Commupicabing with Parsons Outzide Omanization

» Establishing and Maintaining lnterpersansl Relatanships

= fzsistng and Canng for Others

» Sslling or Influencng Othars

& Fasolving Confick: and Megabating with Othars

+ Perfarming for o Warking Directly with the Public

» Coordinabing the Work and Atowities of Others

» Deyaloping and Building Tesms

# Training and Teaching Others

+ Guiding, Directing, and Motivabing Subordinates

» Coaching and Deyveiomng Othars

» Provide Consultabon and Advica to Sthers.

# Parforming Administrative fdivioes

» Seaffing Crgarizatonsl Ursts

= Mortonng and Controlling Resources

Seanch Retun

If the description matches the client’ sinterests, click the Sear ch button.

If you would like to search for civilian jobs related to a military, or DOD occupational code, or
keyword, click the Military tab and enter the military occupational code or keyword and click
Search.

Milicary
Related Links: Keyword | Most Common | Job Family | About

Far mare irfarmabian about Dﬂupl“ﬂﬁ! and haw to find ane, clide the About
Rl L Wkl sd lirtk.

The military ocoupation {MCC] search s desspnad to assist uniformed secvice
members, D00 dvllan employees and veterans i (dentifying accupation codes
that are similar oo their military D00 oooupatan,

Pleass entar sither the alphanumeric MOC cods or any part of the MOC it in

MOC Code ar k!_nﬂlrnrd finld ard chek: search Click the Hﬂ‘]"lﬂ_:ﬂ'ﬂl Mosk Conemon,
Military Cooupation, or Job Faméy link for different ways to find an octupaton,

For halp with how to use kaywords, clidk the about ink,

Eeywnrd Match; —Select sne from balow
©any
& Al
© Eract

* MOC Code or
Keyward

Seanch

Select the occupational title that matches the type of job that the client desires and click the
Sear ch button. If the client is unsure of the occupational title click the Description link to
review the description of the occupation.
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MOC tiHes matching “Military Pollce”™ (1 to 21 of 21)

314 (Army - Commissionad or Warrant Officer)
Military Police

First-Line Suparvisors/Managers of Police and Degcription  Seardh
Detsctivad

First-Ling SuparvsorsManagers of Polde and Descnotipn  Sedsrth
Detactivas

Police-and Sheriff's Patrol Offcars DPescription  Search
Palice Patrol OMicers Desctiption Seacch
Shenits and Deputy Sherifs Pesoription  Ssarch
First-Lime SuparvisorsManagers of Poboe and Descnpbion  Ssgech
Detactivas

Palice and Shenf's Patrol Officers Descrniption  Sascch
Police Patrod Officers Description  Search
Shenifs and Deputy Shenffs Description  Sagech
Secunty Guards Description  Saards

5819 (Marine Corps - Enlisted)
Military Police Investigator

First-Ling Supervisors/Managers of Polcs and Description  Sesech
Datactives

Detactives and Criminal Investigators Description  Search
Paolice Detactives Pescription  Sescch
Palice Tdenefication and Records Offcars Description  Searth
Criminal Investigators and Spevial Agents Description  Segrdh
Child Suppart, Missing Persans, and Unemployment Description  Ssarch
Insurance Fraud Irvesbigabars

Imrigrabon and Customs Inspectors Descriotion  Seardh
Palice and Sheriff's Patrol Officars Description  Szaeh
Polica Batrol Officers Desoription  Seardh
Shanffs and Deputy Sharfls Description  Sesrdh

5803 (Marine Corps - Commissioned or Warrant Officer)
Military Polica car (I}

First-Line Supsrvisors/Managers of Police and [escription  Seardh
Detactives

Naw Suarch
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Set Search Parametars

Chooss the orbarns to imit your search. Then dick the Search’ button to display

the rasudts.
Classilcatlon Cumenby ssardhing for Cashiers postions,
Match: - Solec s bom below
res
Lo
 Exact

Eeywords

* Locations _ﬂ
You may select - Search iy Area
multiples entries  Afehison Arss
by holding down  Chae Area
ths drl kay Colty Area
Dodge City Area
El Dosada Area
Eminoria &rea
Garnden City Sraa :]

Broaden Area? [~ )

Type of Employer  Select sne from below
& Mon-Mitary
© Milmary

 Fedaral Contrascher

Hourly Salary Houry Sabary
Preferned
I you enter 3 salary;
¥ marked with
salary type "Othar” will
nak be rabamed

Commerclal Driver's -Salect a8 thiat apply

The Set Search Parameters page will display and allow you to select additional criteriafor your
job search. Notice that the occupational classification chosenislisted at the top of the page.
When you click the Sear ch button, the listing of jobs in that occupational classification will

display.

Records 1 to 2 of 2

Sart by: Last Updated & Titie Clty Max, Sal,

Your search returned 2 potentlal matches, You can try to broaden your
saarch (you are currently at lewel 6) to return related jobs,

1. Clark, Convenience Store Last Updatad; 06/30/2005

Chy: Manhattan, K&

Order Miembar BF75405

WNasie Job Information: £5 50 - £5.50, Full Eeme

Reguired Education: High Schoal Diploma sr Equivalent

Required Experlencer No Expenicnos Reguirement
Laaking for responsible, self-motivatad mdvidusts bo be a part of a beam.
Murst be willing to leam with ability to waork weeksnads. Wil operata cash
ragister, handis cash,stock and keep araa daan, 7am to 3pm and 3pm
11pm shifts avadable, Full and part time positions, available. 2pply Direct
bebween Sam to Spm, Mondey through Fridey .

2. Cashigrs, Retail Store Workers Last Updatsd: 03092005

City: Topeka, K5

Order Number, S00778

Basic Job Information: £0.00 - $0.00, Ful-oms or PT-Time

Required Education: High Schaol Diploma ar Equivalent

Regquined Experience: No Expermnos RFequirement
Home Depot has vanows openings avalable st its Topska location. Some
positions are purently temporary, $0ME POSHONS are pErManent. Curently
soaking paople for Casteer, Garden, Let, Plumbng Sales Sales, and
Electrical Bales positions, Currentdy have opening an afl Fn:uurs, full imefpart
bme. Pay £7.30 to $10.00 per hour depending on expenence, If interestad
apply onlne at www homedepot.com

Results pages: 1

Modify Search New Search
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title to access the job details page.

Job Spidering

Provides users with access to job openings, on a nationwide basis, from a multitude of sources.

Navigation: This page is accessed from the Job Search Desk Top by clicking the Job Spidering

link.

Return to Workload

My Cases

My Follow-Up
My Employers

My Jab Orders
Client Search
Client Merge
Client Call-in
Job Search
Employer Search

' JobLink Job Spidering

Related Links: Advanced Search

Job Spider searches other Internet job banks for job openings based on your
search criteria.

If you find a job of interest to you, please research the job and the job bank,
and use judgment and caution, before applying. These jobs are not a part of
JobLink and we cannot be responsible for them.
Keywords |
* City, State or Zip |

Search :Cl.er:

MNote: all area searches include the surrounding 25 miles.

Instructionsfor Completion
Field Name Valid Entries
Keywords Enter job title keyword(s) to search.

City, State, or Zip

Enter the name of the city and state or Zip code that isthe
target of your search.

Click the Sear ch button.

Advanced Search tab

If you want to conduct an advanced search , click the
Advanced Search tab

Return to Workload

My Cases

My Follow-Up

Ny Employers

My Job Qrders
Client Search

Client Merge

Client Call-in

Job Search
Employer Search
Disability Resources
Resume Search
Group Activity
Account Info

Self Senvice Tracker
Reparting

Edit Password

Self Referrals

User Lookup

Advanced Search
Related Links: JobLink Job Spidering

Job Spider searches other Internet job banks for job openings based on your
search criteria.

If you find a job of interest to you, please research the job and the job bank,
and use judgment and caution, before applying. These jobs are not a part of
JobLink and we cannot be responsible for them.

With ALL of these |
words:

With the EXACT |
PHRASE:

With AT LEAST ONE of |
these words:

With NONE of these |
words:

With these words in |
the TITLE:

From this COMPANY: |
* City, State or Zip |

[ Search | [ Clear |

Note: all area searches include the surrounding 25 miles.
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letion

Field Name

Valid Entries

With ALL of these
words:

Will return searches on all of the wordslisted in al of the job
information provided.

With the EXACT
PHRASE:

Will return searches based on the exact order of the word
phrase entered in al of the job information provided.

With AT LEAST ONE
of these words

Will return searches based on any one of the words listed in
al of the job information provided.

With NONE of these
words

Will return searches with none of thewords listed in al of the
job information provided.

With these words in the
TITLE

Will return searches with the words listed in the job
information JOB TITLE only.

From this COMPANY

Will return searches for the company listed only.

City, State, or Zip

Enter the name of the city and state or Zip code that is the
target of your search.

Click the Sear ch button.

Sort by:

powered by indeed

1. staff Accountant
Posted: Sat, 14 Jun 2008
City: Manhattan, K5

Source: Nationjob.com

Locate

Posted: Thu, 19 Jun 2008
City: Wamego, KS

Source: Nationjob.com

Locate

W

. Cost Accountant
Posted: Sat, 14 Jun 2008
City: Manhattan, KS

Source: Nationjob.com

Locate

(Partial Listing)

Company: Meadowlark Hills

Summary: We are currently seeking a Staff Accountant.

2. Staff Accountant I (SG 21)

Company: Caterpillar Global Work Tools, Inc.

The Staff Accountant I will be expected to be a... The Staff
Accountant will review clerical input, advise salaried
employees and entry level accountants...

JobLink Job Spidering Found 9 Matches

Relevance+

2D 30
&

Road Asrizl Hybrid
# ;

o;; Filush
P
; oul
;{vt?ccky Fard
==
b 8
T ill
[ ;I“ o5t George
Hl..q gy
TManhattan Zeandale [e9]
| i 1
| Pillsbury &
5 : Wahauns
P Crossing
ﬁg;r‘m‘u&:“d & 10 mﬂes
Virt artl
#3007 Flin c % 007 HAFTED 4 AN

Pin locations are only approximate.

Company: Florence Manufacturing

located in Manhattan, KS, is seeking to fill 3 full time
position for Cost Accountant. Maintain standard costing
systems, actual vs. budget analysis, product...
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7. Tax/Accounting
Posted: Sat, 07 Jun 2008
City: Wamego, KS
Company: Confidential
Source: Hotlobs
ME Kansas regional CPA firm located in Wamego Kansas is
seeking a motivated accountant/CPA to join our team. This
position offers growth potential with no...
Locate

=]

. INTERNAL REVENUE AGENT

Posted: Sun, 25 May 2008

City: Louisville, KS

Company: Internal Revenue Service

Source: CampusCareerCenter.com
Internal Revenue Agent position. An Internal Revenue
Agent is a professional accountant who must meet
comprehensive qualification requirements. KEY
REQUIREMENTS...
Locate

9. Chief Financial Officer
Posted: Wed, 21 May 2008
City: Manhattan, KS
Company: Top Echelon Netwark
Source: Nationjob.com
Top Echelon Network Chief Financial Officer Job Location:
Manhattan, KS Job Type: Full-Time Job Description: Chief
Financial Officer- Manhattan, KS Community...
Locate

Results pages: 1

New Search

Navigation: Click the Job Title. If you want to view the next page, click the page link (2, 3, etc.)
Click the New Search button to conduct a search using new keyword or location information. A
map will display indicating the location of each job listed.

[ JobLink Home “ MNew Search ][ Back to Results ][ <= Prev]

my.indeed - sign in

/; jobs  salaries  trends  forums
indeed ! | ] e ) e

one search. alljobs. .- jop titte, keywords or company e city, state, orzip Tios
Chief Financial Officer - see original job posting at Mationjob.com » Sponsored Job
Top Echelon Metwork - Manhattan, KS Chief Financial Officer
Premier Executive Recruiting - Manhattan, KS
Top Echelon Network Chief Financial Officer Job Location: Manhattan, KS Job Type: Full-Time From Premier Executive Recruiting - 21 da
Job Description: Chief Financial Officer- Manhattan, KS Community Known as the Little Apple,
and situated in the beautiful Flint Hills Manhattan is home to approx. 50,000 people and Kansas Similar Jobs

State University Plentiful opportunities for arts, entertainment. golfing, ... view or apply to job

From Nationjob.com - 29 day Chief Financial Officer

The Franklin Paterson Company - Manhattan, KS

5 ar [s] CH

+ See all Chief Financial Officer jobs From FPSelectJobs.com - 14 ago
« Chief Financial Officer salaries in Manhattan, KS
+ CFO forum - Manhattan. Kansas job forum Chief Financial Officer,
Georgia Department of Human Resources -
Learn more about Top Echelon Network... Atlanta, GA
From Georgia Department of Human Resources -
+ Jobs at Top Echelon Metwork 11 ha
+ Top Echelon MNetwork Forum
« Find my contacts: Facebook - LinkedIin Chief Financial Officer
* Research Top Echelon Network on Google Smith & Howard, PC - Atlanta, GA
From Monster - 1 hour ago
Send this job to yourself or a friend: Wore Top Echelon Metwork jobs...
Erommw amzl sddress 1 Maore Chief Financial Officer jobs ..

Navigation: Click thejob title to get specific information about the job including a description

of the job and how to apply. Y ou may view al jobs available with this company by clicking the

company link; research the company by clicking the Google link; find the company contacts by

clicking the links provided; research salary for typical jobs of thistype by clicking the salary

links provided; or Email the job to yourself of someone else. A map is provided displaying the
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exact company location. Buttons at the top of the page will alow you to return to JobLink,
conduct a New Search, take you back to the job list results, view the previous job listed or the
next job listed.

[ JobLink Home ][ Mew Search ][ Back to Results ][ == Prey ][ Mext ==
Search Jobs My Monster Career Center Home

@ monster

G Franklin & Co.

Entry Level Human Resources

tompany: G. Franklin & Co., Inc. Location: Lauisville, KY 40220
Full Time, Employee Hurnan
Status: L Job Cate :
“ et e Resources/Recruiting
Relevant Work | pos than 1 Year Carear Lavel: ENtry Level
Experience:

Some College Coursework

Education Level:
veation teve Completed

Monster recornmends using Apply Now, Learn more.

:k- AEELY NOVY Sawe to File

Job Description

Do you find yourself asking this question?
“"How am | supposed to have 3 to 5 years experience if nobody will give me a chance?”

If 50, look no further! G Franklin & Company is now offering positions at the entry level for sales and
matketing. You have found the company that will personally train and develop the future top performers
and executives in the marketing field.

We are G Franklin and Company - a marketing firm that specializes in sales and promotions far one of
the nation's largest office supply companies.

Flain and simplel Using our direct marketing methods, we have continuously achieved dramatic results
for clients both large and small from several industries.

The ideal candidate will possess:

s 3 second-to-none wark ethic

+ cnergy, exciternent and the desire to have fun

+ strong desire to advance and grow with the company
s an unbelievably positive business attitude
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Remember, there i1s NO EXPERIENCE NECESSARY. We will train the right candidates. This is a perfect
opportunity for a sharp individual with limited experience to get their foot in the door in the marketing field.

All openings are FULL-TIME and need 1o be filled IMMEDIATELY so area candidates are encouraged

We seek only those individuals who are serious about their work and their desire to advance within the
company. We waork in a fast-paced, fun environment where we focus on the trainee's education and
career advancement. We want those who are highly motivated and driven by the opportunity for financial
and career growth. This position involves face to face sales of services to new business prospects
Growth and compensation based on personal performance.

We require:
+ afun "team player" attitude

+ great communication skills
« strong work ethic

Degree and experience are an asset, but not mandatory. If you feel you have what we are looking for,
email your resume to [Click here for email] (PLEASE MO ATTACHMENTS) or far more immediate
consideration contact Jami @ (502) 493-3852.

Check us out online at www.gfranklinco.com

Contact Information

tompany: G. Franklin & Co., Inc.
Contact: Jami Swing

Email: hnfdofranklinco.com h APPLY NOW
Address: Louisville Kentucky 40220 Sznd this Jab to = Friznd

phona: £12-493-38592
Reference Code: [GAT

Click here to see all "G, Franklin & Co., Inc" opportunities

Please use caution when applying for any openings available in the search results. JobLink
cannot be held responsible for any of these listings.

Search By Job Order 1D Number

Enter A Job Order ID Number

Ertér & Job Ordér ID Numbér, théen dick the Search’ button to display the
rasults

* Job Order ID J&2 1D

My Cases

by Fodiow Ugi

My Employers
My Jobi Orders

Seaich Clea

C bart Search
Clhsrt Merge

The Search by Job Order ID Number requires that you or the client know the correct ID number
for the job opening. When you enter the Job Order ID number and click the Sear ch button, the
Job Details page will display.
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Sear ch By Wor kK eys® Scores

WorlkKeys® Saarch

Workkeys® is a3 job skils assessment system measuning “rea-world” skills that
Adrriin MEns amplayars befieve are oitcal to job succass.

WiorkKeysll enables eduwators o identity Japs batwaen student skils and
amploymant needs, which will, in burm, improve students’ suceess m anfry-leval
and subsequent jobs,

Waorkkeyal enables businesses to raduce bemover, overtimne, and waste while
ncreasing morale throwgh effective selechion decisions and tramning processes

Leam mora about 4CT and the Workkeys svstam,
WorkkKeyi@l s2sesimants meadure ik foundstions! workplace akills;

appliad Mathematics
Appliad Technology
Listaning

Locateg Informaton
Fading for Infonmaton
Wikng

To fird job openings where B smployer has selcated mrsmum WorkKeys
assessment sowes, salect the approgriate level far each assessmant below
and chck Continue, Only scores you enter will b used in the matching process,
Applied Mathematics Make ASalackon =]
Applied Technology Make & Sslacton d
Listendng Make & Seiacton ﬂ
Locating Information Make ASainchon =]

Roading for Makn A Salechon =]
Information ) R
Writing Make ASelaction =]

Confinoe

Y ou may search for job openings where the employer has indicated a desire for referrals with
minimum WorkK eys assessment scores. Select the appropriate level of the client’s attainment for
each assessment and click the Continue button. Only scores that you enter will be used in the
matching process.

Sear ch By Saved Job Search Profiles

{E} Hama E Skaton kefD s Meng % Metal F a Logaut t_ﬂ Prnt

Job Search Profiles

& Saved Search Nams

genaral Search  Mew/Edit Eenams  Delse

Hutchinsan Search Search  Misw/Edit Bsname  Delete

pritch Search  Maw/Edit Bensme —Delste
Retum
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If you have saved a job search profile from a previous job search, you may click on the Search
link to conduct a search using the search criteriasaved. If you want to view and/or edit your
saved criteria, click the View/Edit link If you want to rename your saved search, click the
Rename link. If you wish to delete the saved search, click the Delete link.

Sear ch By Employer

£ v 2 B s Q :
By Alphabet
Related Links: By Company Name | By Industry

ARCRDEFGHIIELMHNOQPORSTUYWEY]

If you know the name of the Employer you may search by alphabet or by company name. If you
are not sure of the company name, you may search by industry. Click the letter of the alphabet
that matches the first letter in the Employer name, i.e. Click “B” for Barton County.

2-211



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User’'s Guide

Search Results: Companies

Showing 1-25 of 53 comparies found, Click on a Company name to display more
datzdad

d infarmation,
Camany Locatian
Eagle Hest Enterprises Chanute
Eadle Ridoe Apartments/TRs] Lawrene
Eanbes Club Empornia
EARTHROAIND TRADING COMPANT Cilatha
garthmovers, inc Washmgton
EATON CORPORATLON, HUTCHINGON
EBERT CONETRUCTION CO [WC WAMEGT
Ebart Construchon €o., Inc. ‘Wamaga
ECCO Salect Kansas City
Econa Lodge Manhattan
Econolodge of Dodge City Dodge City
Economical and Markating Research Alanta
Econam Trarsportation Wichita
EDGE OF TOWHN EL CiORADD
El Botijas Otkaws
El Dorads Cey of El Darado
EL Durage Corractipnal Facility El Darada
Elactrax Jnc Hutienson
Elactncal JATC Wichita
Elmctrical Staffing Few Havan
Ernpire Today, LLC Juniction City
EMPLOYMENT AGENCY TOPEKS
Employment Solutions 5an Juan,
Taxas
Empana Fance Emporia
Empana Motrs, [ne. Emparia
Seaich Again
11213

Click on the company name.

2-212



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

{E} Harmi E Seaon kel a Aleaa % Metal F a Logout t_ﬁ Prnt

Barton County Community College

Contact Information

Campany Addrass 245 ME 30th Road
Great Bend kK5 67SE092E3
Company Web Site www Darkon oo ksus

Avallable Job Opportunities

2o Titde Tab Location Cate Updated
Director of Murssa Education Great Bend 08/04/20035
Pravantion Program Coordingtor  Great Band 07/a1/200%
Shudent Houging Az sistient Great Band 06/27/2005
EINSMCEal B0 SPECIALIST Great Bend 06/16/2005
Coordingtor of Student Housing  Grest Band 06/02/2005
Program Coordinstorfinstructor  Great Bend 0%/28/2003
Agrministrative Aeslatant (LWIB]  Great Bend 05282005
Eathemahes Instryctor Great Bend 05/20/2005

Company Description

Community Callege
Pravider Seath

&coa
it F abrleation

Adoriy Lisl

Click on thejob title of the job that your or the client wishesto view, The Job Details page will
display.

To search by company name, click the By Company Name link.
_ﬂ Home E Ctation ks22 a Logout t_ﬂ Prnt

By Company Name
Related Links: By Alphabet | By Industry

* Company Mema

Rt bo oo Citw

Submi Claar

Enter the Company name and City and click the Submit button.
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_ﬁ} Home E Ctation ks22 a Logout t_ﬁ Prnt

Search Results; Companies

| Sompany Location
Rturn to Yoo Barton C n G
Semch Again

Click on the company name.
_ﬁ} Hormie E Ctation ke22 a Logout t_ﬁ Prnt

Barton County Community College

L Contact Information
Company Address 245 ME 20th Boad

Great Bend K5 675309283
Company Web Sie www barion e ks

Avallable Job Opportunities

3ob Titha Jab Location Ciate Lpdated
Shagant HousINg ASsIsTEnt Great Bend 08/21/200%
Director of Huring Education Graat Bend 08/04/2005
Erevention Frogrem Coordingtor  Great Bend 07/01/2005
Coordingtor of Student Housing  Great Bend 06/02/2005
Program Coprdingtorfinstrycor  Great Band 05/28/2003
pdministrative Azsistant (LWIB]  Great Bend 05/28/2005

Company Description

Community Callage

Click on thejob title to view the Job Details page.
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By Industry

If you choose to search for Employers by industry, click on the By Industry link.

By Industry
Related Links: By Alphabet | By Company Name

Amenicas Job Link Alonco

The Morth &mencan [ndustry Clasefication Systam (MAICS) hat replaced the
L5, Srandard Industrial Classdicaton (S1C) system. NATCS will reshape ohe way
wa view our changing economy. NAICS was developad jointly by the LS,
Canada, and Metico b provide new comparabilty in stabstics about businass
achivity acrass Narth Americs. The BAICS s used to dassify Morth &mnercan
Industries by the type af products or servcas that they provide to the
CONSWmar,

7" Industry Code (NAICS) _ NAICS Lookup |

Please enbar one of e fﬂnwll‘lq.

R itiatry b Widstkd s

Area Please SefeciOng :J

County _fj
Yol may select Alen
multiple entnies Anderson
by holding down _Aichi=on
the arl key.  Barber
Barion
Boursan
Bromn
Buchanan MC)
Hutler :I

Surrounding Coanties = jnolude
Tip Code

Search Clean

éa‘} Horme x$ Station ks22 @ Logout Eﬁ Print

NAICS Lookup

MAICS codes are used to categorize employers by their industry type. If you are
unfamiliar with MAICS, try searching by keyword, using a keywaord that
describes the type of work the company perfarms. For those familiar with the
MAICS industry hierarchy, the "Drill-Down" search is available.

"k-eywor(.l. Search | NAICS -I-ml-ustry-l.:) Down

Y ou may search by keyword if you are unfamiliar with the NAICS industry arrangement.
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| m Horme ‘m Station ks22 @ Logout EB Print -

Amercas Job Link Allance

B ...

Keyword Search: |

I Search |

Enter a keyword or keywords that describe the kind of work the Employer does and click the
Sear ch button.

{S}X} Home @ Station ks22 @ Logout Eﬁ Print =

e ..

NAICS Title |Agricullure, Construction, and Mining Machinery Me,-&g‘.

| Submit |

Select the industry title from the drop down and click the Submit button.
@ Hame m Station ks22 e Logout [g Pt

By Industry

Related Links: By Alphabet | By Company Name

The North Amencan [ndustry Classfication System (NAICS) has reclaced the
US. Standard Industnal Classfication (SIC) system. NAICS will reshape the way
wa view gur changmng economy . NAICS was developed jointly by the LS.,
Canada, and Mexicto to provide new comparabilty in statstics about business
activity across Nosth America, The NAICS (s used to dassdy North Amercan
NOUSTNES Dy The type of products or sérvices that they provide to the
CONSUMer,

Industry Code (NAICS) Agrculture, Construction, and Minng Machiey
Title Marwfactunng

7 Industry Code (NAICS) |1 NAICS Lok |

Plaase entar one of the following
Area Please Select One :i

County _a
fou may select Allen

Multiple erfned Andérion
by holdng down Alchison
the ool key. Barber

Surrounding Counties [ Include
Iip Code

Search Cloas

opynght © 2001-200% Amenca's Job Link Alance | Section S08 Compliant | Privacy Policy | Egual Oppartursty | Browser Settings
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The NAICS industry code displays, and you are ready to search for Employersin that industry
by geographic area.

If you decide to search by using the NAICS Industry Drill Down, click the NAICS Industry
Drill Down button.

g:.’S} Home Lﬁ'g Station ks22 (% Logout E_a Print

NAICS Lookup

NAICS Title |Accountmg, Legal, Advertising Services and Scient »

Submit Narrow Search

Click the Narrow Sear ch button to locate the specific industry that you desire, and then click the
Submit button.

Y ou may search geographically by selecting acity area from the drop down menu, by selecting a
county from the drop down menu or multiple counties using the keyboard control key, select a
county and check the surrounding counties box, or by entering a zip code. Click the Search
button.

Search Results: Companies

Showing 1-5 of 5 companies found. Click on a Company name to display more
detailed information.

Return to Workload

Company Location  Zip Code  Ben
My Cases | ——,
My Follow-Up
My Employers ACCOUNTANT ON DUTY, LLC OTTAWA 660672300 541213 0
Iy Job Orders FRANKLIN & COMPANY, INC. SHAWNEE 662092029 541213 0
MISSION
Client Search . ’
Client Merge Jackson Hewitt Tax Service Overbrook 66524 541213 0
Client CallHn Kav Marie Sanders Auburn 66402 541213 0
Job Search Liberty Tax Service Clathe 66061 541213 0
" Modify Searc
Employer Search Search Again Broaden NAICS

Disability Resources
Resume Search
Group Activity

Click on the name of the company that you wish to access. Y ou may access companies with
open jobs or with no open jobs.
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_ﬂ} Hormie E Ctation ke22 a Logout EJ:-J Prnt

Caffman Construction

Contact Information

Fatiarm bo Wiordnsd

Company Address 311 Peyton

Emporia K5 6EED1
Company Web Sie

Thers ara no available b opportunities.

Retum Contact Employs Addd Joh Dmiltpmalll

If the company does not have an open job but the client desires to send the company a letter of
introduction, click on the Contact Employer button.

_ﬁ} Hame E Station ks22 a Logaout t_ﬁ Prnt

Lattar

Click Edit to open a kather thak can be edited and maded to this employer,

Rt b o ed Edir Retuiti

Click the Edit button to open aletter of introduction. Y ou may customize the letter to introduce
the client to the Employer.

Tos .. -

Coffman Construction
311 Peyton

Emporia, K3 66801

Dear . .,

I would like to introduce myself. My name is Patrick Pritchard and I would like
to be considered for any openings your company currently has in for . I =m
attaching a copy of wy resume to allow you to review my gqualifications.

I am available at your convenience to discuss any current or future openings
available with your company.

Thank you,
Patrick Pritchard

Y ou may print the letter using your browser print function and mail it to the Employer.
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ﬂ Hoite @ Stabion ki2d a Coffiman C a Lagout Lﬁ Prant

Job Developments
There are currently no Job Develapments on file for this employer.

Rt ko Warkload Al Jab Dovalapmisi Ratum to Datalls

If you would like to make ajob development on behalf of the client you may click the Add Job
Development button. Job Developments will be covered in the next section of the user guide
dealing with Employer searches.

If the Employer that you wish to access has an open job, click on the link under Open Jobs, i.e.
1

_EE} Hormie ,E:E Ctation ke22 a Logout |:_;d Prnt

Job Opportunities

Armenicars Job Link Alonce

Fealuin b Wintkdiad ASPEN CONSTRUCTION SERVICE INC,

Job Title Locatlon  * Updated
M Y
Wy Emgloyars Carpenter, Bamadeling Topeka 05f13/2005
Iy Ao By

Residantial s remodeling carpentry, framing, tim, raafing, Work 40+ hours
per wask, Monday through Friday, 7:30.4M to 4 PM. Parmanant.

Juls Eaarih

Hetum Contact Employes

Wy Sk

Graup Acaaby

Click on the job title to access the Job Details page information.
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OJT Search

{E} Homa E Seanon kag2 a Alcoa ﬁ Prevanton P.C, a Logout E_ﬁ Prnt

Job Search By Category
Related Links: Results

Arrexicas Job Link Aloncd

Salact s Jab Cakegory, Jab Status, and Location ba search jabs by category,
Salact On-the-lob Training, Job Status, and Location to seanch all job

Reuem bo Wodkinad . E 3
s categarias, moduding Catagory &, for jobs markad 00T - Yes,

Job category  Select all sl apply
B - Dmaastic

C «Apprenticashin

O - Wi Work Expenence

E - Wia On-the-laob

F - Wia Othar

H - Szate Use (subssdzed)

1 - 'Statm Ute (unsubsidizad)

L - Tax Cradit Ebphia Requestad

M - Job Corgs Tralning

P = Taw Credit Eligible Accepted

0 - Wl Training

R - Other Training

o CVWER

Salesct cam b o bedow

 Iob offers Om-the-lob training

© Job does not offer On-the-Jab
training

# Ha preference

Sbect e from beelow

F Actve

¢ Inactwellncudes Retarred; On Hold;
Clazed within Last 30 Days)

i Both Active and Inadive

na

nooaaaonoaaan

Oin-the-Job Traiving

Juh Status

* ocations _fl
Wou may select — Saareh by Aea -
mudbple srdrios | Mchison Aroea
by halding dawn  Charsls Area
the <txi ke¥.  Coly Area
Dadgs City &5a
El Dorado Ares
Emporia irna
Bardan Cily Area =
Saibinin Hetmm 1o Jab Search
Copyright © Z002-2005 America's Jab Link &%ance | Section 508 Compliant | Frivacy Poficy | Egual Opportunity | Browses Settings

Y ou may search for Employer job openings that offer on-the-job training. Y ou may search by
job category/job status/location; or you may search all job categories by selecting On-The-Job
Training/Job Status/Location.

To search by job category, select a category; select ajob status (Active, Inactive, Both Active
and Inactive); and a geographic location.
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E} Home 'm Stabon k122 e Logout -.ld Pt

Results
Related Links: Job Search By Category

Click opn the Job Tithe to view the Job Details for the opening. Clide on the Job
Search by Cabegary link at the top ol this page ta moddy the search paramsaters
ar stat a new seanch, Click Joo Search on the Control Panel at the left oo retum
to the Job Search Options and sedsct a diffarent type of saanch,

Rt o Woridosd
Rtdrin Kienu

MNumber & Empluyer Joh Tiele Category OQJT Status Location

BO72E04 Barton County  Coprdnator of E L Bctive Barton
CommuniCy Etudent
Colfegs

8075531 Barton County  Assestant E b | fchive  Barton
Community Athletic
Cofege Tranar

To search all job categories, select On-The-Job Training — Job Offers On-The-Job Training, Job
Status (Active, Inactive, Both Active and Inactive), and a Location. Click the Submit button.

Results
Related Links: Job Search By Category

Click on the Job Tithe to view tha Job Details far the opening. Click on the Job
Search by Category ink abthe top of this page e modify the search paranmeters
or stat a new search, Click Job Search on the Contral Panel at the bsft bo ratum
tothe Job Search Opbinns and select 3 differant type of search

Mumber & Emplover  Job Title Category 0QJT Status Location
BO72447  Barton County Administratne A ¥ Active  Barton
Coenemunity
Collage
8072604 Baron County Coordingtorof € i Active  Barton
Community  Shudant
Collage Hawsing
BO75602 Barton County Pravention [ o Active  Bartan
Community  Brogram
Collage Coordinator
BO76551 Barton Counby &sdistans E ¥ Active  Bartan
Community athiete Trainer
Collage
AOES044  Beckar Tire Sales Foube & ¥ Active  Barton
coL
8062961 Kansas Army  Mechamic [ ¥ Active  Barton
ational
Guard
BOTOE4E  Kwik Shop Store Manager A ¥ BActive  Bartan
ProvdecBagrh BO7TE3LT Myers Delivars B Tt Active  Fussed
' Fumnitura garson
agEror Lkt 8067966 SRS Personnel Phermadstin & ¥ Active  Pawnee
2 [Central Charge
oiffice)
8074100 Unal/Rural  fAzsociate A ¥ Arove  Barton
Callular

gezount
Cofporation  Exgbiine

The results will display the job order ID number, Employer name, job title, category, OJT, status,
and location. Click on the Job Title to view the Job Details page.
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Search Other Job Banks

Other Jab Matech Slkes

Cloud Sounty Community Colleae Career Cantar
Link B0 the student servaoes Cgrear Canber at Claud Caunty Comimung Cnhp

Y ou may search other job banks by clicking on the appropriate link.
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Employer Search

Navigation:

The Employer Search function will allow the staff person to locate Employers who have a staff
assisted Employer account in ServicelLink, or to create an Employer account for new Employers
in the system. Staff may enter job orders on behalf of Employers; update and manage Employer
accounts and job orders; make Employer Contacts, Job Developments and Job Referrals to active
Employer job orders, or generate an EEO reports for compliance reviews.

ﬂ‘} Hame ﬂ Staton ke2d n Barton C.C.C E_"; Studlent H 4, @ Logout Lj Print

Search Employer

Related Links: Results | My Employers | My Job Orders

Plaase complete ane or mare of the fislds belew to search for staf-assisted
Rt b Veankdaad campanies, You will be sbde to reste and 20t job orders for the comparees

listed in your search results, For some of the companies in the systam, you may
nagd to supply addions! infarmation in order to establish their account for use,

Company Mamn
FEIM | S0 00000H

SEIN

Tip

Wy Job Cielers
Ciland Search
Cliant Merge

Cliant Calkin ;
Saarch Resst

ALEounl infg

To conduct a search for an Employer the staff person may search by Company Name, Federal
Tax ID Number, State Employment Tax ID Number, or ZIP Code. Click the Sear ch button.
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Results
Related Links: Search Employer | My Emplayers | My Job Orders
Your search raburned 12 results. Clide on the campany name bo ga to tha

Relisn L Wetkinad Emplayas Details. If the company youw are searching for is nat in the results click
on the “Mcro202" button at the bottom of thia page to view more emplovers,

4 Company Name City zin %{h&;‘éﬁ Statys
QILLONS COLBY 87701 002580 Approved
Dillgns Darty 67037 561320 approved
Dillons - Arkcangas City -Enl'::nm 67004 002500 Approved
Diillperes - Winfshd whinfield 67156 002599 appraved
CILLONS DISTRIBUTION — GOODARD  &70S% 002560 Approved
CENTEE.

Diligrs Ezst Manhattan 66502 DDZ599 Appraved
Qillgns Store Wwelingbon  BTI5Z 002900 Approved
Cullgons Seooe # 27 Eaing 67401 002599 aApproved
Dillons Store #48{west] Manhattan 68502 002509 Appraved
Cillpos-Caldomia Topeka 66605 DO2589 approved
[Dillons-Rochester Topeka BhB1E 002590 Approved
Dillgenys -Liish Topaka BEELI4 DO2500 approved

Haw Swarch Search Wicro 202

If the company name displays, click the link.

The Employer Details page will display.
E} Hame m Cration ks22 3 rennedy 4.5, o Logaut ‘-.IJ Prrt

Employer Detalls for Kennedy and Sons

This employer has bean mdudad i my kst of favonbe employars,
Click an the approoriate link to add, view, or edit the information.

Rt bo Wiordosd

Agdrrvin My W 1309 5w Topeka
Topeka, kS A6612

30D List Thare is currently 1 actve job hstad.
There are purently no jobs on hold.
There are cerontly no refermad jobs hsted.

Contact Tracking Thiere are purrertly no contact debails |isted,

o Devalopment Theere are corently no job devslopments,

EEQ Auditing Chek on EEQ audiing to review job order preparation
and refarral activitins,

W Display b=t of Job Seekers wha have ndicated a
praference to work for this empioyer.

Employer Hotes Thare is 1 note entarad,

Feturn To Resils Mew Seaich Rameve My Employer

If you desireto view and/or edit the Employer account information, click the Employer Account
Information link.
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Edit Employer Account Information

* Company or Agency Eléatml:mrﬁyl:hmmmba Code

ot Lo etk s

Company Description
{180 ch

sractnr max}

My Cades Community College

My Emif

* peimber aof Current
Employees

FEIN
SEIN ([ for testing )
** Federal Contractor

* Dvmnership
* Contact First Name
Contact Middle MName
* Contact Last MName

E

=

* libress 245 NE 10 Road
Address line 2
= City  Great Bend
* State |Kenass =
T Tp ersa | - nann
Company website wew baron o ks .us

o4 s
480720175
ITaaTe

Select one fram helow
* Yas

© Ha
L 7Y
State Govainmant 'ﬂ
Hamey

Carroll

Contact Job Title | Human Ressuies
™ Phene E30TORIF  Ext |*
Fax | B207BEVIET
Emall adidress
Save | Resel | Hetuin

Edit or Add the items that need to be updated and click the Save button.

If you desire to access the Employer’sjob order file, click the Job List link on the Employer
Details page

Active (1 to 1 of 1)
ted rred | On Hold | In;

Company name: Dillons-Rochester
Rebirn b Worklead To edit a job order, click a Job Title link. To result referrals, click a Referrals link. Use the
- Hold and Close links to change the status of the order.

My Cases

2 & Job & ©penings Made Date Resume
My Follow-Up Job Title dob £ Foed Referrals Active Updated Search Hold Close
My Employers
RS PartTime 8063246 0of2  200f30 02/14/2008 Search Hold Close
Client Search Evening
5 Customer
Client Merge Service
Client Call-in Cashier

Job Search
Employer Search
Employer Details Create Job Order | \ Empioyer Details \

Contact Tracking
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Y ou may access the Job Details page by clicking on the Job Title. Y ou may edit the job order
information by clicking on the Positions Filled link O of 1. Y ou may result Referrals or make
additional Referralsto the job order by clicking on the Referrals link 0 of 10. You may search
client resumes by clicking on the Search link under Resume Search. Y ou may place the job
order in Hold or Close status by clicking the Hold or Closelink. If the job order is viewable by
the publica‘Yes responsewill display. If the job order is not viewable by the public, you will
need to click the No link to make the job order viewable by the public. Y ou may sort the listing
of job orders by clicking the Job Title, Job Order Number, and Date Updated links at the top of
the page. Specific information on navigating the Employer Details — Job List page will be
covered under Creating and Managing Job Orders section of this Guide.

I ssued February 26, 2010

Employer Contact Tracking

If you want to record a contact with the Employer, you may click the Contact Tracking link on
the Employer Details page.

Contact List
There ari :lirl‘tl‘l‘thl mo contacts an Tile Tor this tmpln\ltr.

Fettarn Lo Wt Al Connacy Ratum

My Cag

Wy Filore- L%
Wy Eminloyors
My Jup Ondars
i lignt Ssac)

To enter an Employer contact, click the Add Contact button.

Contact Details

Add new Contact Details below.

Return to Workload * Contact Date: | 04/26/2007
(Example: MM/DD/YYYY)
My Cases Re-Contact Date: | mmiddsyyyy
(Example: MM/DD/YYYY)
My Follow-Up i
Reasons For A Visit By | Please select one b
My Employers
Staff
My b e * Type of Contact | N/ B
Client Search
Client Merge * Purpose

Client Call-in
Job Search
Employer Search

 Employer Details

+— Job List

Contact Tracking

L Job Development
Disability Resources
Resume Search
Group Activity
Account Info
Self Senvice Tracker
Reporting
Edit Password

(2000 character max.)

* Result
{2000 character max.}

Add Contact Return to Contact List
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Instructions for Completion:

Field Name Valid Entries

Contact Date Today's date pre-filled. Can be edited.

Re-Contact Date If scheduled to re-contact the Employer enter the (mm/dd/yyyy).

Reason for visit by staff Select the reason for the visit.

Type of Contact Select from drop down menu (Telephone, Mail, Email, Fax, In
Person)

Purpose Enter abrief description of the purpose for the visit.

Results Enter abrief description of the results of the visit.
Click the Add Contact button.

Contact List
I;i.z.m‘.u;! Reason Type Made By Agency  View
05212007 Job Sarvies I Person Patrick ANLA Edit;
Hetivitios Pritchard
Aalal Conmact Retmm

Cliant Callin
Joo Bearch

Employer Saarn

Empinyer Delsly

If you entered the contact, an Edit link will display under the View column that will allow you to
view and edit the content of your contact.

Entering Job Developments

If you want to conduct and enter ajob development on behalf of aclient, click the Job
Development link on the Employer Details page.

Job Developments

Cliant Mane Deselopment Loterviess Eollawup View

[hatn Dato Datn
Elmgstong, Fred  04/16/2007 D4f17/2007 D4f18/2007 Edi
Pogers, Mark  07/12/2005 07/12/2005 i
il Job Developmam Femuim ta Deralls
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Previous job development entries will display with the client name, date the job devel opment
was made, follow-up date, and an Edit link to edit and update the contact information. If you did
not create the Job Development you may only view the job development information. Click the
Add Job Development button to enter a new job development contact.

I ssued February 26, 2010

Job Development

Add Job Develogment

= Cleent Sockal Security BTGEE4084
Numhar

* Funding Source Selett Funding Source =

1 Deoupatinn Cade OMET Loobiiji
(O*Met-S0C)

* lob Development ate | 040 82007
[Examata: MM DO/ T

Barton County Community Colags

Relimn Lo Workinsd

My Cages

* Contact ome

Contact Email
7" Contact Phone

* miethod OF Contact
7 Interview Scheduled?

Intervieve Date (if
scheduled )
[Enmmmiper B MG YRV

Imtoreiovy Time {if
schodaled )

T* Fallow-up Required?

FMancy Carmall
Mmﬁﬁ@]mﬂr’cﬁﬁ.ﬂﬁ
B20TAFRIIT Ext
Telophnne :I

Salect ana from helow
 Yes

& Ha
O Hfa

mmidclsy

Select o froim helow

Uges Loakup G ns

WARH Lighngs # Ho

Fromasr Seanh L Y

h i Follove-up Date (iF needed ) mmiddsseyy

Fired] Flintsso I - PO R

Sarnmnfy staff ame  Pavick Prichand
* Hame Office Slate ddmin— =
* Station Desk  ks22
Add Ranain
Instructions for Completion:
Field Name Valid Entries

Client Social Security Number

If you have a client in context the client’s SSN will
automatically display. Otherwise enter theclient’s
Social Security Number

Funding Source

Select the program funding source from the drop down
menu

Occupational Code

Select an occupational code for the job devel opment by
clicking onthe ONET L ookup button.

Job Development Date

Today' s dateis pre-filled and may be edited.

Contact Name, email address and phone
number

The name of the company is pre-filled and not editable.
The contact name, email address and phone number are
pre-filled and can be edited.

Method of Contact Select the Method of Contact from the drop down
menu. (Telephone, Visit, Email, Mail)
Interview Scheduled Indicate ‘Yes' if aninterview has been scheduled for

the client.

2-228




I ssued February 26, 2010

Oklahoma Joblink

ServiceLink User's Guide

Field Name

Valid Entries

Interview Date

Enter the date of the interview if scheduled
(mm/dd/yyyy).

Interview Time

Enter the time for theinterview if scheduled.

Follow-up Required

Indicate ‘Yes' if afollow-up with the Employer is
required.

Follow-up Date

Enter the date for the follow-up if scheduled.
(mm/ddlyyyy)

Staff Name, Home Office, and Station Desk
Number

Information is pre-filled and can be edited.

Click the Add button

Accessing an EEO Audit Report

If you need to create an EEO Auditing report for the Office of Federal Contract Compliance or a

similar agency to provide information on Employer Referra and placement activity, click the

EEO Auditing link.

& Homs
Refarral Search

YOUr Search,
Raturn bo Wiorkinsd

¥ Mgt MM CLE  TTY
My Canes

Pty Folonse- L
Wy Eminioynrs
Chedery

gt Bib S B0TY

Juts EBareh
Employer Sadren

veteran Type

micn Tracker
3]
Eci# Pasawrd Smanch Hesnt
G Referrala
Liges L &ikup

Farm Worker

e
m Station ksl

a Bartan C.C.C

Gander Bof Wades snd Females
Age Al aQ8s

ch
Race

i Yol may sslact While or Cascasian

s ) Tudtiple Sriries Aslan or Azian Amencsn

by holding down  Black or &nican Amentan
the orf kev. amarican indian or Eskimo

Ethnicity Mol specisd
sahility Mot specisd

You may salact Walaran

multiple ertries elnam Era Veteran

by holding down  Campaign Weteran
the ol ker. Campsaign vistnasm Era Velaran

Migrant § Seasonel Molspecifod

@ Logout L_::j Prnt

Enter StE"T_ and end dates bo bagin Your search, Sedect other cotons to nanow

= Start Daba ik
vl

* End Dnabe | rmmidcbeyy
i

Pl le

LII_I'_L

i

Raturm to Employsr Dstails

Y ou must enter a Start and End Date that reflects the period of time covered in the audit and
select the client types required for the review/search (Gender, Age, Race, Ethnicity, Disability,
Veteran Type, and/or Migrant/Seasonal Farm Worker). Click the Sear ch button.
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Al - A& Johorder Referrals Summary for Interstate Brands Corporation from 02/01/2005 to 03/22/2005 -- Generated 02/23/2005
A | B | C | o | E | F G | F
1 Joborder Referrals Summary for Interstate Brands Corperation from 02/01/2005 0 09/22/2005 -- Generated 09/23/2005
2 [ Joborder ID Job Title Referral Matches | Total Referrals | Joborder Creation Date | Joborder Close Date
3 8061522 | Data Entry Clerk Eil Ell 02/03/2005 05/10/2005
4 8061556 | Order Desk Cletk 16 16 02/04/2005 05A10/2005
Bakery Worker f Production / Shipping /
5 B0B2632 _ [Sanitation 352 352 02/16/2005 05/10/2005
B 8054984 | OTR Mechanic 3 3 03/14/2005 0BA16/2005
7 8085072 | Transport Driver 10 10 03/15/2005 0F/08/2005
g 055212 Maintenance Engineer 34 34 0341642005 0BMEBA20058
9 8065850 | Data Entry 7 77 0372372005 0BA6/2005
Bakery Worker / Production / Shipping /
10| B068020  |Sanitation 363 353 04182005 06/15/2005
11 8070498 [ Engineer Supervisar 11 11 05/10/2005
12| 8070830 | Shag Driver Z 7 05£12/2005 0BA16/2005
13| 8072338 | Computer Room Clerk/PT 23 23 05/26/2005
14 | B072713 | Truck Mechanic 3 3 0B/02/2005
16| 8073311 | Transpart Driver 2 2 06A05/2005
16 | 8073965 | Bakery Outlet Clerk P/T 14 14 06/14/2005
Bakery YWaorker / Production / Shipping /
17| 8074028  |Sanitation 52 52 06152005
18| B075624 | Office Position 19 19 0673072005
19 [*Note: Order creation date is between the report start and end dates.
20
|21 |
| 22 |
|23 |
| 24 |
| 25|
| 26 |
| 27 |
| 28 |
28

A report will display indicating each job order created during the time period specified.
Click on the Referral Matches numerical linksi.e. 16 to access alist of clients who match the

client types selected.
A B e 5] E B G H |
1 Joborder Referrals Listing for Engineer Supervisor position frarn 020152005 to 03/22/2005 -- Generated 09
2 SSN Name | Date Referred | Referral Resulis| Gender| Age Race Ethnic Group Disability
3 | 970617257 | B, Nick 05/28/2005 Male 24 | White or Caucasian Mot Ethnic Hispanic or Latino | Mot Specified
4 | 979134314 | F, David | 054202005 Male 57 | White or Caucasian Mot Ethnic Hispanic or Latino | Mot Specified
5 | 3871634381 | F, Jose 054172005 Male 29 [ Other Ethnic Hispanic or Latino Mot Disabled
B | 979238235 | F, Nathan | 05/17,/2005 Male 22 | White or Caucasian Mot Ethnic Higpanic or Lating | Mot Digabled
7 978535741 | G, Jennifer | 05413/2005 Ferale | 35 | White or Caucasian Mot Ethnic Hispanic or Lating | Mot Specified
8 | 971330672 [ G, Ray 05/16/2005 Male 35 | White or Caucasian Mot Ethnic Higpanic or Latino | Mot Disabled
9 | 979334391 | H, Kevin 06/09/2005 Male 30 | White or Caucasian Mot Ethnic Hispanic or Latino | Mot Disabled
10 | 746533530 | J, Eugene | 05/13/2005 Wale 41 | Black or African American | Not Ethnic Hispanic or Latino | Mot Specified
11| 971121643 | M, Wes 05/13/2005 iale 55 | White or Caucasian Mot Ethnic Hispanic or Lating | Mot Specified
12 | 986340111 | M, Daniel | 05/24/2005 Male S0 | Mot Specified Mot Ethnic Hispanic or Lating | Mot Disabled
13| 133978148 | T, Curtis | O5/16/2005 Male 39 | White or Caucasian Mot Ethnic Hispanic or Lating | Mot Disabled
14
=
§ i
7
15
E K
A
J | K L Lr
12352005
Veteran Type | Migrant / Seasonal Farm Weorker
ot a Yeteran No
Mot a Weteran Mo
Mot a Yeteran Mo
Mot a Yeteran Mo
Mot a Yeteran Mo
Mot a Yeteran Mo
Mot a Yeteran Mo
Mot a %eteran Mo
Mot a Yeteran Mo
Weteran Mo
Mot a Yeteran Mo

Clients who referred to the job will belisted by client type.
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Job Seeker Preferred Employer

Employers and staff may access alisting of clients who have indicated adesire to work for a
particular Employer.

ﬂ Hame m Cration k22 3 K Hitrdre E Barton CCL e Logout ‘g Pt

Jobseekers Desiring Employment with Barton County
Community College

fmeeica Jo6 Link Alonca

Click job seekar name balow to view case datails, Click C*NET Code to view Est
of job orders from tha emplovar that match the S*HET Code enbered in the
Rttt o il el prefarrad employer record,

Adlmin KL

Jub Seeker *Dateol  Ocrupational 2
Wy Cases Mame B W prafprence Cade ?iﬂl"

ety &l w Lawrence 09/27/2005 35-202100 0f2812

C g Bean

ik Wiarg i
Cllignt Calkn Return To Employer Detalls

Jukl Enarch

The name, SSN, City, Date of Preference, and Occupational Code display for the Job Seeker.

Employer Notes

Staff may enter general notes regarding information on the Employer that may not qualify as an
Employer contact by clicking the Employer Notes link.

-
mlﬂ :

A34 Notes for Kennedy and Sons.

Fredurn to Workisad Date 2/28/2005
Admin Wan Staff Name Batrck Precha

Agency ANA
* Notes
{2990 charsstor man. )
=
Rt C M
It Gearch
Save Reset Hetun To Employer Detalls

Ermpigrysr Saargn

Enter your notes in the text box and click the Save button.
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E} Hame m Cration ke22 5 rennedy 4.5 e Logaut :‘-.g Prrt

Case Notes for Kennedy and Sons,

Note 1
Ratarn to Yoo
Adnvn Meny
Cllent Patrick Pritchard
Casetracker Fatrick Pritchard
Dake 12/28/2005
Notws Emplover will be relocating soon
DelEte
Addd & Note Renen Te Employer Details

&linnf Margn
Chant Calkln

Casetracker name will display as well as the date the note was entered and the text of the note.
Only the casetracker who generated the note will have a Delete link to delete the note. Click the
Add A Note button to add additional notes.

Employer Search is Negative

If the Employer Sear ch indicates that the Employer does not have an account, you will need to
conduct an additional search for the Employer account.

Results
Related Links: Search Employer | My Employers | My Job Orders

Your search returned no matches. You can either try a new search, or click
"Search Micro 202" for the employer record.

Return to Workioad
My Cases

My Follow-Up

My Employers

My Job Qrders

[ New Search | Search Micro 202

Click the Search Micro 202 button to search for the Employer.

Results
Related Links: Search Employer | My Employers | My Job Orders

Your search returned no matches. You can either try a new search, or create a

Rk to Workdioad brand new employer record.

My Cases

My Follow-Up

Iy Employers
My Job Orders
Client Search
Client Merge

Client Call-in

[ New Search Add Employer
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If the Employer name does not display, you will need to create an Employer account by clicking

the Add Employer button.

Add Employer

ordars

kil ad
* User Name

" passward

* Confirm Password
Email addross

* Security Question

* Answer
¥ Company or Lgency

Company Description
o 10 chasai by mas. )

* Address
Addross line 2
L] Eit‘

¥ State

M B bl * 1ip
Company website

Ageniy Lisl

* Mumber of Current
Emplayees

FEIM
SEIN (for testing )
t* Federal Contractor

* Dwnership
* Contact First Fame
Contact Middie amse
* Contact Last Name

Contact Job Tite

7 Phope

Fax

BAdd Employer Heset

The employer acoount you selected s not yet compdete. Please fill out the
reguirsd informaton below in order b begin managing this employess job

L]
Wha 12 your malher's maiden name?

L]
Macs Place
=
= e
rinRnm N

Please selecl or E

oo-gooooon @
0onoon L]

Select oaie Toim lelow
© Yas

Mo
Lo THY

Beiect Cme

FaR-Ar-nnre
Ffif-AFT-nNe

Cancel
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Instructions for Completion:

Field Name

Valid Entries

User Nameisrequired

Enter a six to twenty character user name for the
Employer

Password is required

Enter an eight to twenty character password and include
|etters, numbers and characters such as: | @#$%", etc.

Confirm Password

Re-enter the password

Email Address

Enter the Employer’s e-mail address.

An E-mail addressisrequired if the Employers wishesto
receive client resumes by email or placeablind ad job
order.

Select aquestion is required

Select a question to be answered from the drop down
menu.

Answer to selected question is required

Select an answer to the question to be provided by the
user if they forget or lose their user name and/or
password.

Company Name is required

Enter the name of the Employer.

Company description

Enter a description of the company’s purpose including
the product or service provided.

Addressisrequired

Enter the address of the company.

City Enter the City location for the company.

State Select the State location from the drop down menul.

ZIP Code Enter the ZIP code for the company |ocation.

Company website If the company has aweb site, enter the web site address.

Number of Current Employees

Select the number of current employees employed by the
employer at thistime from the drop down menu.

Federal Employment ID number

Enter the nine digit Employer Federal Employment
Identification number, if known.
Needed to verify Employer status.

SEIN

Enter the six digit Employer State Employment Insurance
Tax number if known.
Needed to verify Employer status.

Federal Contractor is required.

Answer “Yes’ if Employer has federa contracts in excess
$100,000.

Ownership isrequired.

Sel ect appropriate response from drop down menu.
Individual applies to spot jobs, short term jobs in which
the Employer may not have a Federa Employment ID
number or a State Unemployment Tax ID number.

Contact First, Middle and Last Name. First
and Last Name are required.

Enter the First and Last Name of the Contact Person for
this account.

Contact Job Title

Enter the job title for the contact person.

Phone Number is required

Enter the ten digit telephone number of the contact
person.

Fax Number

Enter the ten digit fax number for the contact person.

Click the Add Employer button.
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E} Hame m Cration ke22 5 rennedy 4.5 e Logaut ;ﬂ Prrt

Employer Detalls for Kennedy and Sons

Armenicars Job Link Aloncs

This emplayer has bean mdudad i my kst of favonte employers,
Click an the approoriate link to add, view, or edit the information.

Rt o Voidaosd

Adimin ML W 1]_.3':': T"‘K;ﬁrz
Cages ok LSt Thare is currently § active job listad.

There are paTently no jobs on hold.
There are currantly no refermad jobs listed.

Contact Tracking Thiere are purrerntly no contact debails |isted,

o Devalopment There are corrently no job devslopments,

EEQ Auditing Chek on EED audiing to review job order preparation
and refarral activiting,

koo Geeker Preferred  Display k2t of Job Seakers who have indcated &

Emplover praference o work for this emgoyer

Employer Notes Thiare is 1 nobe entarad,

Feturn To Resulis Mew Saarch Remeve My Employen

Rriume Heaeh

The Employer details page will appear. The staff person may edit or update the Employer
contact information by clicking on Employer Account Information link.

Creating and M anaging Job Orders

To create an Employer job order, click on the Job List link.

Active
Related Links: Referred | On Hold | Inactive/Closed | Archive

Company name: Macs Place
To edit a job order, dlick a Job Title link. To result referrals, click a Referrals link.

Return to Workload <
SIS RO U Use the Hold and Close links to change the status of the order.

My Cases You currently have no active job orders.

My Follow-Up

iy Employers Create Job Order | | Employer Details
Iy Job Orders | -

Client Search

Client Merge

Client Call-in

Job Search

Employer Search

Click the Create Job Order button.

Job Details

The Job Details Page will appear.
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Job Detalls

Job Order Information

Pre-fill with information from one of your moest recent job onders.
* Inb Tithe
* Proferred Education Level Plesse seleci N Prefened Educaion Lavel =]
R e s
* High Salary 000
Galary Type Ploase seloci o fram bolow.

& friaal
© Hourly
© Cther
IF other is selocted as the
salary type, please enter
details to the right.
Company Description
{“dlﬂ'ﬂ:w LA
Community College =
- |
* Company Address | 148 ME 30th Road [7]

Company Address?
* Campeny City | Greal Bend
* Company State | Kansas =
¥ Company 2ip (gr630 . penn
JebLink will display this job ender in the county assocated with the company 2ip
cade for job search puerposes., IF the job apening &S nat located in the county
assacizted with the company 2ip code, you may selact a differant county 25 the

munty in which to display tha job order. You may stso seledt up to four
addibanal counties in wiech to display your job arder for job search purposes.

Primary County Tor Job Order | Barion (K5
Display: —
Additinnal County 22
Additional County 3=
Additional County 42
Additional County 5 :

Company Weh Site | wew baron oc ks, us

(] 4 PE P

Contact Information

Contact Nawe | Marsy Carod
Conkact Tithe Human'l!eanl_.lmes
* Contact Address | 245 NE 30t Road o
Contact Address2
* Contact Clty | Greal Barsd
= Contoct State |Kansss |
" Contact Zp | grgap . mORR
7* Contact Phone | g207029237 B2 ("
Cantact Fax | Gzo7061167 Est. |®
Contact E-Mail | tdmresgienoncee d

Internal Information
¥* 15 this an Affirmative Action  Ploase seloct onn fram bolow.

Job Order? © Yes

* reumber of Positions | 0
Disaster Recovery Job Orderr - PIRASE SEI0CT Of ToHh Below.

il wes, please select disaster, Mone ﬂ
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Footes to Yourself

o B0 chdrd ey fraaok. )
=
=
* Disclosere Level Fluaze Setect & Lovwl ‘:I
* Holding Office: | 3101 - Topeka Workdarce Cerder d
Reply and Expiration Options
* Number of Relerrals
Requested )
* Jub Cotegury | Plesse Serecta Catepory :i

Wehb Address for Agplying Omn-
line

If you have selsced “"Bind Ad - Mo Company Information” as tha Dredosure
Lewval, you must indude sn emall sddress or Wels Address for Soply Ori-Line,
IF you select any of the other methad o recsive informaton from applicants
seen balow, the related emplover information will also e displayed to thoss
wigwing yaur jab ordar.

How wonld gouo like bo receive - Saioct all thal apgriy
infarmation from applicanis? E-mad

—

T Fau

© mai

I In Parsocn

™ Through recnustes
T Phons Conta:

1 wou chocked E-Mail, which —Sainci one from heow

farmat do you prefer lor & Text only

attachnents
7 \word Doe

& Mo attachments

® This job order chowld 90 7]
automaticaly expire in how
many days?
Absolute Explration Date | mrddcieesy (7]
[ - Y ]
#* Allows Job Seekers to solf - 'Select one from hedow
refler o this job spening? & Yes

£ Mo
i Ma

Index this job on 3Roentral Seloct oo Trom hesma
hap: f fvaver joboentral.oom) ¢ Yes

& pa
Continue
Instructions for Completion:
Field Name Valid Entries
Job Titleisrequired Enter the Employer job title.

Preferred Education Level is required

Select the appropriate education level from the drop
down menu.

Low and High Salary isrequired

Enter minimum salary i.e. 7.00, if annual salary enter
20000. Enter maximum salary Employer will pay.

Salary Typeisrequired

Indicate Hourly, Annual or Other.
If other, explain specificsin text box.

Company Description

Pre-filled from account information.

Company address, city, state and ZIP Code

Pre-filled from account information.

Primary county for Job Order display

Pre-filled based on company’s ZIP code.

Additional County 2-5

Employer may select four additional counties from the
drop down menu for job order to display. Staff should
exercise judgment based on type of job, salary and
distance of acommute.

Company Website

Pre-filled from account information.
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Field Name

Valid Entries

Contact person’s name, title, address, city,
state, ZIP Code, phone number, fax number
and email address. Required.

Pre-filled from account information.
Y ou may edit if contact information is different.

Is thisan affirmative action job order? Answer

is required.

If thisisajob opening related to an affirmative action
agreement, indicate“Yes’.

Number of Positionsis required

Enter the number of positions to be filled.

Disaster Recovery Job Order

If thisisajob order to recruit workers for disaster
recovery from Hurricane Katrina or Rita, select “Yes'.

Notes to yourself

If you wish to make any notes related to the job order,
you may enter them here,
The notes will not display on thejob order.

Disclosure Level

Indicate from the drop down menu the level of
disclosure the Employer chooses for the release of their
contact information.

Sear ch Only- No Display will not display any job
order information on JobLink, but will alow the
Employer to search resumes.

Blind Ad - No Company Identification suppresses the
company identifying information address, phone
number, etc. contact is made by e-mail or web site
address.

All Information displays complete job order
information in Job Link.

Holding Office

Staff must designate an order holding office.

Once established, the order holding office cannaot be
edited. Staff from other offices may not edit the
number of positions or number of Referrals requested
on the job order.

Number of Referrals Requested

Indicate the maximum number of Employers that the
Employer would like to receive.

Job Category

Select the appropriate job category from the drop down
menu.

How would you like to receive information
from applicants?

Indicate how the Employer would like to receive
information about applicants.

Employer may select more than one method of contact.
Job Seekers will only see the Contact Method that the
Employer selected.

Staff will always see al the contact information.

If you checked email which format do you
prefer for attachments?

Indicate the format in which the Employer would like
attachments.

Thisjob order should expire in how many
days?

Indicate the number of days that the Employer wants
the job order listed.

Absolute expiration date

If the Employer would like to set an absolute expiration
date for the job order, indicate the date (mm/dd/yyyy),
but may not exceed 365 days.

The date must be the current date plus one day.

Allow Job Seekersto self refer to thisjob
order?

If employers would like to have the job seeker self refer
to the job order select “Yes’. N/A is not an acceptable
response.

Index this job on Job Central

If the Employer would like to send this job order to
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Field Name

Valid Entries

(http://www.jobcentral .com)

America s Job Exchange indicate “Yes'.

Do not send agriculture related job orders until the job
order has been cleared by the Monitor Advocate.

State Option — Send thisjob to State
Educational Institutions?

If you want to send this job to a state educationa
ingtitution, select the appropriate state institution(s).

Click the Continue button.

Coding the Job Order

Keyword
Related Links: Most Cammon | Job Famdly | Military | About

¥ our information will not be saved

Relien Lo Werkinsd wntil you select an ecoupation,

My Canex Thi accupation 12 adsocated with & pob title, description, and coda, and
My FoBcrms L Increases opporturites for matching job seekears and jab=. Far more
st information about ocoupabions and how ta find one, dick About in the Related
¥ Emplovers Links abova, Click Most Common, Job Eamily, or Biktary for diferent ways to find
My -2on Orders an ootupabarn,
e
it el To find an oocupation by keyward, type 3 keyword{s) betow and dlick Ssarch,
Caze Deiain For halp with how to use keywords, clidk About in the Related Links abova,
Ligat i Litg Eeywiard Match: - Solect ana from bedow
Rty Log ' Any
IZhant METgE
b & Al
Chimnt Sl
&
Joh Searn e
Empiewyur Search * Keywords

CHzz8iley Recousens
Ritguime Search
Group Aty
Accoant infe

Search

Y ou must select an occupational classification for the job order.

Find and select the occupationa classification (O* NET-SOC) that best describes the job being
posted. The search can be done using keywords by entering any word or combination of words
under Keyword. The user can select from alist of the most commonly sel ected occupational
titles by clicking the M ost Common tab or use Job Family to select from lists that narrow the
choices from job families to specific occupations. The user may search for civilian occupational
titles that relate to a military occupation code or keyword(s) by clicking the Military tab.

Instructions for Completion:

Priority Field Name Valid Entries Length
Keyword Search | Click the Tab N/A
Most Common Click the Tab N/A
Job Family Click the Tab N/A
Military Search Click the Tab N/A
About Click the Tab if you want to learn more about occupational N/A
classification searches.
Required | Keyword Match | Select Any, All, or Exact. N/A
Any —if any one of the keywords appear in the job
description;
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Priority Field Name Valid Entries

Length

All — each keyword must be found in the job description but
sequence does not matter;

Exact — the keywords must be found in the job description
exactly as entered in thisfigld.

Keywords

Any word or combination of words that could be used in the
title for an occupation.

N/A

Keyword listings

Search Results (1 to 20 of 20)

The following occcupational titles map to more than one ococupational code, Click
"Wiew" to display the codes.

Mald Maker Wiew

Mold Maker\, N.S. wWiew

Unique Matches

The following titles map to a single occupational code.

Title Description  Action
Apprentice, Mold Maker Description  Create Job Order
Dental Mold Maker Description  Create Job Order
Helper, Mold Maker Description  Create Job Order
Mannequin Mold Maker Description  Create Job Order
Mannequin-mMold Maker Description  Create Job Order
Model and Maold Maker Description  Create Job Order
Model-and-Mold Maker Description  Create Job Order
Model-and-Mold Maker, Plaster Description  Create Job Order
Mald Maker I Description  Create Job Order
Mald Maker [T Description  Create Job Order

Mold Maker, Die-Casting and Plastic Molding  Description  Create Job Order

This screen allows the user to select from classifications that contain the keywords. Some

occupations have more than one code associated with a keyword. On those listings, clicking the
View link will show alist of occupations. Other matches are individual.
For those occupations, the user can examine the description to assure that the classification is
accurate then click on Create Job Order to continue.
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Most Common Listings

Most Comman
Related Links: Keywiord | Job Family | Milltary | About

Tithe Deseription  Action

Relien o Wedkinsd

Boakkeeping, Accountng, and Auditing Clarks Cacription w

Cashers Description  Creste Job
Drdar
Civil Enginears Duscrinbion %ﬂnﬁ
Computer Support Specialists Descption  Creste job
Computer Systems Analysts Description m:mum
Conskrusion Labarers Descrivtion  Crecte Job
Drdar
Customer Service Represantabives Cimpcripkio m:llm
Electncal Engingers Descnpbon  Creste Job
Ordar
Executve Sacretanas and Admirestrative Assistants Dmscription  Creats Job
First-Lirg Supsrvsors/Managers of Office and Description  Creste Job
administrative Support Waorkers Ordar
First-Line Suparvisors/Managars of Retail Sales Dedcription  Create Job
Warkers DQrdar
Helpers--Froducion Waorkers Description m:mam_m
Indestrial Enginaers Degcriotion  Creste Job
Drdar
lanetors and Cleaners, Excapt Maids and Description  Creste Job
Housskeeping Cleaners Drdar
Laborers and Freight, Stock, and Material Movers,  Description  Creste lob
Hanid Crdar
Mzinrenance and Repair Worksrs, General Description  Creste job
Managers, &l Sther Description  Create Job
Didar
Mzcfianical Empneers Descnption  Crecte Jok
Drdar
Hursng Aides, Orderkas, and Attendants Eescription éﬁl&h
Offiea Clarks, General Descrption  Creste Job
Ordar
Cffica and Administrative Support Workers, All Descriphion  Create Job
Cther Drar
Prosduction Workees, &l Other Description
Ordar
Production, Planning, and Expediting Clerks Degcription  Creaste lob
Recaphonists and Informaton Clerks Description  Creste Job
Registerad Nurses Degeription  Crests Job
_ ) Srdar
Retal Balespersons Description  Creste Job
Ordar
Sales Reprasentatives, Wholesale and Description Creats Job
Marufactunng, Except Techrical and Scientific Crdar
Procks
Sacratanegs, Except Legal, Medical, and Executive  [escription
Drdar
Slaughberers and Mast Packers Degcrigtion  Create Job
Drdar
Truck Dnvers, Heavy and Tractor-Traslar Descriphion - Creste ok
welders, Cutters, and Welder Fitters Description Eﬁm
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Follow the same procedures as described in the Keyword search. Click on the Description link
to view adescription of the job title or click the Create Job Order link if you believethejob title
to be accurate.

Job Family Listing

Job Family
Related Links: Keyword | Most Common | Military | About

our information «ill not be saved
wntil you select an ocoupation,

et Lo Werkinad

The occupation i3 assocated with 4 job title, description, and code, and
Increases opporturdtes for matching job seekers and jobs, Far more
information about ocoupatons and how o find one, dick Abowt in the Relabed
Links abova, Clide Keyword, Most Comman, or Military for different ways to find
an ootugatian,

To find an socupatbion oy Job Family, dick one of the Job Famdy links balow. The

Joly Family will expand to list othar related famibes and titles, Continue
exploring the Inks until you find a sutable job tithe.,

Top Level Job Families

Select ajob family most related to the job title of the job order.
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| ﬁ} Home @ Station ks22 & Kennedy AS. EI Accountant g Logout [:‘B Print

Computer & Mathematical Job Family

when linked, you can click on the occupation name for more specific job types.

Family Description Action

Mathematical

Computer Hardware Engineers Description  Create Job
Order
Computer Cperators Description  Create Job
Order
Computer Programmers Description ~ Create Job
Order
Computer Security Specialists Description  Create Job
Order
Computer Software Engineers, applications Description  Create Job
Order
Computer Software Engineers, Systems Description  Create Job
Software Order
Computer Specialists, not listed separately Description  Create Job
Order
Computer Support Specialists Description  Create Job
Order
Computer Systems Analysts Description  Create Job
Order

Computer and Information Scientists, Research Description  Create Job

Order

Follow the same procedures indicated in the Keyword and Most Common listingsto find the
appropriate occupational code.

Military Search

Military
Related Links: Keyword | Most Common | Job Family | About

ka mare irfarmaban about accupations and haw to find ane, clide bhe About
link,

The military ocoupation {MOC) search is dessgnad to assist uniformed service
members, D00 cvillan employees and veterans i identifying aceupation codes
ek are similar ba their military D00 ootugatan,

Pleass anbar sither the alphanumeric MOC code or any part of the MOC tela in
MOC Code ar k!lnnlrnrd finld ard chek: search Click the Hﬂ‘]"lﬂ.:ﬂ'ﬂl Mosk Conemon,
Milicary Cecupation, ar Job Famidy link for different ways to find an octupaban,
For halp with how to use kaywords, clidk the about ink,

Eeywnrd Match; Select sne from belnw
© any
& Al

" Eract

* MOC Code or
Keyword

Seanch

Enter amilitary occupational code or keyword(s) and click the Sear ch button.

2-243



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

ﬁ’ Home Q Feedbas e Logaut -.ﬂ Printable Version
MOC titles matching "Financial Specialist” (1 to 4 of 4)

9644 (Marine Corps - Commissionad or Warrant Officer)

Addriin Mo Financial Management Specialist
by Mo Accountants and Austors Qezcrnption Craws Job Order
e JOBS Actountants Qessnotion Craate Job Qrdge
Buditors Qescnption Creste Job Crder
Budget Analysts Desonption Craate Job Order
MHew Seasch

Select the occupational classification and click the Create Job Order link. If the user is unsure of
the occupationa title, click the Description link to view the description of the occupational title.

Job Description Page

The Job Description page will appear.

| @ Haome @ Station ks22 & Kennedy AS. &:;“ Accountant e Logout t‘a Print

Job Description for Accountant

KIL Job Order ID 8076556
Number:

Typical Duties Analyze financial information and prepare financial
reports to determine or maintain record of assets,
liabilities, profit and loss, tax liability, or other financial
activities within an organization.

* Description and Duties of the Job
(3000 character max.)

Specific Talent (skill) Requirements, Essential Job Functions, and Bona
Fide Occupational Qualifications
(3000 character max.)

Driver's License ~ Select one from below
Requirements (& Commercial, Class &

& Commercial, Class B

& Commercial, Class C
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) None
& WA
Required Years of | 1}
Experience
Required Months of | 1]
Experience
Commission/Tips | Select one from below
Yes
O Mo
@ A

* Select Shifts | Select all that apply
Day

|

[] Evening
[ Might
[ Rotating
[ split
[] Mo Preference

Day Shift Start Time |- At
Day Shift End Time |- AM

Evening Shift Start |- AM
Time

Evening Shift End |--:-- Ahd
Time

Night Shift Start Time |- A

Night Shift End Time |- AM

Other shift Schedules
(3000 character mat.)

* Employment Type | Ful-time or Parttime Regular

* Mumber of Hours | Other Options +
eek

per

Explanation of Hours |
per Week, if Other
Options

Available Starting | Immediately

Travel Required? [ Select one from below
Yes

@ HNo
O Mja
Accessible by Public [ Select one from below
Transportation? | O Yes
@ No
O Hia
Relocation Required? | Select one from below
O Yes
& Mo
O Hin
On-The-Job-Training? | Select one from below
O Yes
@ No
O Hia

Save/Continue | | Reset | ‘ Return to Job List

Copyright @ 2001-2005 America's Job Link Alliance | Section 508 Compliant | Privacy Policy | Equal Opportunity | Browser Settings

Instructionsfor Completion:

Field Name Valid Entries
KJL Job Order ID Number Pre-filled Job Order Number
Typica Duties Brief description of the occupation pre-filled from

occupational classification search.

Description and Duties of the Job isrequired Enter a brief description of thejob dutiesin the
Employer’s own words.

Specific Talent (skill) Requirements Enter any specific talents or skillsthat are required to
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Field Name

Valid Entries

perform the job.

Driver’s License Requirements

If the job requires acommercia driver’ slicense,
indicate what type.

Required Y ears and Months of Experience

Enter the number of months and years of experience
that the job requires.

Commission/Tips

If acommission or tips may be earned, select “Yes'.

Select Shiftsisrequired

Sel ect the type of shift or shifts that the employee will
be required to work.

Day, Evening and Night Shift Times

Y ou may enter the time frame of the shifts selected.

Other Shift Schedules

If the job involves other shift schedules, enter the
information here.

Employment Typeisrequired

Sel ect the type of employment full or part time;
temporary or permanent for the job from the drop down
menul.

Number of Hours per Week is required

Select the appropriate range for the number of hour the
employee is required to work.
If Other, explain in the box provided.

Available Starting

Indicate the date the employee will be expected to start
the job.

Travel Required

Indicateif travel isrequired to perform the job.

Accessible by Public Transportation

Indicate if the location of the job is accessible by public
transportation.

Relocation Required

Indicate if the employee must be willing to relocate to
perform the job.

On-The-Job Training

Indicate if the Employer provides on-the-job training.

Click the Save/Continue button

Job Benefits Page
The Benefits page will display.
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Benefits for Accountant

KIL Job Order ID. 8076556
Mumber:

IR f rModical Plan Mors j

siimin 1 Medical Coveraga Mone d
Dental PFlan Mone :_!

Dental Coveragn Nﬂ_ﬂI d

Child Care SHBCt oo from b
™ Yas

= Mo
Oiher Renelits  Selecl s that apphy
Life Inswerancn
Paid varation
Retirement Plan
Disabifity
Enceantive Pay
Tuition Resmbursement
Car Pooling
Campany Yehicle
40714

o S s o [ o Bo e e

Miscellaneous Bepefits
[0 chsras ey mas. )

=
E- |
Sava!Canlinug Hesi Retuin to Job List
Instructionsfor Completion:
Field Name Valid Entries
KJL Job Order ID Number Pre-filled
Medicd Plan Select the type of medical plan from the drop down menu.
Medica Coverage Select the coverage from the drop down menu.
Denta Plan Select the type of dental plan from the drop down menu.
Dental Coverage Select the coverage from the drop down menu.
Child Care Indicate“Yes’, if child careis provided.
Other Benefits Check the other benefits provided.
Miscell aneous Benefits Describe any other benefits provided.
Click the Save/Continue button.
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Talents Page
The Talents page will display.

Listed below are the skills commonly associated with the classification chosen for thisjob order.
The Employer may choose which skills they would like to associate with thisjob order. The
Employer may also click on the associate other talents to your job order link to add other talents.
Skills chosen will be compared to skills the Job Seeker has chosen in their resume when the
Employer job order matches a specific Job Seeker resume.

ﬁ} Home @ Station ks22 & Kennedy A.5. '% Accountant g Logout [‘\Id Print

Talents for Accountant

Listed below are the skills commonly associated with the classification you
chose (Accountants) for this job order. Choose which skills you would like to
associate with this job order below, You may also associate other talents to
your job order, Please note that only 20 talents display per page. If you do not
wish to enter information on your talents (skills) at this time, or you do not wish
to fully complete this section at this time; you may click on View Job Order under
the Control Panel at any time and skip this section.

KJL Job Order ID
Number:

1. adapt accounting
and record keeping
functions to current
technology of
computerized
accounting systems

2. Advise clients in
areas such as
compensation,
employee health care
benefits, the design of
accounting and data
processing systems

3. Advise management
about issues such as
resource utilization,

tax strategies, and the

assumptions
underlying budget
forecasts

4. Analyze budgets

5. Analyze business
operations trends
costs revenues
financial commitments
and obligations to
project future
revenues and
expenses or to
provide advice

6. Analyze business
operations, trends,
cosls, revenues,
financial commitments
to project future
revenues and
expenses or to
provide advice

7. Analyze records of

financial transactions

to determine accuracy
of entries

8. Appraise real
property and
equipment

8076556

_Talents Listing |

Select one from below
& Yes
& Ho

Select one from below
O Yes
& Mo

Select one from below

& ves
® Mo

Select one from below
& ves
® Mo
Select one from below
O Yes
& Mo

Select one from below
O Yes
® Mo

Select one from below
& ves
® Mo
Select one from below
O Yes
& Mo
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9. Appraise real
property and
equipment recording
information such as
the property's
description, value, and
location

10. Assign entries to
proper accounts

11. Compute taxes
owed

12. Develop hudgets

13. Develop hudgets
preparing periodic
reports that compare
budgeted costs to
actual costs

14. Develop record
keeping and
accounting systems
making use of current
computer technology

15. Direct activities of
workers performing
accounting and
bookkeeping tasks

16. Document
budgeting, cost,
general, property, and
tax accounting
systems

17. Document record
keeping and
accounting systems
making use of current
computer technology

18. Ensure compliance
with tax payment,
reporting, and other
tax requirements

19. Establish table of
accounts

20. Establish tables of
accounts, and assign
entries to proper
accounts

Oklahoma Joblink
ServiceLink User's Guide

Select one from below

O Yes
® Mo

Select one from below
O Yes
® Mo
Select one from below
& Yes
® Mo
Select one from below
O Yes
® Mo
Select one from below
O Yes
® Mo

Select one from below
O Yes
® Mo

Select one from below
O Yes
& Mo
Select one from below
O Yes
® Mo

Select one from below
& ves
® Mo

Select one from below
O Yes
& Mo
Select one from below
O Yes
® Mo
Select one from below
O Yes
® Mo

Save/Continue

| | Reset |

Select the talents associated with the job by checking “Yes’ to the talentsidentified.
Click the Save/Continue button.

The Work Keys page will display. If the Employer participates in the Work Keys program have
them enter the appropriate score requirements for job.
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. WorkKeys for Bartender

AJL Job Order ID 8123820

Number:
Return to Worldoad The standard score range provided by ACT, Inc. is listed in the dropdown for
each WorkKevs® Area.
iy Cases [ I certify that the scores selected below were
My Follow-Up provided by an ACT training facilitator after the
My Emplayers completion of a Job Profile for this accupation.
My Job Orders Applied Mathematics | Make A Selection v
Client Search Applied Technology | Make A Selection v
Client Merge Listening | Make A Selection v
Client Call-in
Locating Information | Make A Selection »

Job Search
Reading for | Make A Selection »

Employer Search Information
Empiriie s Writing | Make A Selection v
Job List
Job Details |  Save/Continue | | Reset |
Job Dezcription —

Benefits

Click the Save/Continue button.

View Job Order Page

The View Job Order page will display.

Job Order Information

aftar you have reviewsd your )ob order and are sabsfiad that the job order 15
accurate and complete, dick on the Activate Job Srder Buthon, This will enable
your job order tg be viewed when jobseskars are searching for jobs.

Retien Lo Weskinsd

Job Details
Job ClasskHication Bartendars
M and serve drinks ta patrond, deecdy ar
throwgh warstaff,
Job Title Bartendar
Organization pMacs Place
Campany Description Bar and Grill
Addressi 23300 W 45th
Address2
City, State fip Lawranca, KS Gh04T
Company’s website Mot Enbered

AL Jab Order D Namber B123820

Entered by Patrick Pritchard (k522 from State ddmin (0)
Published by Patrick Pritchard (k22 from Stata Admen (0]
Holdimg OHfice Togeka Whoekhoros Canter (3101)

Created June 20, 2008

Last Lipdated lune 20, 2008

Index this job on Mo

JOBCcentral?
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Contact Information

Mistme M3 Jamison
Title Crwnar
Address 23300 W 4%5th
Addriess 2
City, State Fip Lawrsnda, K5 66047
Phone (785) B41-3471
Fax
E-Mail macs@yahoo cam
Preferred Contact
Mathods

il

I Persan

Job Information

Job Description Mix and servé drinks o patrons, drectly ar
thirough waitstaff,
Misc, Regquiremeants Mot Listad
Awailable Immediately
Education High School Diploma or Eguivalent
WEars Exparience 3 Years 0 Months
Salary Range £20.00to £22.00
Type of Employment Frdl-trna Regular
tumber of Referrals g
Reguested
Joh Categary A,
Waork Shifts
Evafeng
Hight.
Hours Per Week a[-49
Commission/Tips Vs
Travel Reguired ND
On-the-job-Training Mo
Apcessibie by Poblic Noi
Relocation Required Mo
Benefits
Madical Plan Nohe
Dental Plan Hone
Lifie Insuronce Mo
[risahilities Benafits No
Tuitiod Redmil, Ne
Paid Vacation Mo
Child Care M
Car Ponling Mo
Raetirement Plan No
Incentive Pay Mo
Campany Vahlode Mo
ANIK Mo
Cther Mone Listed
Ratumm Actnvain Spl.ll Check Make Job Ooler Active
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Y ou may activate the spell check function by clicking the Activate Spell Check function, or you
may proceed to publish the job order on JobLink by clicking the Make Job Order Active
button.

Spell Check the Job Order

If you activate the spell check the Spell Check page will display.
@ Hams E SEation kE22 E Kermiedy A5 ﬁ Artountant a Logaut -.]:1 Prrt
Spell Check

arvy misspedsd words will be highlighted and linked,
Click on misspelled words to adit them,

Ratuem

Admin Caontlnue

Click the Continue button.

Job Information

Jobh Description  2nalyze financial information and prepare financial reports
to determine or maintain record of sets, liahilities, profit and
loss, tx liahility, or other financial activities within an
organization. AAL memeber.

Misc. Mot Listed
Requirements

Available Immediately
Education Bachelors Degree
Years 3 Years 6 Months
Experience
Salary Range $£35,000.00 to $45,000.00
Type of Full-time Regular
Employment
Number of 5
Referrals
Requested
Joh Category A
Work Shifts

Day

Hours Per Week Other Options
CommissionfTips No

Travel Required Yes

on-the-joh- Mo
Training

Accessible by Yes
Public

Relocation Mo
Ronnirad

Misspelled words will be highlighted in red. Click the highlighted word.
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,ﬂ, Home @ Statan ka2 5 Kannady 8.5, '&I accauntant e Linpyousk q_a Prnt

Misspelled Word: aets

suggestions abits =]
Change

Update lgnire Hetmm

Select the correct work from the Suggestions drop down menu and click the Update button. If
the correct word does not appear from the drop down menu, look up the correct word spelling
and enter it in the Change box. Click the Update button.

If you do not believe that the word highlighted is misspelled, click the Ignor e button. A
message will display indicating that there are no misspelled words on the job order.

ﬂ, Hams m Seation ke22 E Kerrsdy 4.5 ﬁ Brtountant e Logout i Prrt

Spell Check

There are no misspelled words in your job onder.

Rt be Wordnsd

Admin Manw Cantinue

Click the Continue button.

Active (1 to 5 of 5)

Related Links: Referred | On Hold | Inactive/Closed | Archive

Company name: Bayer Construction Company, Inc.
Rk 1o Workcoad To edit a job order, click a Job Title link. To result referrals, click a Referrals link. Use the Hold and
Close links to change the status of the order.

My Cases

. + Joh 2 Openings Made Date Resume
My Follow-Up Job Title Job # Filled Referrals Adtive Updated Soarch Hold Close
Ny Employers
Wy Job Orders Equipment 8103220 Dof1 30f 15 03/09/2006 07/31/2007 Search Hold Close
Client Search Operator
Client Merge Laborers 8103221 0Dof1 10 of 15 03/09/2006 07/31/2007 Search old Close
Client Call-in
o B el Truck 8113221 Dofl 1of 10  05/02/2006 07/31/2007 Search Hold Close
Drivers
Employer Search
' Employer Detais Laborer 8119021 0Dof1 0of 10 08/24/2006 07/31/2007 Search old Close
1 Job List e
I H Receptionist 8119052 0Qof 1 Oof5 No 07/02/2007 Search old Close
+ Contact Tracking
Job Development
Disability Resaources
Resume Search = | =
Create Job Order | Employer Details

Group Activity
Account Info
Self Senvice Tracker

The Job List page will display with the new job order. NOTE: If thisisanew Employer
account, the job order will not display in JobLink until the Employer account is approved.
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Utilizing the Job List Page

Job Title

Navigation:

Y ou may edit the job order by clicking on the job order title and make the appropriate changes,
then click on the Save button. Y ou may sort the job orders on the Job List page alphabetically
by clicking the Job Title link.

Job Order Number

Navigation:
Y ou may sort the job orders on the Job List page numerically by clicking the Job Order Number
link.

Openings Filled

Navigation:

Reflects the number of positions filled compared to the number of positions available. Y ou may
click on the openings filled link O of 1 and change the number of positionsto befilled or the
number of Referrals to be made and click on the Save/Continue button.

Resulting Referrals

Navigation:

Reflects the number of Referrals made compared to the number of Referrals requested. Y ou may
access the Referred Clients page by clicking on the client’ sreferred link 4 of 10 to result
Referrals or make a Referral to the job order.

Referred Clients

Company name; Bayer Construction Company, Inc.
Click on a client name to view the client's Case Details. Click on an Outcome link to add or

Return to Workioad edit referral results. Click a Reprint link to reprint a referral letter.
cases Clont sou  DNEOL  oucome PN woge SO oce Referol
My Follow-Up
My i Chase, 100220990 04/25/2007 NotYet - = ks22 0 Reprint
My Job Orders Chewy Placed
et cea Filmore, 666330000 04/25/2007 NotYst - = ks22 0 Reprint
Client Merge: Millard Placed
Client Call-in renard, 061348482 05/17/2006 Not Yet - = 0434 3701 Reprint
lob Search michael Placed
Employer Search

| Employer Detais

- Job List . . ! .

Sty el Make Referral | Return To Job List | Enter Multiple Qutcomes

Job Development
Disability Resources
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Thelist of clients referred may be sorted by Client Name, SSN, and Date of Referral by clicking

onthoselinks. If you click on the name of the client, the Client’s Case Details page will appear.
If you click on the Outcome link, the Placement Outcome page will appear.

T"} Hams m Eration ke22 Q L. Eall ﬂ Lennedy 4.5 'HL":-.I Acoountant Logout ey
a | 3|

Flacement Dutcome

Flagse sebact an autcome for this referral,

Rt bo Wiathdnad Dutcome Mot Yet Placed _ﬂ
F* Do you welsh o Select she Bom below

mark all other € vaz
reforrals tied to this

jab order as “Nak L
Hired"? Please note
that the joborder lists
1 npening(s) and, sa
lar, O dient{s ) have
D hired,

Statinndesk k522
Office  Stake Admin

Empiciyer Garin Sove mml Return 1o Relemal List
Erepitymi Dby

Fetum 1o Refarral Lis

Conlach Tisciing

dob Devsiopmant

Select the appropriate outcome from the drop down menu. If you desire to mark all other
Referralslisted as “Not Hired”, answer “Yes’. Click the Save and Return to Referral List
button.

T"} Hams m Eration ke22 Q L. Eall ﬂ Lennedy 4.5 'HL":-.I Acoountant Logout ey
a | 3|

Flacement Dutcome

Flaase antar the kg infarmatan,

Rt o Wonidosd * placement Date 101 72005
(st FP TP YY ]

! Macement Wage 2000
1* Wage Type Solect st from below

® Hourly
© annual

Sove aml Retumn to Relaal List

Rotumm o Rafarral Lis

Emjporyer Sadron

Erspiiywl Dkl

Contacl Trsching
dih Developmant

If you selected “Hired” as the Outcome, you must enter the placement wage in dollars and cents
(8.00) if hourly or in dollars (25000) if annual. The placement date is pre-filled with today’s
date and may be edited. Click the Save and Return to Referral List button.
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Referred Clients

Company name: Interstate Brands Corporation  This job is on hold. No referrals can be made
while an hold.
Click on a client name to view the dient's Case Details. Click on an Qutcome link to add or edit

Helnoilofisaad referral results. Click a Reprint link to reprint a referral letter,
My Cases - "
Client Date of Placement Station Referral
My Follow-Up Name 3N Referral Outcome  pote Wage  heck office Letter
Iy Employers
My Job Orders Nichols, 979530495 04/28/2006 Hired 06/20/2008 $15.00 0447 3500 Reprint
Client Search Tony
Client Merge Mielsen, 979937517 05/10/2006 Mot Yet = = 0441 3500 Reprint
Client Gall-in Darrel Placed
a Ramirez, 372129252 04/27/2006 Not Yet - = 0449 3500 Reprint
Job Search 5
Wilfredo Placed
Employer Search
Emplover Details
— Job List
] Make Referral | Return To Job List | Enter Multiple Outcomes

Job Development

Dizability Resources

The Referred Clients page will display with the Outcome, Placement Date and Placement Wage
displayed if the result was “Hired”.

If you would like to result multiple outcomes, click the Enter Multiple Outcomes button.

;?"} Hams m Eration ke22 Q L. Eall ﬂ‘ Lennedy 4.5 'HL":-.I Acoountant 'inunul x ..I
L3

Flacement Dutcome

Arrenicas Job Link Aloncs

Flagse sebact putcomes for these refarrals,

Pt b Wi Client Date af ; Station
Aul'lnull ! Mame Eeferral e Desk Hille
Ball, Lugy  10/17/2005  [Fired ¥] ksz2  Swate
| J Adrmary
My Ll Cirdnrs En:::' LOV17/2005 Mot Yl Praced =] ks22 m
Flntstone, 10/17/2005 Yy = LR State
Fred [MEH LIl -] Admir
Hope, Bob  10/17/2005 [Pzt Vel Praced =] L Erate
Adrniry
== il Dokl
Coniact Thaciing Subimlt Rt 1o Refomal List

i Evsiopmant

Fomam Weach

The Placement Outcomes page will display and allow you to result multiple outcomes for
Referrals from the drop down menu beside each Referral. Click the Submit button.

On Hold

If the number of positions filled equals the number of hires the job order will automatically be
place in On Hold status.
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{E} Home @ Station ks22 8 S. Allen & Bayer C.C.L e Logout LJ Print

E On Hold (1 to 1 of 1)

Company name: Bayer Construction Company, Inc.
Rekien ts Workload Click a Job_ Title link to view t_he details_i of the job order. To resuh; refer_rals, cI_ick a
Referrals link. Use the Reactive Date link to change hold status, including edits to the
e number of openings and referrals. Use the Close links to close the order.

y Cases

My Follow-Up Job Openings Made Date Reactive
+ Job # E e
i i | Title 0% Fillea  Referrals poive Updated  Date

Close

My Job Orders
Client Search
Client Merge
Client Call-in
Job Search
Employer Search

+— Employer Detailz:

— Job List

— Contact Tracking

Laborers 8103221 1of1 10 of 15 03/09/2006 07/31/2007 Indefinite Close

Create Job Order Employer Details

The job order will remain in On Hold status until all Referrals have been resulted.

Referred Status

If the number of Referrals made equal the number of Referrals requested for the job order, the
job order will automatically move to Referred Status.

Referred (1 to 1 of 1)
Related Links: Active | On Hold | Inactive/Closed | Archive

Company name: Bayer Construction Company, Inc.
To edit a job order, click a Job Title link. To result referrals, click a Referrals link. Use

Remmsoomicad the Hold and Close links to change the status of the order.

My Cases x

M: Follow-Up Job Title ¥ Job # gﬂir&mgs Referrals :&?:E aarjzted Hold Close
Iy Employers

My Job Orders Equipment 8103220 Dof1l  3of3 03/09/2006 01/18/2008 Hold Close
Client Search Operatar

Client Merge

Client Call-in

Job Search Create Job Order | | Employer Details

Employer Search

Employer Details
[ Job List
I Contact Tracking
Job Development
Disability Resources

No additional Referrals other than veteran clients can be made unless the number of Referrals
requested is increased.

Clients who are veterans may be referred to ajob order in referred status; however the number of

Referral requested will be automatically increased to keep the job order in referred status. Once
al the Referral has been resulted, the job order may be moved to Inactive/Closed Status.
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I nactive/Closed Orders

When all Referralsto the job order have been resulted, the job order will moveto
Inactive/Closed status.

Inactive/Closed (1 to 14 of 14)
Related Links: Active | Referred | On Hold | Archive

Campany name; Bayer Constredian Campary; [ne.

Cligk & Job Title link to view the details of the job order, Click a link in the
Raferrals cohsmn to et referral results, Choe a Make Copy link to make 3 new
ropy of an ingctive job ardar.

. Openings Made Date Make
b V5 *h# g 0 Referrab Lnje Inactive  Copy

%ﬁﬂ BD45428 1of1 S0f 10 D7/13/2004 06/14/2005 Make
Lopy

Clark
Truck SOME300 OofD 2afld  OF22/2004 10/26/2004 Make
Dryars Copy
Equpment B046317 OofD Dof 1o D7/22/2004 10/26/2004 Maxe
Dperator Copy
by BOS1370 OofO Dof1d  he 12/30/2004 Makg
Cuieer. Copy
Eguinment S0SBS64 DofD Sofs 12/30/2004 O7/20/2005 Make
Dperaior Lopy
Laborer BOSBESS 0o D 3gfl0 127302004 D6/1472005 Make
Loy
Loy BOESE4L ODofD Daofs D4/28/2005 D6/14/2005 Maxe
Drivge Lopy
EE BOERZ4E OofD  1of10  D4/2E/2005 D&/14/2005 Makg
Lopy
Lahorers BOFEQIE Oof O 40f 10 07142005 10/07/2005 Make
Eguipment E077FSL7 O0of D pof il 07/E0/2005 10/07/2005 Makp
Qperaior Sopy
gorounts BIDBBZEE DofD 1oflD D4/11/2006 DS5/25/2006 Make
Bayabia Cop¥

Clerk
acale BrizzaDd OofD Daf 19 05/02/2006 05/25/2006 Make
Operator Lopy
Trugk 8113281 1ofl 10f10  OS02/2006 01718/2008 Make
Drivars copy
Bacapbionist 8118052 1ofd iats M D1/18/2008 Maze
Lopy

Craate Job Qo Employer Details

The job order may be reviewed by clicking the Job Title. Placement Information may be
reviewed by clicking the Openings Filled 1 of 1 link. Referra information may be reviewed by
clicking the Referral Information 3 of 10 link. Y ou may edit the placement outcome on any
Referral made. Y ou may create a new job order from the closed job order by clicking the Create
link.
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T"} Home R cration k22 8 cC chase £ Kennady a5 s Accountant N Logoue &
i | .

Confirmation

Armericaa Job Link Alionce
by artive copy of the job order has been made,

Rt o wonidosd
Addrin Manu View Actiwe Job List Rotmm 12 Inactive Johs

Wiew New Job Ouoder

Elinnf Margn
=130

smarcn

Emjpiayer Sadron

If you wish to edit the job order and make changes to the job order information, click the View
New Job Order button. If you wish to move the job order directly to the Active Job List you
may click the View Active Job List button.

Active (1 to 5 of 5)
Related Links: Referred | On Hold | Inactive/Closed | Archive
Company name: Bayer Construction Company, Inc.
To edit a job order, click a Job Title link. To result referrals, click a Referrals link. Use the Hold and
Refam o iorkoad Close links to chanbe the status of the order. '

My Cases

. Openings Made Date Resume
My Fallow-Up Job Title $20b# g Referrals , tive Updated  search Ho!d Close
Iy Employers
Wy Job Orders | Equipment 8103220 Qofil 3of 15 03/09/2006 07/31/2007 Search Hold Close
Client Search Operator
Client Merge Labaorers 5103221 Dof1 10 of 15 03/09/2006 07/31/2007 Search old Close
Client Call-in
b Saareh Truck 8113221 Dof1 1of 10  05/02/2006 07/31/2007 Search Hold Close
Drivers
Employer Search
. Labaorer §119021 0Dof1 0of 10 08/24/2006 07/31/2007 Search Hal Close

- Employer Details: e
— Job List I

sk Receptionist 8119052 0Dof 1l Oof5 No 07/02/2007 Search old Close
 Contact Tracking

Job Development
Dizabllity Resources
Resume Search = ; =7 = ——

Create Job Order Employer Details

Graup Activity
Account Info

Self Senvice Tracker

Y ou may edit the job order by clicking thejob title. In order to allow the job order to be viewed
by the public, you will need to click the No link under the Make Active column.

After you have reviewed the job order, click the Make Job Order Active button to allow the
public to view the job order on JobLink.

To make aReferral on ajob order on the Job List page, access the Referred Clients page and
click on the Make Referral button.
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Referred Clients

Company name: Bayer Construction Company, Inc.
Click on a client name to view the client's Case Details. Click on an Outcome link to add or
edit referral results. Click a Reprint link to reprint a referral letter.

Return to Workload
i csses Clomt v  BUSS  Oucame HOCEMSN woge SUNON opce Refrol
My Follow-Up
Wy Erplires Chase, 100220099 D4/25/2007 Notyst - = ks22 0 Reprint
My Jab Orders Chevy Placed
Client Search Fillmore, 666330000 04/25/2007 NotYst - = ks22 O Reprint
Client Merge Millard Placed
Client Call-in renard, 061348482 05/17/2006 NotYst - = 0434 3701 Reprint
JobBearch michael Placed
Employer Search
I Employer Details
i;:t:znackmg Make Referral "Return To Job List Enter hlul.ti.ple.(.}u.tcomes
Job Development
Dizabllity Resources
The Make Referral page will display.
T"} Hama m Cration ks22 Q C. Chase ﬂl Kannady A5, H‘_;. Accountant m Luqul..r._lﬁ
4 | "
Make Referral
Armeicas Job Link Alioncs
: Flaase anbar the following informaton about the client you wish to refer for the
job Accountant,
Rt o Workdosd
Adrn Meny * Social Security 00302989
Sumbior
* Date Referred 10 772005
[ —
* Dalte b Repart 100 72008
MEngrmpla MM DD TIYY]
Time ta Repart
Typn of Reforral ~Salect s fom halow
& ONET Match
 Other Refarral
Office 0~ S1ate Admin :]
Erepitymi Dby Station Desk ka2l
.-_-;-1_,_1 Trdching Entar Ralerral Retuin To Rofemal Lisi
Instructions for Completion:
Field Name Valid Entries
Socia Security Number is required Enter the client’s SSN.
Date Referred isrequired Pre-filled and can be edited.
Dateto Report is required Pre-filled and can be edited.
Time to Report Enter the time to report for interview.
Type of Referral Check if the Referra was made using O*NET Match, or
other than an O*NET match.
Office Pre-filled and can be edited.
Station Desk Pre-filled and can be edited.
Click the Enter Referral button.
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b Hame m Cration ks22 Q C. Chase ﬂl Kannady A5, H"__. Accountant ﬁ Logout e
4 | "

Make Referral

Armericaa Job Link Alionce
Flagse werfy the 554 you entered matches to the chent you Intended.,

Raturn o Woridoad vou hawe chosen to refer Chavy Chass,
Adrin KEny Date of Beth 03/21/1570.
Social Security Number iz 003009086

Cenfirm 3o Back Ramm Ta Refaaral List

limnt Margn
Chanf Calkin

If the client listed is the client that you intended to refer to the job order, click the Confirm
button. If not, click the Go Back button. If you decide not to make a Referral, click the Return
to Referral List button.

If you clicked the Confirm button, you will see a Referral successful message display.

b Hame m Cration ks22 Q C. Chase ﬂl Kannady A5, H"__. Accountant ﬁ Logout e
3 | ¥

Referral Successful

Click Prnt Jobsesker to print the referral letter and contact infonmaton for the
Jobseekar, If the job arder has an emplover 8-mail address, you may press
Pt b Workinsd Email Employer bo get an editable referral leter prepared for amail

Atrin MEnu

Pulmr Johaeskes Emall Employer Raturm v Rafarals

< linnt Margn
“HlEIR

If the Job Seeker and/or Employer do not have an email address, you may print and mail or give
aletter of Referral to them. Theletter isaWord document and may be edited.
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To: Joe Kennedy
Eennedy and Sons
1309 =W Topeka
Topeka, K5 6661Z

Thiz iz to introduce Chevy Chasze in conszideration for
your job opening of Accountant.

Report Date: 10/17/2005

Referred By: Patrick Pritchard State Admin (785) 296-5034
Please notify me if this client is hired for your opening.

Thank You,

Patrick Pritchard

If the Job Seeker and/or Employer do have an email address, you may edit and send a letter of
Referral to them by email.

E} Home R cration k22 8 cC chase £ Kennady a5 s Accountant R Logoue
|

Seand Email

Click Submit Emad to send thes preformatted e-mad to the emplover, You may
adit the contents of this a-mail f you want to make changes,

Emall Employer
chaacker max}

To: Joa Kennedy =l
Keringdy and Bons

1308 S Tapeka

Topeka, kK3 6612

Thiz Ig To Infrocce Chew Chasein
considesation fr your @b opering of
Accauniard

Feepoit Date: 10072005

Ralarted By, Painck Prlchand

Biate Admin

(TES) P98-5038

Please nofify s if this et is hirad for
FOur GiEning

Thank Yau,

Patrick Pril hesid

Sulumit Emall Resat the Lettar Cancel

Click the Submit Email button.
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Referred Clients

Company name: Bayer Construction Company, Inc.
Click on a client name to view the client's Case Details. Click on an Outcome link to add or

Return to Workioad edit referral results. Click a Reprint link to reprint a referral letter.

e Glomt v BN owcome PRSI woge SO ofice Referal
My Follow-Up
M Empioiens Chase 100229999 04/25/2007 Mot Yet - - ks22 o Reprint
My Jab Orders Chevy Placed
Client 5 = :
Client Search Fillmore, 666330000 04/25/2007 Motvet - = ks22 O Reprint
Client Merge Millard Placed
Client CallHn | re_nard 061348482 05/17/2006 Not Yet - = 0434 3701 Reprint
Job Search michael Placed
Employer Search

Employer Details

Make Referral "~ Return To Job List Enter Hlul-tiplé Outcomes

Contact Tracking
Job Development
bility Resources

Active (1 to 5 of 5)
Related Links: Referred | On Hold | Inactive/Closed | Archive

Company name: Bayer Construction Company, Inc.
To edit a job order, click a Job Title link. To result referrals, click a Referrals link. Use the Hold and

Returm to Workload :
ikl Close links to change the status of the order.

My Cases

- Openings Made Date Resume
My Fallow-Up Job Title + Job # Filled Referrals Activi Nt Sk Hold Close
ly Employers
Wy Job Orders | Equipment 8103220 Qofil 3of 15 03/09/2006 07/31/2007 Search Hold Close
Client Search Operator
Client Merge Labaorers 5103221 Dof1 10 of 15 03/09/2006 07/31/2007 Search Hold Close
Client Call-in
b Saareh Truck 8113221 Dof1 1of 10  05/02/2006 07/31/2007 Search Hold Close
Drivers
Employer Search
. Labaorer §119021 0Dof1 0of 10 08/24/2006 07/31/2007 Search Hold Close
Employer Details e
et
it Receptionist 8119052 0Dof 1l Oof5 No 07/02/2007 Search Hold Close
Contact Tracking
Job Development
bility Resources
Resume Search = s e e F
Create Job Order | Employer Details

Group Activity
Account Info
Self Senvice Tracker

M ade Active

Indicates the date the job order was published on JobLink. A ‘No’ would indicate the job order
has not been published on JobLink.

Date Updated

Navigation:
Y ou may sort the job orders on the Job List page by the date the job order was updated by
clicking the Date Updated link.
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Resume Sear ch

Navigation:

Allows search of resumes for Job Seekers, who have the same job objective classification as the
Employer’sjob order. Click the Search link. Y ou may select the search criteriaand click the
Show Candidates button to search for Job Seeker resumes. How to conduct a resume search will
be discussed in the Resume Search section of this User’s Guide.

Placing Job Orderson Hold

Navigation:
If you wish to manually place the job order in hold, click the Hold link.
;T“ Hams m Cration ka22 q C. Chase ﬂ‘l Kannady A5, '.'__.I ACcountant Iﬂ LUIi\.'L.t_"ﬂ

Hald

Enber the appropriate hoid stabus for thes job order. If Re-Activate i seleced, 2
re-atfivation dabe must be set. If Re-Activate Now is selected, you must orovide
additional referrals andfor openings below,

Rt bo oo

bk 1] * Gratus Sesect Hold Status :I
Ho-Activation Date  mrmiddhysy

(Craimple MM D0 TIVY]

Save | Cancel

Y ou may choose Reactivate or Indefinite from the drop down menu. If you choose Reactivate,
you must enter a Re-Activation Date (mm/dd/yyyy). Click the Save button.

On Hold (1 to 1 of 1)
Related Links: Active | Referred | Inactive/Closed | Archive

Company name: Bayer Construction Company, Inc.

Returm to Workioad Click a Jab Title link to view the details of the job order. To result referrals, click a
Referrals link. Use the Reactive Date link to change hold status, including edits to the
number of openings and referrals. Use the Close links to close the order.

My Cases
My Follow-Up Job Openings Made Date Reactive

208 +Jobz O Made Date Reactive
My Employers Title = Filled Referrals Active Updated  Date Close
My Job Orders
Client Search Truck 8113221 Dof1l 1 of 10 05/02/2006 01/18/2008 Indefinite Close
= Drivers
Client Merge
Client Call-in
Job Search . -

Create Job Order Employer Details

Employer Search
- Employer Details
| Job List

I Contact Tracking
Job Development
Disability Resources

The job order is moved to Hold status and may be viewed by clicking the On Hold tab at the top
of the page.

If you wish to re-activate the job order at any time, click the On Hold tab; then click the
Indefinite link.
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ﬁ’. Hame .m Sration ks22 E Eennedy 4.5 e Logout :-..'I'.j P

Hold

Enber the appropriate roid stabus for thes job order, If Re-Activate i selecded, 2
re-actvation dabe must be set. If Re-Activabe Maw is selected, you must provide
additional referrals andfor openings below,

* Status Indefinile :I
Ho-Activation Date  mriddissy
DEasimiste MM 0 TTYR]

Current Referrals 0
Made

Current Placements O
Made

Referrals Reguested 4

Dpen Positions 7

Sawe Cancsl

Navigation:

Then select Reactive Now from the drop down menu. If current Referrals made equal Referrals
reguested and you want the job order to be active, you will need to increase the Referrals
requested by one. If current placements made equal Open positions and you want to job order to
be active, you will need to increase the Open Positions by one. Click the Save button. The job
order will appear as Active.

Placing Job Ordersin | nactive/Closed

Navigation:

Y ou cannot place ajob order in Inactive/Closed status unless all the Referrals have been resulted.
If Referrals have been resulted, click the Close link, and select reason for job order closing from
the drop down menu.

Close Job

You have selected to close Laborer.
Click Continue to confirm or cancel to return to the job list.

Return to Workioad

* Reason for job order | Please selectthe reason for closing

My Cases ELLY bl oo Seiect the reason for closing

— JobLink candidate
RIS Cancel |giher candigate

lly Employers 1 Mot filled

Ny Jab Orders
Client Search

Client Merge
Client Call-in
Job Search
Employer Search

- Employer Details

! y List

" Contact Tracking

Job Development

Disability Resources

Click the Continue button and the job order will appear in the Inactive/Closed list.
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Inactive/Closad (1 to 15 of 15)
Related Links: Active | Referred | On Hold | Archive

Campany name: Bayer Construdian Campany, [ne.

Click a Job Title link to view the details of the job order, Click a link in the
Raferrals codemn o edit referral results, Chok a Make Cooy link to make 3 new
ropy of an inacive job ordar.

Relien Lo Workinad

- Dpenings Made Date Make
dub Title Llob ¥ pag Referrals  oive Inactive  Copy
fccounts  BO04S42E 1of1 0 3ofl0  D7/13/2004 06/14/2005 Make
Becaivable copy
Clerk
Truck BO46300 Oof O 2af 10 DF2E2004 10/26/2004 Make
Civers Copy

j Eqwpment  EBD46317 0DofD Daof 10 O7/22/2004 10/26/2004 Make
Erspiirver Detais Operator Copy
b st Lowboy BOS1370 0D pofid  ho 12/30/2004 Mgp
Coninct Tihcing Qryer copy
Egupment S0SB&E4 Dof O Sgfa 12/30/2004 07/20/2005 Make
s = Dperator Copy
wime Seatch kaborer BLSEEES 0o D Aot 10 12/30/2004 DE/14/2005 Make
copy
Aravib
il fif ; Lowioy BOES34Y OofD Dofg D4/28/2005 06/14/2005 Mate
L Drivar Lopy
= %ﬂ BOEOI4Z 0D 1ofll  D4/2E/2005 DE/14/2005 Mgk
copy
Laborers BOFEQLE ODofD 40f 10 07f14/2005 10/07/2005 Make
Eouipment S0F7517 0ol 0 Dof 10 O7/20/2005 10/07/0005 Meke
Cperainr copy
focounts BIDEEZZ O of O 1of 10 04/11/2006 05/25/2006 Make
Eavable Lopy
Wiftared Filbmare m
Byt it i ST Siale B113220 0ofD Dof 10 05/02/2006 05/25/2006 Maxe
BB siruchan Company Cperator Cop
3 Truck 8113221 Jofi laf 10 OSM0@/2006 0171872008 Make
Drivars copy
Labmrer BIESOPE OofD 10620  DB/24/2006 D6/20/2008 Make
copy
Bgcpptionist 8119052 1eofl lafd o 0118/2008 Makg
cony
Croate Job Cwide Employar Details

At the top of the Inactive/Closed page the Active, Referred, On Hold and Archive tabs will
display.

Activetab — providesthe list of all Activejob ordersfor the Employer.

Referred tab — provides alist of al job ordersin Referred Status for the Employer.

On Hold tab — provides alist of al job ordersin Hold Status for the Employer.

Archivetab — providesalist of all job orders that have been in Inactive/Closed status for more
than one year without any activity.

Resume Sear ches

The staff person may search resumes to find suitable Job Seekersto refer to Employer job
openings for which the Job Seeker may qualify. There are six search options.
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JobLink Resume Saarch

Search All Besumes Search By Type of Job
Fina resumes by rea, experience, SEarch for applicants who nave
keywnrd, and several otfer search Indicated that they have work
Adtriln Mt Critesa ENPEMNENCE In-a certaln occupaton or
are actively seekeng work in that
particular orougsation

Search For WorkReadyl Job Seekers  Search By WorkKeys® Scares
“igrw [N Lotal numses of job seelers WiEw the tatal number of job seekers

whi hive been awarded a AL whio have specified Worldeyes stores
WorkReatmd Cerificate

Search CorgerTech Besumes Saved Resume Search Prafiles
Search for applicants who have Lise this opban £ you wisn to un a

completed a CareerTech program or previously saved search
course of instruction.

Search All Resumes

Sat Search Parameters

I:hl:ll:|-tse yaur search croena and dick the Show Candidates button: to deplay
rasults,

Pt L Wistklnsd
syl i keywinrd Match; Skt sna Hom elow

ANy
= Al
i Eract

Ewywvwards
* Lncations _ﬂ
You may sslect — Saarch by Area
multiple entries | Alchison Ares
by haolding down  Chamds Area
the ol kay, Calby Ares
Codge Cily Area
El Dovadn Arna
Emporia Area
Garden City snea ﬁ
Broaden Area? [T
Veteran Type: Both Yikerans and NonVelorans ﬂ
JabLink User Type: Al Aclhe Resumes 4
Wears Experience 0
Heguired
Commercial Driver's - Sebect ol s apply
License [ Clgas &

[ Class8
T ClassC

Type of Employment Mo Preferance H
Preferred Shift Mo Pretarence j

Required Edacation B
You may palect Mo Educalional Requirament
multiple &ntrigs Sovne High Bchool of [#ss

by holding down High Schanl Diploma o Equmvaland
the ot kay. vaalional Cenificate or Cracential
Some Colege _..'
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Frclude Candidates [
Dhstiriing Temporary
Work

Exclode Candidates
Willing Te Relicaka

Travel Reguired [
Jabseekers Dislocated [T

by the Greemshurg
Tormado Disastor

Jabseekers Dislocated [T
by the Southeast
Kansas Floods

Fesume Ssarch Profiles

1 Wounld youo like tn - Selact s foom bedow
save this search? © Yoz

& Mo

Search Mame

Instructions for Completion:

Show Candidates

Clear

Field Name

Valid Entries

Keyword Match

Enter keyword(s) that describe the job objective occupational
title desired for the search.

Y ou may search for a match with “Any” of the keyword(s);
“All"” of the keyword(s) entered in any order; or the “ Exact”
order of keyword(s) entered.

Location isrequired

Select the City area or County from the drop down menu in
which you want to conduct the search.

Y ou may broaden your search to surrounding counties by
checking the Broaden box.

Veteran type

Y ou may search for specific types of veteran resumes by
selecting a veteran type from the drop down menu.

JobLink User Type

Y ou may choose a specific JobLink user type for your search
from the drop down menu (All Active Resumes:. Active
Registrants, etc.)

Y ears Experience Required

Enter the number of years of experience required, if you want
to search for candidates with a specific number of years of
experience.

Commercia Drivers License

Y ou may search for candidates with a specific type of
commercial drivers license, by checking the appropriate box.

Type of Employment

Y ou may search for candidates who want a certain type of
employment by selecting the type from the drop down menu.

Preferred Shift

Y ou may search for candidates who want to work acertain
type of work shift by selecting the appropriate shift from the
drop down menu.

Required Education

Y ou may search for candidates who possess a certain
education level by selecting the appropriate level from the
list. Multiple selections can be made by holding down the ctrl

key.

Exclude candidates desiring Temporary
Work

Y ou may exclude candidates who desire temporary work
from the search by checking the box.

Exclude candidates willing to relocate

Y ou may exclude candidates who indicate awillingness to
relocate.

Travel Required

Y ou may search for candidates who will be willing to travel
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Field Name

Valid Entries

on the job by checking the box.

Job Seekers dislocated by Katrina Y ou may search for candidates who were dislocated due to

Hurricane Katrina by checking the box.

Job Seekers dislocated by Rita Y ou may search for candidates who were dislocated due to

Hurricane Rita by checking the box.

Would you like to save this search? Y ou may save the search criteria selected for future searches

by answering “Yes’ to the question and naming your search.

Click the Show Candidates button.

Job Seeker resumes that match the search criteriawill display. Job Objective listing may be
sorted by Objective title, Date Created, Last Updated, and Education.

41.

42,

= '@ Supply Operation Clerk Last Updated: 03/16/2005 Created:
12/14/2004

City: \Wamego

Experience: 2.50

Education: High School Diploma or Equivalent
Responsible for thousands of dollars of repair parts and
equipment.lssued&Received shipments by all modes of
transportation,Conducted 100% Inventaries of parts and equipment on
hand,Maintained logs...

@ Managing Information Systems Last Updated: 02/28/2005 Created:
02/28/2005

City: Wamego
Experience: 5.48
Education: High School Diploma or Equivalent

Page is split for demonstration purposes.

13.

14.

27.

28.

29.

careervech medical field Last Updated: 07/06/2005 Created:
07/06/2005

City: Topeka

Experience: 0.00

Education: High School Diploma or Equivalent
Highly motivated, dependable, ahility to initiate appropriate action, follow
instructions and carry out tasks in an efficient manner, Proficient in patient
care. Team player with effective interper...

sales Last Updated: 07/05/2005 Created: 07/05/2005
City: topeka
Experience: 0.00
Education: High School Diploma or Equivalent

I am good at selling.

Lead Teacher Last Updated: 07/02/2005 Created: 07/02/2005

City: topeka

Experience: 4.12

Education: High School Diploma or Equivalent
Responsible for the care of children, providing a safe enviroment,
supervision of large and small group activities, communicated daily with
parents regarding each child's progress

E’ @ Preschool Teacher Last Updated: 07/08/2005 Created:
07/08/2005

City: andover

Experience: 5.50

Education: MNfa
Preschoal teacher

Radio and Electrical Assembler Last Updated: 07/08/2005 Created:
07/08/2005

City: Douglass

Experience: 1.00

Education: MNfa
Assemble electrical and aviaonics systems for aircraft

@ office assistant Last Updated: 07/07/2005 Created: 07/07/2005
City: marion
Experience: 4,17

Education: Some College
can run switchboard, can type. some computer skills
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Job candidates who are receiving unemployment compensation are identified with a (U]
symbol. Job candidates who are enrolled in re-employment services are identified with a RES]
symbol. Job candidates who are veterans are identified withaZ= symbol.

Navigation:

To access resume information, click the objectivetitle. Results display only one resume per
client. To view additional resume objectives access the gap analysis page.

&, Home m Seatn KEg? g K, Crauch.C e Logaut o Pt

Resume Detalls

Karol Crouch, CPA

Click an the cbjactive ink(s) to view this candidates resume(s).

Primary Ofyective: Actountank
addinonal Obpschve: Sijdior
Client Details; (e hi il
E-Mail: Mok Listed
Last Update 07F-05-2005
Plez s
b=y i Log
Aty Log Gap evaluation for Karal Crouch, CPA
Eligind Merge
Cliant Calkin Employer JobSeeker
Education Lewvel; Mot sppbcable Bachelors Degree
Prefarmad Galary! Salary Mot Listed Galary Mot Listed

il Inl

el Trackar

Additional Information for Karol Crouch, CPA

Preferred Location Wyandotte
Ugar Lankup Praferrad Tyoe of Employment: Fuill-time
Miw Rocau Preferrad Shift: Dy
WS Lisnngs Temporary Position Prefarmad; Ha
Proviget Searh “illing Ta Travel: LLE

Willing To Relocata! -H

€< Pray Hexi == Rasumn st
Fab Link Afiance | Section 508 Compliant | Frivacy Poficy | Egual Opportunity | Browses Settings

Navigation:

Click the Primary Objectivetitle to display the client’sresume. Additional resumes may be
accessed by clicking the client’s Additional Objectivetitle. To accessthe client’s Case Details
page click the Go to Client Details link.

If you have a specific job order in context, you may review the gap evaluation between
Employer education and salary requirements and Job Seeker education and preferred salary
requirements. If talents (skills) were identified on the job order and client resume, you may
review a comparison between Employer talent requirements and Job Seeker identified talents.
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Search by Type of Job

Keyword

Related Links: Most Comman | Job Family | Military | About

¥ our information wrill not be saved

Bl (6 Vet el wntil you select an ecoupation,
My Cagex Thie accupation (2 aszooated with & job title, descnption, and cade, and
My Folcnes L Increases opporturdties for matching job seekers and Job=. Far more
A information about ocoupations and how ta find one, dick About in the Related
FErome Links abova, Click Most Common, Job Family, or Mitary for dfferent ways bo find
My Job Orders an ootupabarn,
Clinnt Smarciy 3 . " =
To find an socupation by keyword, bype 3 keyword(s) below and click Seanch,
Coze Deini For halp with how to use keywords, clidk About in the Related Links abova,
Lt invin Log Eeyward Match: - Solect sna from bedow
Eitasdy Log © Any
i=hant Merge
T & Al
Clinnt Callin
e
JokSaarth ol
Emplegur Gearch = Keywoards

CzsRisy Res0lsees
it T Ssarch
roup AU

Arcount infn

Navigation:

Y ou may search for resumes by occupational classification using Keyword(s); search the Most
Common occupational classifications listing in JobLink; search by Job Family; or conduct a
Military Search by military occupationa codes or keywordsto find related civilian O* NET
occupational classifications. To learn more about the O* NET Occupationa Classification
system, click the About link. The keyword search allows you to search for “Any” of the
keywords that you have listed that appear in the occupational title or description; or you may
search for “All” of the keywords in any order that appear in the occupational title or description;
or you may search for the “Exact” keywords in exact order that appear in the occupational title or
description.

Each method of search will alow you to click the Description link to review afull description of

the occupational classification or the Search link to display resumes that match the occupationa
classification selection.
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Return to Workioad

My Cases

My Follow-Up
My Employers
My Job Orders
Client Search
Client Merge

Client Call-in

Job Search
Employer Search
Disability Resources
Resume Search
Group Activity
Account Info

Self Senice Tracker
Reporting

Edit Password

Self Referrals

User Lookup
WARM Listings
Provider Search

Oklahoma Joblink
ServiceLink User's Guide

Most Common

Title Description Action
Bookkeeping, Accounting, and Auditing Clerks Description  Search
Cashiers bescn’gtian Search
Civil Engineers Description  Search
Computer Support Specialists Description  Search
Computer Systems Analysts l_)escrigtfon Search
Construction Laborers Description  Search
Customer Service Representatives Description  Search
Electrical Engineers Description  Search
Executive Secretaries and Administrative Assistants Description  Search
First-Line Supervisors/Managers of Office and Description  Search
Administrative Support Warkers

First-Line Supervisors/Managers of Retail Sales Description  Search
Workers

Helpers--Production Workers Description  Search
Industrial Engineers Description  Search

Janitors and Cleaners, Except Maids and Housekeeping Description  Search
Cleaners

Laborers and Freight, Stock, and Material Movers, Hand Description  Search

Maintenance and Repair Workers, General Description Search
Managers, All Other Description  Search

Search For WorkReady! Job Seekers

Provide you with a search for jobseekers who have participated in the WorkKeys Job Skills
assessment programs.

Accessed from the Resume Search screen by clicking the Search For WorkReady! Job Seekers
link.

iy F oo

AIL WerkReady!

Thie A3 WiorkReady | Job Skifls assassment Syshem is based on “real work™ skill
lavels maasured by thrae Workkeys? assessments - Reading for Information,
Applied Mathematics snd Locating Irfarmabion. These =kills are cntical for
continued Suctess in any ocoseahon, Certficates are awarded to all job
seekars who mrnulatl; the three assessmants wsing the following citena.
Learn mora about 4CT and the WorkKeys systam.

Gold Certificats; Job seekers wha hava score st least a 5 on each assessment,
Silver Certificabe: Job seekers who have score at least & 4 on each assessment

Bronze Certificate: lob seekers wha haye score at least & 3 on each
afagsgment.

Imorder to select the best candidabes for your posibions, selaction toods sudh as
intarviews and applicabons reviews (8.9, years of sxpananca, employmant
history, education degres werfications and work samples) should be uted in
additon to WorkkKeys® assessment scores,

To fired tha total numbar of A0 WorkSResdy! job seekers in vour area or the
state, please select ane of the corbificate types befow and click Continua

¢ WorkReady! Levi] —Sofect sna from helow
™ Gold Certdficate

© Giver Carlicate
& Bronze Cartficats

i:-ﬂlllﬂll'lllll
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Job Skills assessed are Reading for Information, Applied Mathematics, and Locating
Information.

Type of Certificate Assessment L evels

Gold Score at least 5 on each assessment.
Silver Score at least 4 on each assessment.
Bronze Score at least 3 on each assessment.

Y ou may search for WorkReady Job Seeker resumes who have earned a gold, silver or bronze
certificate.

Search By WorkK eys® Scor es

Provide you with a search for jobseekers who have participated in the WorkKeys Job Skills
assessment programs.

Access from the Resume Search screen, by clicking the Search By WorkKeys® Scores link.

WorkkKeys® Saarch

Workkeys® 15 2 yob skils assessment system measuning “real-word” skills that
Rt = Weskinad amployers beiave are oiical to job success.

My Cases Workkeys® enables educators te identily gaps between student skills and
employment needs, which will, in burm, Improve students' success i antry-leval
and subsequent jobs,

WorkKeys® enables businesses bo reduce ternover, overtime, and waste while
incraasing morale througn alfective salection decisions and rasng processss

In aorder to select the best candidates for your posibions, sslection tools suth as
ntarviews and applications raviews (.9, years of expanance, amploymant
histary, aducabtion degres werdicstions and work camples) should be used in
addition to WorkKeys® assessment scofes,

m T an Wirkk m
WorkkKeys@l assessmants meaiure six foundationsl workplace skills:

= Oopliad Mathematics

+ Applisd Technology

* Listaning

» Lotating Information

= Reading for Informaton
& \Writng

To find the total number of job sealoers i yaur area of the skabe who have
completed 2y or all of the assessments, select the appropriate level for each
assassment balow and clidk Tontinue, Only scores you enter will be used in the
matching process,
Beaper Conalruchan Campany - =
I Applied Mathomatics Make A Saleckan j
Applied Tochnology Make A Selsckan _-]

Listening Make ASeinchon ]

Locating Information Make A Salectan H

foading for Make A Salechian j
Information

writing Make A Salaction _:I

Confinue
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Y ou may find job seekers who have completed any or al of the assessments. Select the
appropriate level of assessment desired and click the Continue Button. Only scores you enter
will be used in the matching process.

Sear ch Career Tech Resumes

ﬁ’ Hama m Cxation ke22 E Kenfedy 4.5 a Logaut _H.‘j Pt

CareerTech Resume Search

Job Categary _
You may select Agrcullssl Technicians

midbpla artrias Agncuttural Workars, Bl Othar

PESNT N RAkiEN tre holding down Arcesst Body and Bonded Stuclure Repainers
Adrvin M thie ol ey, arcrat Engine Specialists
Hrorat Birucire A5sembiens, Pracision =1
Wy Cases
Campus -
My Fosow Lin wou may select Barton County Commundy College

My Emiplovars: mudtipla ertrios  Bufier Courty Comenunity Colloge
g by holding down Clowd County Commumnty Colege
% Hhe ot kel Cafewdle Communily Colege
Colby Communiy Colage =]

liunt Morge
Chant Calkin Seanch Clar
Juby Emarch

Empicyer Eaaren

Navigation:

Y ou may search for resumes of Job Seekers who have completed atechnical or vocational
training program or course. Select the job category and/or campus desired from the drop down
menu. Y ou may select multiple job categories and campuses by holding down the ctrl key.
Select your search parameters.
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% Set Search Parameters
Amencds dob

Chu?tse your search crioena and dick the Show Candidates button to desplay
results,

Eeyward Match: Selesct mne froem below
™ Ay
& Al
© ERact

Evywards

* Locations _ﬂ
Wou may select — Soarch by Area

mulliple ertnes | ALhison Area
by holding down  Chamds Arna
the ol kay, | ColyArea
Dodge City Area
El Diovsdn Area
Emiporia Area
Gardan Citf fraa =

Broaden Areat [
Veteran Type: B0 Vetormns and Monvelerans
JabLink User Type: A1 Aclive REsumes

vears Experence 0
Required
Commarcial Driver's - Solect ol that apphy
LiCense = class A

M Class@
I Cclags

Type of Employment Mo Preferance
Praferred Shife Mo Preferance

Required Education _:l
¥ou may select Mo Edutalional Requiremend
mudtiple entries Seme High Schood orless :
by holding down High Schonl Déploma o Equsvalen
the ot key. vacalional Cedificaie or Credential
Some Colage =

s d

b

e le

L

Exclude Candidates [
Desiving Temperary
Work

Exclade Candidates [
Willing Te Relucabe

Travel Required [

Jubseekers Dislocated [T
boy the Greenshurg
Tomado Disastor

Jobseekers Dislocated [T
by the Southeast
Kansns Floods

Fesume Search Profiles

1 Wounld youo like tn - 5Selact s from bedow
save this search? ¢ Yas

& Na
Search Mame

Show Candidates Clear

Click the Show Candidates button. The resume listing will display. Candidates will be
identified with the careerveeh symbol.
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Saved Resume Sear ch Profiles

ﬂ} Hame .m Cration ke22 3 Kennedy 8.5 a Lagout Pt

Resume Search Profiles

Armenica Job Link Alonce

& saved Search Mama
et evocha i e
YEiE Sparch  View/Edit  PBsname  Delste
My Cases
Rirlurm

liunt Morge

Cihant Calkin

dob arcn

Navigation:

If you have saved a previous resume search, select the name of the search that you assigned and
the resumes that match the profile will appear. Click the View/Edit link to view or edit the
profile. Click the Rename link to rename the profile. Click the Delete link to delete the profile.

Group Activity

Y ou may schedule clients for group activity, view scheduled group activities, or update the status
of the client for group activity.

Group Activity Menu

Raecurring Group Activity Admin Schedule Clients
Wiew all fECUMIngG activities, of 32i Wigw all cuerent anod fulure group
parameters to chiange an exdsting avihities @l sehedule cients
Adrin Menu ackwiny ar ado an actvity attend
My Cages Jpdate CI t Stot

Ty F iU i L
‘Wi recinl group actetiss and
uptiate client status for thi acthiby.

Sllant Calkir
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Recurring Group Activity Admin

ﬂ‘. Hame m Sration LVEE a Logout _‘_u Print

Recurring Activities for State admin

Ao Job Link Alonos

Activity & Activity Time  End Dote Ruecurs Delete
i o b O7:00FM-08:30 22/31/2005 Monthly  Clients
Feadinass 2] [Tu) Schaduled
Akl Group Activity Heturn To Memu

Eliant Merge

Navigation:
Y ou may view scheduled group activity. The name of the activity, time, date activity ends,
frequency that activity recurs, and if clients are scheduled displays.

To schedule a new group activity click the Add Group Activity button.
ﬂ} Hams m Cration LVEE a Logout _‘_u Prrt

Group Activity

Amesicaa Job Link Alionos
ffice: Gtabe ddmin

Adimiin Mg * Funding Please salect fhe Ameing soure _._.1
* Recurring Perlod - SeEcl one fom below

€ Daily

™ Weekly

© Monthly

& Hia

Continue Cancel

Clliant Calkin

Select the funding source from the drop down menu and identify the recurring period.
Click the Continue button.
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& Hams m Cration LVER e Logout --..':j Prrt
Monthly Group Activity
* Gapylce Type Please selectihe Senice Tyne ._,]
* Statlom Desk | Lvia
Admin Menu
Mates
My Camen {1000 chsractsr max}
My Fedorm-Lig =
My Employars
Ky Job Cicdars
Clinnt Seaich =
Cliant Merge
iinnd Cabldr * Start Time —- AM
Juts Eaareh * Endd Time ——AM
Emplaynr Search * Every 15t :_I
A Beaniy
_H.JMB Beart = fays Bunda
ey You may salect Monday
Acasant inie miultipla ertries Tussday
1 by halding dawn Wednesd
Sisf Beivice Traghker ! the I'.f_"’ II-E-_- Thu'r:ﬂmrw
Repaifing Friday
Edf Passwori Sabunday
A Referals = of gvery 1 month ;I
Pk As oo * GStart Dale mmiddhyy
Lines Lookup [ MM DS IVVYYE
WinEN Lislings * End Date  mmiddbeyy
Piwigsr Gearh [Esampia MMSDDITTYYE
® Malnnnm
Attendancn
Canfinue Caneal
Copynght £ 00L-2005 Amerca's Job Link Allance | Section 50 I | 1 | Egual j | 3
Instructions for Completion:
Field Name Valid Entries

Service Typeisrequired

Select the type of service for scheduled group activity from the
drop down menu.

Station Desk is required

Pre-filled for the staff person scheduling the group activity.

Notes

Enter any notes regarding the group activity.

Start timeis required

Enter the time the activity is to begin in hours and minutes.

End timeisrequired

Enter the time the activity is to end in hours and minutes.

Every isrequired

Select the day interval of time the activity is scheduled from the
drop down menu.

Daysisrequired

Select the day(s) of the week the group activity is scheduled to
occur. You may select multiple entries by holding the ctrl key.

Of Every isrequired

Select the month interval of timethe activity is scheduled from
the drop down menu.

Start Date isrequired

Enter the date the group activity is to begin (mm/dd/yyyy).

End Dateisrequired

Enter the date the group activity is to end (mm/dd/yyyy).

Maximum Attendanceis required

Enter the maximum number of clients that can be scheduled for
the group activity.

Click the Continue button.

The complete schedul e for the group activity displays from start to end date. If any scheduled
dates for the group activity fall on aholiday or should not otherwise be scheduled uncheck the

box. Click the Continue button.
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ﬂ} Hame m Sration LVIE a Logout ‘_‘y Print

Group Activity

vou hawe scheduled Job Search Workshon, with a mas attendznis of 15, to
recur evary second (Wadnesday) of every month. Following is the st of dates
you have schadulad. Plaase remova the chackbox from any dates that dients
should not be stheduled on,

Admin Menu

F 110942005 - 01:00 PM to 04:00 PM
1271472003 - 01:00 PM to 04:00 PM
01/11/2006 - 01100 PM to 04:00 PM
02/08/2006 - 01:00 PM to 3<:00 PM
03/0372006 - 01:00 PM to 0400 PM
O4/12/8006 - 01:00 PM to 04:00 PM

U9 999

Cantinue Cancel

The information on the scheduled group activity displays. If you need to edit or update the
scheduled group activity, click the Activity name link, or if you want to delete the activity click
the Delete link.

ﬂ} Hame m Sration LVIE a Logout ‘_‘y Print

Recurring Activities for State admin

Activity & Activity Time  End Daty Recurs Delete
prk- 20 Search 0100 FM - 04/12/2006 Monthly  Delsts
Workshop 04:00 P w)
Job Readiness  O7:00 PM - 12/31/2005 Monthly Clients
DB 30 PM {Tu) Sohadulad
Mm_ljnﬁ_up Mﬂirlty Raturn To Menu

Chant Mergse

Clliant Calkin

Schedule Clients

ﬂ} Hams E Cration LVEE e Logout :-.# Prrt

Recurring Activities

Office Rctivity & Dt Activity Timae Schediled
LA rriin WS
AU P state admin Job Readiness 11/01/2005 ghun FM-E:30 Dof3d
State admin  Job Search Workshop 11/09/2005 100 PM -4:00  Qol 15
M
state admin  Jaob Readiness 12{06/2005 ;;I‘:IEI PM-Bi30 Dofdn
State Admin Job Search Workshop 12/14/2005  :00PM -4:00 0o 15
M
Search Actvities Retwrn Ta Manu
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Y ou may schedule clients for your group activity by clicking the link under Scheduled 0 of 15.
The Schedule Group Activity page will display.

iy Home m Cration LS9 e Logout »..ﬂ Prirt
Schedule Group Activity

You-are scheduling up to 10 chants for Job Search Workshog,
Actpoty starts gt 1:00 PM on Wed Dec 14, 2005 and ands at 4:00 P,

Admin kgng

Clienmt 1 55N
cllent 1 Casetracker Préchard, Fairick. Eale Admin Lvag ‘:I
Call in Client 17~ Sefect ane from below
™ yas

* Na

Client 2 55N |
Client 2 Caselracker Prichand, Paiick- Slale Admin Ly9e :l

Call In Cliwnt 27 - Select one from bl
i ¥as

& Mo

Client 3 55N
Client 3 Casetracker Préchard, Satick- Slate Admin Lvi% =

Call In Client 37 Select one rom beliw
™ Yes

# Ho
Clignt 4 GGN
Client 4 Casetracker Préchard, Patick- Slate Admin Lvog =

Call In Client 47 Select ane from below
© Yes

& ho
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Clent 5 55N
Cllent 5 Casetracker Préchard, Batrick - Stats Admin LVi% LI

call in Client 57 Select ane trom ehw
™~ ez

& Mo
Chent & 55N
Cliwit 6 Casetracker Prddkand, Paiick - Blale Admin LV92 :I

Call In Client 67 Solect ane from below
i Yas

& Ko

Client 7 55N
Client 7 Casetracker Prichamd, Famck- Slate Admin LIS li

Call In Client 77 Select one from elovw
© Yaz

F Mo
Client 8 55N
Clivnt 8 Casetracker Prichand, Pabick- Slale Admin LVI2 :I

Call In Cliont 87 Soiect one from below
© Yaz

& Mo
Client 9 55K

Cllent @ Casetracker Préchard, Fatick- State Admin LY9% _:I

Call In Clignt 97 Sefect ane from low
€ Yas

Ll
Clinnt 10 55N
Client 10 Casetracker Prichad, Paiick - Stale Admin Ly8g :l

Call In Client 107 —Seiect ane from bsow
™ Yas

Lo

Schedule Cancel

Iab Lmk AMisnce | Section 508 Comalisnt | Prevacy Poficy | Eqgusl Opportunty | Browser Sattngs

Instructionsfor Completion:

Field Name Valid Entries

Client SSN Enter the client SSN for the clients to be scheduled.
Up to 10 clients can be scheduled at atime.

Client Casetracker Name of the client casetracker is pre-filled.

Cdl inClient If you want to notify the client by a cal in notice of the scheduled
group activity, answer “Yes'.

Click the Schedule button.

If al clients have a program enrollment, you may click the Schedule All button.

A scheduled service will be recorded on each client’s Service and Training Plan.

If the client does not have program registration, you must register the client prior to scheduling
them for agroup activity.
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&} Home @ Station Lvog 6 Logout [:‘B Print

Client Check

All of the clients are currently registered and enrolled in the appropriate
enrollment. Click Schedule all to finish scheduling these dients for Job Search
workshop,

The following clients are enrolled in the appropriate enrollment,

222990000 Lucy Ball is enrnlled in the appropriate enrollment. 439046
999441111 Lex Luther is enralled in the appropriate enrollment. 499069
882116666 Julia Roberts is enrolled in the appropriate enrollment. 4990532

You have the following options.
Schedule all - will schedule all the clients above, It will add the service as well,

Cancel - Cancel the scheduling process and return to the list of Activities.

Schedule Al | | Cancel |

A message will display indicating that the clients have been successfully scheduled.

g} Home @ Station Lv9g 6 Logout [::ﬁ Print

Scheduled Clients

“ou have successfully scheduled the clients.,
Please finish by selecting the method to be used to call in the dients.

Continue to Callin I, Return to List |

Click the Continueto Callin button to initiate the call in process.

&} Horme @ Station Lv9g 6 Logout @ Print

* Callin Method for | Letter v|
Lucy Ball
Admin Meny * Al Wedtiod far | Loty “
ulia Roberts
* Callin Method for | Letter .NF|
Lex Luther
| Continue

Sdlect the method of callin from the drop down menu and click the Continue button.
If the method of callinisaletter or email, you may edit the letter or email with the variables
indicated and the body of the letter/email. Click the Continue button.
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| Callin Letter

This is the letterfemail that is sent to clients to inform them of a callin for some
service,

You can use the following varialbes in the form letter:

[ajk_servicename] - Name of the Service

[ajl_starttime] - Service Start Time

[ajl_endtime] - Service end time

[ajl_servicedate] - Service date

[ajl_firstMame] - Clients first name

[ajl_lastname] - Clients last name

Edit the letter below, then click Continue to send the emails and print the
letters.

Letter

(3000 character mat.)

1002102005

Dear [ajl_firstname] [ajl_lastname]:

Thank you for choasing Kansas JobLink and the Kansas
Workforce Centers as resources for your job search!

| arn pleased to inform you that vou have heen selected and
scheduled to participate in the following center-sponsored job-
search activity, designed to enhance your employment
opporunities:

Job Search Warkshop
120412005
From 1:00 Pi until 4:00 Pt

Flease reportto the Woarkforce Center on 12/14/2005 at 1:00 PM.
Since this time and date have heen reserved for vou, please call in
advance iTyou are unable to participate

‘e look forward to seeing you!
Sincerely,

[ail_staffirstname] [ail_stafastharme]
[ajl_officename]

[ajl_officeaddress]

[all_oMcecity], [ajl_ofcestate] [ajl_oficezip]
[ail_officephong]

Copyright @ 2001-2005 America's Job Link Alliance | Section 508 Compliant | Privacy Policy | Equal Opportunity | Browser Settings

Click the View to Print button to view the |etter to be printed.

@ Home \% Station Lv9g Q Logout Eﬁ Print ‘

| Print Letters ‘

Click View To Print to view the callin letters, When you are finished printing, click
your back button to come back to this page. Then dick Return to List,

View To Print ‘ Return to List
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jpr21/2003

Dear Lucy Ball;

I am pleased to inform you that you have been selected and scheduled to participate in the following center-spongored job-gearch
activity, designed to enhance your employment opportunities:

Job Search Workshop

12/14/2005

From 1:00 PM until 4:00 PM

Please report to the Worldorce Center on 12/14/2005 at 1:00 PM.

Since this time and date have been reserved for you, please call in advance if you are unable to participate.
We look forward to seeing you!

Sincerely,

State Admin

1309 SW Topeka

Topelka, KS 66612

7852960295

10/21/2005

Dear Julia Roberts:

Thank you for choosing Kansas JobLink and the Kansas Workforce Centers as resources for your job search!
I am pleased to inform you that you have been selected and scheduled to participate m the following center-sponsored job-search
activity, designed fo enhance your employment opportunities:

Job Search Workshop

12/14/2005

From 1:00 PM until 4:00 PM

Please report to the Worldorce Center on 12/14/2005 at 1:00 PM.

Since this time and date have been reserved for you, please call in advance if you are unable to participate.

We look forward to seeing you!

Sincerely,

State Admin

1309 SW Topeka

7852060295

10/21/2005

Dear Lex Luther:

I am pleased to inform you that you have been selected and scheduled to participate in the following center-spongored job-gearch
activity, designed to enhance your employment opportunities:

Job Search Workshop

12/14/2005

From 1:00 PM until 4:00 PM

Please report to the Worldforce Center on 12/14/2005 at 1:00 PM.

Since this time and date have been reserved for you, please call in advance if you are unable to participate.
We look forward to zeeing you!

Y ou may print the letters using your Print function on the browser.
Click the browser Back button. The Recurring Activity will display showing the scheduled
activity.

Recurring Activities

Office Activity + Date Activity Time Scheduled
State Admin Job Readiness 110172005  7:00 PM - 8:30 0 of 30
PM
State Admin  Job Search Workshop 11/09/2005  1:00 PM - 4:00 0of 15
PM
State Admin  Job Readiness 12/06/2005 7:00 PM - 2:30 0of 20
PM
State Admin Job Search \Workshop 12/14/2005  1:00 PM - 4:00 2of 15
PM
Search Activities Return To Menu
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Update Client Status

| &} Home @ Station Lv9g e Logout [::ﬁ Print ‘

Scheduled Status Services |

Click a Client Status number to edit the status of the service

| Activity + Date Client Status
: Job Readiness 10/04/2005 07:00 PM il
| Iob search Wwaorkshop 12/14/2005 01:00 PM 3

| Return To Memu

. Job Search Workshop '

The date of service was 12/14/2005 at 1:00 PM

222990000 - Lucy Ball

* Status | Scheduled v|
* Casetracker | Pritchard, Patrick - State Admin LVB8 '\-'l

999441111 - Lex Luther

* Status | Scheduled v|

* Casetracker | Pritchard, Patrick - State Admin Lv39 \v_|

8988116666 - Julia Roberts

* Status | Seheduled >
* casetracker | Pritchard, Patrick - State Admin LW/88 v|

| Update | [ Return |

Select the status of the service provided through Group Activity and click the Update button.
The status of the service will be updated on the client’s Service and Training Plan.
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Account I nformation

ount Info
Client Search

Disability Resources

Edit Password
Employer Search
Fiscal

Job Search

My Cases

My Employers
Ny Followup

My Job Orders
Mew Account
Pending
Provider Search
Reporing
Resume Search

User Lookup
WARN Listings
Workload

Millard Fillmaore

Bayer Construction Company

Staff may edit their contact information for their staff Servicelink account.

Contact Information

Edit State Director Information for Patrick Pritchard.

* Security Question |What i your mother's maiden name?

* Answer | Severns 7]
* Company or Agency |!ULA

* County of Your Servce

* Office |Se|ect an office

* Address | 1420 SW Topeka Bivd
* City |Topeka
* State | Kansas
“Zip [gg612 | - |nnmn
* First Name | Patrick
Middle Name |
* Last Name | Pritchard

Job Title |'Super\ﬂsor
* Phone 7852065034 | Ext. |*
Alternate Phone |nnnnnnnnnn | Ext. | *
Fax | nnn-Nnn-nnnn

* Email address |'ppritmard@ajla.net L1
Stationdesk/ Rep Number ks22

| View Security Form | | Save| | Clear Changes |

Self Service Tracker

Ay Home m Station DV73 Q;wm J B

Self Service Tracker

Entee the number of chents ssr-adtmh or ancther day, Multple entres for a day wil
meramantad by the selectad numbes

* Date of Customer 10022009
Visht or Date of
Service:
[ W DD RN

* Seloct the number of 0 :’
custemers served on
this date (1-99):

Office: Lawrance Waorkforoe Center Case Manager: Ly Francg

mmwummmuwﬁuuhumw The number of

f canmot d the total rumbsr of customers served. Leaving 3l
TRTVICES nﬂnn will ingremere the above tustomer count only whaen selacting ‘Update
Daily Totals' bt will ncrement i services by the customer count when selecting ‘Updy
&) Servces Using Number of Cugtomens Served’,

Career Center 0
Services

Carver Guidance 0
Eligibisity 0
Determination

Itlollhtiu Financial 0
Akd Elgititity
Asslstance

It e o
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Eutablisking wrw 0
Eligibility Asslstance

General Core Services 0
Infermation an 0

Avallable Supportive
Serwices

Information on Filing U
Unemployment Clabms

Inithal Assessment 0
Job Search and
Placement Assistonce
Job Searih Asslilance

=

2 o

Jab Search Planaing

L

Job Search Resume

Preparatian

Ausistomce

lob Search Spec 0
Labar Market
Assistamce

Local Area U
Performante
information

One-Stap Intake 0

Owitreath, Intabe and 0
Orbentation

Parformance and Cost 0
Infa on Pragram
Providers

Provision of Labor 0
Market Information

Referral tn 0
i ducational Serwices

Referval to Partner 0
Services

Eeferral 1o Supportive 0
Serwices

Referral o O
Umnemgployinent
Insuramce Services

Helnrral to Wi D
Services

Update Daily Totals

Updaty All Sorv

iy

ligle i Lo

= =

i lE o e

le

Lisiprg Mumber of C Served

Navigation:
The Self-Service Tracker screen allows offices to track the number of customers accessing
resources for self-service in Career Centers, Resource Rooms and One-Stop Centers. The self-
service tracking screen will list all self-service services availablein an office. Thiswill bea
customized office specific screen that can only be changed by case trackers and office
supervisors assigned to the office, or regional directors and above, with authority over the office.
The screen will capture tracked services daily using the following process.

Instructions for Completion:

Field Name

Valid Entries

Date of Customer Visit or Date of Serviceis
required.

Pre-filled with today’ s date.
Date can be edited as a previous date but cannot be a date
in the future.

Select the number of customers served on
this date (1-99) and required

Select the appropriate number of customers served from
the drop down menu for the date entered.

List of Services available

A numeric drop-down is provided with arange of 0-99 to
indicate the number of self-service customers served.
Each service will have a numeric drop-down with an
available range of 0-99.

Case trackers will select the customers and servicesto be
entered using the available drop-downs.
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Field Name Valid Entries

The number entered cannot exceed the number of
customers served that is entered for that date.

Update Daily Totals button When this button is clicked, the daily totals will
increment the totals for customers and each service by the

number selected.

Leave the numbers for each of the serviceslisted set at
“0” and the count of al services will be updated by the
number entered for the customers served on this date.

Update All Services Using Number of
Customer s Served button.

All customer totals and service totals are recorded as distinct transactions by entering the User
ID. Multiple entries by the same User ID or single entries by different User IDs for the same day
are added together to provide atotal count of customers and services provided.

Reporting

&’ Home m Staton k522 0 Logout 3 Prant

Reporting Main Menu

P as gy

Laber Market Reports

Job Link Reports, Labor Market
Information, and Real Time Labor
Marke! Information

TAA Reports
ManspEment 3ng Periomance repons

WiA Reports

Management and Performande repons
for YWIA actvities

Labor Exchanae Beports
Management and PRTONNANCE repoms

Emplormr Ssarch fior TAA Scihties for Laor Ext BCUMLLS INChidng
Frical MSFW VETS WPRS and RES
Job Seareh
s Case Manager Reports EEQ Regorts
by B lowers
oy Fomowis Repont 8 for chient enroliments and Equal Empioyment Opportunity
X % acivaies, Automated Cat-n Report repons
Peaging Provider Reports Self Service Reports

Frovwiser Searth
Repaning
Fewame Seanh
ety

Se¥ Refeerals

VDR ag

Agenicy List

VWA Performance reports for Ellgible
Traming Providers and Eligbie Youth
Froaoers

Miscellaneoys Reports
Cmer repons

One-Stop and System Seif Senice
ReEports

Y ou may access the following reports from the Reporting Desktop.
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Labor Market Reports

JobLink Statistical Reports

Real TimeLabor Market (LM1) Reports—Hiring and Salary Trends, Job
Seeker and Employer Characteristics, Labor Surplus and Shortages, Average Wage
Information, and Current Labor Market Availability.

Labor Market Information (LM 1) Reports-High Growth and Best Paying
Occupationswith alink to OJL’s Career InfoNet.

Job Link Reports—JobLink Statistical Reports on Job Seeker Registration by
Occupational Code and NAICS Sector.

Trade Adjustment Act Reports

Job Service Activity — TAA/NAFTA (Statewide, Local Area/WIB, County and
Office) Reports, Management Reports (TAA Exit Warning, Grades and Syllabi, No
Participation, and Recently Exited Reports)

Case M anager Reports

Automated Call-1n Report
Report 8 —Local Area/WIB
Report 8 — Office

Report 8 — Case Manager

WIA Reports

M anagement Reports— Aged Pending Client Report, Recently Exited by Office,
Statewide and Local Area/WIB) Exit Warning (Statewide, Local Area/WIB, and Office),
No Participation (Statewide, Local Area/WIB), WIA Y outh 5 Percent Report (Statewide),
WIA Y outh Elements Report (Statewide, Local Area/WIB, and Office).

Perfor mance Reports— Dislocated Worker Quarterly Totals, WIA Annua Report
(Statewide, Local ArealWIB, Office), WIA Quarterly Report (Statewide, Local
Area/WIB, and Office), NEG Project Quarterly Report ( Statewide, Local Area/WIB,
County and Office).

L abor Exchange Reports

Employer Reports—Employer Activity Report (Statewide, Local Area/WIB, Office)
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Activity Reports— Claimant/Non-Claimant Activity Report (Statewide, Local
Area/WIB, Office), Closed Job Order Report, Job Service Activity Report (Statewide,
Local Areal WIB, Office), Referral and Placement Report (Statewide, Local Area/WIB,
Office), Self Registered Job Service Report (Statewide, Local Area/WIB, County,
Office), Staff Assisted Service Count Report by Office, and Job Development by
Occupation/Industry Report (Statewide, Loca Area/ WIB, Office).

Veter ans Reports— Non-Veterans Served by Veteran Representatives (Statewide and
Office), Veteran Case Management Last Service (Statewide, Local Area/WIB, and
Office), Veterans Last Service Report (Statewide, Local Area/WIB, Office).

WPRS - Re-employment Service Call In Report by Office, Re-employment Service
Quarterly Report (Statewide, Local Area/WIB, County, Office), Re-employment Service
Services Report (Statewide, Office).

Performance Reports—ETA 9002 Series and VETS 200 Series Reports, MIC —
Migrant Indicators of Compliance Report.

M anagement Reports— Job Service Exit Warning, Recently Exited, and No
Participation ( Statewide, Local Area/WIB, and Office)

EEQO Reports
EEO Annua Program by Race and Gender —Statewide
EEO PY Report (Statewide, Local Area/WIB, and County)

Sdf Service Reports

Anonymous Self Service Tracker Report (Statewide, Local Area/WIB, and Office)
Self Service What Are You Doing (Statewide, Local Area/WIB, and Office)

Provider Reports

ETP Reports (Statewide and Local Area/ WIB)
ETP Y outh Reports (Statewide and Loca Area/\WIB)

M iscellaneous Reports

Client Contact Report — Report of Clients scheduled for contact by office and staff
person.

Security Access Level Report — provides listing of all ServicelLink account users and
their access level and security privileges.

Special Events Report — Report of clients served who were impacted by Hurricane
Katrinaand Rita.

Outreach Report — Report of outreach activity by Statewide, Local Area/WIB, and
County.
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Edit Password

d’ Home m Staton DN73 0 Logout 5’ Prrarit

Change Password

Servioe Link nquings users TO Créate STrong Dasswonds by usng & combination
?}mﬂ, number and the followng speasl characters /BRE% " *()e=
YN
* User 1D ifrancy (7]
* Current Passweord
* New Password

* Repeat New
Password

Continue Clear

Y ou may change your Servicelink account password by entering your current password, enter your new
password, repeat entry of the new password, and click the Continue button.

Salf-Referrals

Self-Referral Approval

Amercas Job Lk Allonce

Click on the jobseeker's name to view their resume,
Click on the job's name to view it's description,

Admir Menu .
R e + Veteran Job Title Refer Date Status

r|||1 '!II' |: 5 (S — S

Jennings 163928937 Veteran  Customer Service 07/09/2005 Approve/Deny

Lance Supervisar

" Kennett 874118863 Veteran  Customer Service D?;‘DB;‘EDDS Approve/Deny

‘ Walt Superyisar

' Kennett 074118863 Veteran  Associate 07/08/2005 Apporove/Deny
Walt Managet

' Kenyon 123615399 Veteran  DRIVER 07/08/2005 Approve/Deny

‘ Danielle

: Slothrop 979986117 Veteran  Adjuster 08/18/2005 Approve/Deny
Tyrone

| Beckham, 970688049 Transportation  07/07/2005 Apprave/Deny

‘ April Secretary

' Beckham 870688049 SECRETARIES 07/07/2005 Approve/Deny
April EXCEPT LEGAL

2-291



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

Navigation:

Y ou may approve or deny client Self-Referrals. Click on the client nameto view the client’s
resume. Click thejob order title to compare the client’s resume qualifications to the Employer
job order requirements. Client must be enrolled in a program consistent with staff person’s
security privilegesto be referred.

Click the Approve/Deny link.

Make Referral

Please enter the following information about the client you wish to refer for the
job Payphone Technicians.

REEP L Social Security 974528463
i Number
S a Date to Report | mm/ddyyy
My Follow-Up (Exarmple: MM/ DD/YYYY)
My Employers Time to Report
50 Cetlers * Office [State Admin v

Client Search
Client Merge

Client Callin Deny Referral | | Approve Referral
Job Search '

EOpIE S Lh Return To Self Referral List
Disability Resources

Resume Search

* Station Desk | ks22

Navigation:

The Date to Report is pre-filled with today’ s date and may be edited. Y ou may enter the Timeto
Report. Click the Approve Referral button to approve the Referral, or click the Deny Referral
button to deny the Referral.

Submission Errors

« This job order has been placed in closed status. This self referral cannot be
approved. ¥ou will need to edit the denial letter to indicate the job order has
been closed.

| Try Again

Navigation:

If thejob order isin referred, hold, or closed status, a message will display with instructions on
approving or denying the Referral. Referralsto job ordersin referred or hold status may be
approved with permission of the Employer. Closed job orders will require you to edit the deny
Referral |etter.

2-292



Issued February 26, 2010 Oklahoma Joblink
ServiceLink User's Guide

d} Home m Station DV73 g R. Davidson ﬁ Powder C.T 0 Logout J Pt

Referral Information

The Employer does not have an emad address on file but the Jobseeker does
You may email the Jobseeker but must create 3 lettar for the Employer, The
chert has been marked as reviewed 2t this time and will no langer show n the
sof referral queus

My Ctes

My Ficiones- Uiy Print Employer Email Jobseoker Self Referral List

Wy Emplovers

Navigation:
If the job seeker is anon-citizen not eligible to work in the United States, you will get the
following message:

Submission Errors

» This action is not allowed. Records indicate the job seeker is a non citizen
without authorization to work in the United States, If this is incorrect, please
update the job seekers citizenship status in Demographics to the correct
answer.

| Try Again |

Navigation:

If the Employer or Job Seeker has an email address on file, you may click the Email Job Seeker
or Email Employer button. Edit the email and click the Submit Email button. If thereisno
email address on file, you may click the Print Employer or Print Job Seeker button to view
and edit a Referral letter, then print the letter using your browser Print function.

&, HOMmin a Station DV73 3 M. Engie & Teler | 0 Logout -ij Prirtt

ﬁ Referral Information
AR J0 Lk

|

You have chosen to deny the referral. You may press Denal Referral Emad to
send an emad to the Jobsesker. The dhert has been marked a5 reviewsd at thes
Adenin Man tma and will no lnger show in the se¥f referral cusus.

Wy Canes Donial Reforral Emall Solf Reforral List

oky F ol

by Emiployers

Navigation:
If you click the Deny Referral button, you may edit the email or letter to the Job Seeker and
click Submit Email or Print Job Seeker button.
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Duplicate Referrals cannot occur, regardless of the type or timing of the Referral. Staff who
attempts to approve a Self-Referral when the Referral has aready been made and posted to the
job order will see a message that the Referral is a duplicate.

User L ookup

&} Hams m Cration LVEE e Logout o Pt

User Lookup
Related Links: Results | Detalls
Spacifying an 55N will cause 8l other values to be ignored whan perfarming the

search, You must include one of the falloweng:
35N, Last Mame, or Ussmams,

Social Security
Sumber

First Mame
Liast Mame
Useriame

Seanch Resel

Navigation:
If the client cannot remember their user name or password, enter their SSN or First and Last
Name and click the Sear ch button.

Results

Showing 1-50 of 97 users found. Click on a username to display more detailed

Rekem ts Wordsad information.
Admin Menu
+ Last Name First Name Middle Name SN Username
My Cases
Iy Follow-Up Pritchard Michael i 979043657 Irishdudes
HyEmployeis Pritchard vrenda L 977241232  silvrbulit
MyEOD T Pritchard Michael mipritchar
Client Search = z
pritchard sean m 979646503 pritchard2
Client Merge : : 7
Client Callin Pritchard Patrick 978037359 poritch?
Sob Seaih pritchard Justin michael pancake

The User name will display. Click the user name link Irishdudeb.
The client’ s user name and password will display as well as the password question and answer.

Y ou should ask the client their password question and insure that you are provided the correct
answer before providing the user name and password to the client.
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Datalls
Related Links: User Lookup | Results

Detailed jobseeker or chenk infarmatian, This caze manager belongs bo the same office
a5 the chenk and bhas been given write access to thes progeam,

O the dient has obtamad their password, pleass instruct them to update the on-
lina fashorization to Obtam Information bo reflact that they have authorized the Service
Lirik Sysbam to refesse andfor provide, on a need-Lo-knaw basis, that infarmatian
which 1= reasenably necassary to accomplish the goals and abjectives of my
employmant and brameng plan or self-sufficiency plan, unless the releass or provision of
such infarmaton is otherwise prohiited by law or regulation. The dient may do this by
clicking the Register with Job Service {Staff Acsisted Services ) link on the lab
Seskers Homa Pape after they have logged nto AL

h’iﬁu EI:I“M zml’“ 55N Username  Password Question  Hint
pricchard  pat BEBBEBE3S hppricchard mofyl23  Whatis  Saverns
your
mathar's
maidean
nama?
Bavck 1o Hesubs

WARN Listings

d} Hame m Sration LVeS e Logout -.]d Prrt

Search for layoff listings In AL
Related Links: Add

Entar search crtwria balow. Any or all of the fields may be used n a search.

Company fome
Ciity
fipCode pppon - onn
Entar dates balow to find listings in a date range.
Start Date  mmiddbeyy

|Esamgia: MMIODTYYY

End Date  mmiddiey

[Ranmpia MM DD TV
Type of layodf Selsct one from bedow
" WARN
 Hon-WaeN
Search Clear
Copynght £ Z00L-2005 Amerca's Job Link Asnce | Sechion 508 Complisnt | Prevacy Folicy | Equel Opportunéty | Brovses Settngs

Navigation:
Staff may access information on WARN and Non-WARN Employer lay off activity by
Company Name, City, ZIP Code, and Local Workforce Areafor a specified time period.

Instructions for Completion:

Field Name Valid Entries

Company Name Enter the name of the company if known.
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Field Name Valid Entries

City Enter the name of the City desired in your search.

ZIP Code Enter the five or nine digit ZIP code desired in your search.

LWIB Area Select the Local Workforce Area desired in your search from
the drop down menu.

Start Date Enter the start date of your search time period (mm/dd/yyyy)

End Date Enter the end date of your search time period (mm/dd/yyyy).

Type of Lay Off Indicate the type of lay off for your search by checking WARN
or Non-WARN.
Click the Sear ch button.

Lay off information for the specific company or alist of companies for the location and time
period selected will display. Click on the company name.

&} Hams m Cration LVEE e Logout __JJ Prirt

Layoff Company Search (1 to 3 of 3)

3 total WisRN notices. 220 total employess laid off,

Admin MEnu & Employer City Tip LWIB Area MNotice Dale
My Canes .
e Blegtneg) Acguisibons, Coksmbus  BB725. 5 o727 2004
My Fodos- 10 LLE
Wy Emplmm s Bhadas Grocery, Inc, Parsona  E7357 S 12/27/2004
J N
My b s Bludes Grocery, 1o, Charts. 66720 5 O1/DB/2005

Clllant Search
Cliant Merge

Gt Calkin

Juls Baareh
Empiciyr Saarcn

Complete lay off information for the company selected will display for viewing.
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WARN Information

e Lisbng Properties

Year

Morth

Company name

Business type

Street addrass

City

State

Zip-cogs

County

Phone number

Coftact gerson

Contack bk

Typa of layoff

Permanent layaff

Humber of employees (urrently
Humber of employees afectad
Typa of jobs affected

Date of notics
Tretxal impack date
Union affiliation

Union conktact persan

Union contact strest address
Union eontact aby

Union contact state

2006

April

The Boging Company
aircraft Manufacturing
po by TTE0

Wichita

kS

B7277

Sadgwick
316-526-0015
Gregn K LeMastar
Human Resguetes
Mass Layoff

s

313

313

Military Aircraft side - Engnasring,
Technical, Machinets, Warshouse

04/18/2006
06/20/2006

Professional Engineering Empluwns
AsEnmstion raprasents 12
amployees

Bob Brewer

949 South Glendals, Sus 300
‘Wichita

[ 45}

ﬁ} Home @ Station ks22 e Logout @ Print

Providers Listing

Training Providers

ervice Providers

Search for educational and training
providers in your area, to obtain that
degree or certificate you've been
thinking about

WIA Youth Services Providers

Search for Wia Youth Services
Providers.

Search far organizations in your area
that provide the fallowing services
health care, day care, transportation,
etc.
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Service Providers

Navigation:
This page is accessed by clicking the “ Service Providers” link.

Rl Lo Workinad

Service Providers Listing

Business Association Resources

Beargh for Business Associations in
Al

Child Care and Yauth Resources

Eearch for Child Care providers and
Youth Resousrces by area or keyword

My Eaiat Compmynity Assistance Resqurces Educational Resources

,,,: F e L Search for Commundy Assistance Search for Educational Resources in
Wy Erifl o Resaurces in AKX Adl

My 2ol Crders

AliantEnsieh Employment Placeiment Resources Eirancial Resources

Cliant Merge Crganwations that can help find Search for Femancial Resources in AdL
climnt Calhin mdeviduats work

Job Bearch

Emplayer Bearch W W

Citgaalisy esa Saarch for Government ResOETeS Search for Heakh Care Resources in
FHagumn Grarh Resources im AL, AL,

(hroup Aty

Adcosind Infa Howsing Eesources Labar Organizations

S e Tracke

Faporiing

Leqgal Resources

Providsr Seargh

Search for Housing Resowrces in AL

Search for Legal Resowrces in AL

Search Tor Labor Orpanizations in AL

Professignal Organizations
Search for Professlonal Resources in
A0

Transportation Resources
Ageny List E‘lcla_\rch for Transportabion resources in

Instructions for Completion:

Field Name

Valid Entries

Business A ssociations Resources

Allows user to search for area business associations.

Child Care and Y outh Resources

Allows user to search for area child care.

Community Assistance Resources

Allows user to search for area social services.

Educational Resources

Allows user to search for educational resources.

Employment Placement Resources

Allows user to search for areajob placement services.

Financia Resources

Allows user to search for area financia services.

Government Resources

Allows user to search for area governmental services.

Health Care Resources

Allows user to search for area health care companies and health
Services.

Housing Resources

Allows user to search for public and private housing and
residential care resources.

Labor Organizations

Allows user to search for arealabor organizations.

Legal Resources

Allows user to search for area legal services.

Professional Organizations

Allows user to search for area and community professional
organization services.

Transportation Resources

Allows user to search for area transportation resources.
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ﬁ} Hefrie :a Famdback I-.}:l Printabls Yersian

Saervice Provider Search Business Assoclation Resources

Enber your saarch oritenia below and then dick the "Search’ button b viaw the
results,

Geagraphic Reglon
Youw may salact Allen
mulbple @niries Anderkan
by halding down Agchison
the cri kay. Bather

Harlon
Boauroon
Brawn
Buier
Chase
Chaulaugua
ChEmkEs =
Swarch Reset
1kahnn Resourres
Copynght £ ZO02-2005 America’s Sob Lnk Alsnce | Sedhion 508 Complisnt | Prevacy Policy | Equel Opportunity | Browses Settangs
Instructions for Completion:
Field Name Valid Entries
Business Association, Child Care and Y outh, Each service can be searched by geographical area.

Educational, Employment Placement, Financia,
Government, Health Care, Housing, Labor
Organizations, Legal, Professional Organizations,
Socid Assistance, and Transportation Resources

Geographic Region Select a geographic region to search.

ﬁ} Hofrie :a- Faadback I-.}:I Printable Yersion

Search Results Business Associatlon Resources

Mame Areg Industry
ALIGUSTA CHAMBER OF COMMERCE Butier
CHOMBER OF COMMERCE Butlar Business
Assorabons
LOSRTOW N ALGLISTA, JNC, Butlar
El Dorade Chamber of Commens Butlar
EARM BURESLIASSH BUTLER CO Butiar
Back Ta Seaich Balil Mewe Service I-'lmdi_nr
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Instructions for Completion:

Field Name Valid Entries
Resource hame Click on the name of the organization to get contact information.
Click the Add New Service Provider button if anew service
provider needs to be added.

Click the Back to Search button to conduct another search or click
on the name of another service provider category from the Control
Panel.

Al Home ﬂ Faadback L—E:I Printable Yersion

Service Provider Record

The folowing infarmanaon i desmed to be comect based upon pubdc #dformation
awailzinks 't Jobdink, If incomect, pleass ook on "Change Reguest’ st the bottom
of the scraan and updata the recard, The updated informabon wilf be sent to
b sysbam Bdmerustrator for revies

s Service Provider Name: ALGUSTA CHAMBER OF COMMERCE
¥ g
A Primary Contact: Don Leakey, Executive Director
miert Placesmant
4 Address: 112 EAST 6TH
ALIERISTA, K5 87010
Phane Mumber: F18-775-6220 Exk:
Fax Mumiber:
E-mall:
Industry Group;
MATCS: H13910
Sire:

whew Map - Get Direchons - Similar Companies - Chanos Request

Back Ta Search

“opynght £ TO00E-2005 Amerca's 3ob Lnk Afisnce | Section SO0 Comalisne | P acy Policy | Equsi Opportunsty | Browser Settongs

Instructions for Completion:

Field Name Valid Entries
Service Provider Information Service Provider contact information displays.
View Map View amap of the service provider’ slocation.
Get Directions Get directions to the service provider’s location.
Similar Companies Search for similar organizations that provide the service.
Change Request Edit and update the contact information for the service provider.
Click the Back to Search button to conduct another search.

L Home :a Faadback [-5:' Printable Version

Change Request

In order to process change requests, we must have your name, phone number
and s-mail addrass for verifications purposss. Changs raguests will not be
posted untl we have varified your information,
* Meame:
" Phope Nembar; nne-pnn-nnnn
* Email fddross:

Contlnue
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Y ou must provide this information to add a new service provider or change service provider

contact information.

Instructions for Completion:

Field Name Valid Entries
Name Enter your first and last name
Phone Number Enter your business phone number.
Email Address Enter your business email address.
Click the Continue button.

Add a New Service Provider

Provider Description:
(1000 character max.)

Save Cancel

Instructions for Completion:

* Name:

Primary Contact:
Title:

Email:

* Street Address:
¥ City:

* State:

* TP

* Area:

* Phone Number:
Fax Number:
Web Site Address:
* Industry:

Size:

Service Provider Record

| ~othermiot Listen-- ”

nnnnn - |nnnn
[ ©
nnr-nnn-nnnn - Ewt. ¥

nnr-nnn-nnnn

| setect a paics code

I

Field Name

Valid Entries

Name of the company/organization

Enter the full name of the company or organization.

Name, Title, and Email address of the
primary contact person

Enter the first and last name, Job Title and Email address of
the primary contact person.

Street Address, City, State and ZIP Code

Enter the street address and city, select the State from the
drop down menu and enter the ZIP Code for the
company/organization.

Area Select the correct Workforce Area from the drop down
menul.

Phone Number Enter the company/organization phone number.

Fax Number Enter the company/organization fax number, if any.

Web Site Address Enter the company/organi zation web site address, if any.

Industry Code is Required Select the NAICS Industry code from the drop down menu.

Size Select the number of company/organi zation empl oyees
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Field Name Valid Entries
from the drop down menu.
Provider Description Give abrief description of the services provided by the

company/organization.

Click the Save button. Theinformation will be placed in an
Administrative queue for approval. Once approved the
service provider will display in the designated service
category and geographic location.

Change Requests

Service Provider Record

* Name: CHAMBER OF COMMERCE
Primary Contact:
Title:
Email:
* Street Address: | 201 E CENTRAL
* City: | EL DORADO
* Gtate: ‘Kansas w
T IIP: g7p42 - [nnnn

* Phone Number: [ 315.321-3150 | Ext, | *

Fax Number: nnn-nnn-nnnn

web Site Address:

* Industry: ‘ 813910 - Business Associations v

Provider Description:
(1000 character man.)

Save | | Cancel

Instructions for Completion:

Field Name Valid Entries

Service Provider Record Y ou may edit and update all of the information on the Service
Provider Record.

Click the Save button.

The information will be placed in an Administrative queue
for approval. Once approved the changes to the service
provider information will display.
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Training Providers

Pur pose:
Provide users with information about workforce training providers.

Navigation:

This page is accessed by clicking the “ Training Providers’ link.

School & Training Provider Search

Enter your search criteria, then click the 'Search’ button to view the results.

Return to Workioad Training Type | 7
My Cases School Name
liy Follow-Lip School Type | v
Myfmp&ﬂiexs Location | v
My Job Orders = =
Client Search Zip Code | nnnnn - |nnnn
Client Merge Program Name Contains
Client Call-in CIP Code
Job Search (for Workforce Staff only)
Employer Search Local Area | b
Disability Resources Services Provided . Select all that apply
Resume Search [0 wia Approved
Group Activity [ Approved Youth Providers
Account Info
Self Semvice Tracker Search Reset
Reporting
Edit Password
Instructionsfor Completion:
Field Name Valid Entries
Training Type Enter the type of training the user isinterested in attending from the
drop down menu.
School Name Enter the name of the school the user may be interested in attending.
School Type Enter the type of school that the user isinterested in attending from
the drop down menu.
Location Enter the location of schoal that the user isinterested in attending
from the drop down menu.
ZIP Code Enter the ZIP Code of the school the user in interested in attending.
Program Name Contains Enter al or part of the program name that the user isinterested in
attending.
CIP Code * Enter a CIP code to search by CIP code. * (For Workforce staff only)
Local Area Select alocal areato search for training providers within that area
from the drop down menu.
Services Provided Select “WIA Approved” to search for WIA approved training
providers.
Search Click to start search.
Reset Click to erase dl fields.

* Classification of Instructional Program (CIP)
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ﬁ} Hefrie :a Faadback E‘a Printable Yersian

Search Results

Armexicas Job Link Alionce

Showing 1-1 af 1 providers matching critena.

Curnes Info Mamea City County Type
‘Wichita State Universiy  Wichita Sadgwick Colegafiniversity
(Fowr Yaar)
New Search
faulh Priecag
Copynght £ TO002-2005 America’s Sob Link Alsnce | Sechion 508 Comglisnt | Prevacy Policy | Equel Opportunity | Brovwses Settangs

Instructionsfor Completion:

Field Name Valid Entries
(Training Provider Name) Click the link for more information about that training provider
New Search Click to return to search page to start a new search.
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Detalls
Related Links; More Info | Programs
Provider Mame: Miwrman University
Address: 3100 MeCarmick dve
wichita, K5 67213
Connty: Smdgwick
Phone Jumber: (316) 942-4291
Fas Musmber: (316] D42-4483
Basic Provider Type: Colagefinivarsity [Four vaar)
Wb Site Address: e N AN S
Contact Persen: Michelle Fudar
WIA Approved: fes
Services Prowided: Acpredied
Financial Aid
Last Updated: May 26,2006
Accradited by Worth Cantral Assooation of Colleges and
Schonls
Approved by:
Registerad with:
Uicensed by:
Boes your institution howe a tuition refund policy? Yas
Fuderal Granfs: Pall, FSEQG
State Grants: Comgeehensive; Minority; Teacher; Nursing,
Scholarships: ﬁadﬁrﬂ:} Chawroh; Need; Commundy Svi;
umini;

Training/Education Institution Family Grarnt
Grants:

Wew Map - Get Direciions

Ratirri T11 Somch

Instructionsfor Completion:

Field Name Valid Entries
Details Lists contact and basic information for the training provider.
More Info Provides more information about type of training provider.
Programs Displays the training programs that the training provider offers.
Program names are links to more information concerning that
specific program.
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Navigation:
This page is accessed by clicking the Programslink and then the Program Namelink. (See
previous page).

Detalls

Related Links: Cost Items | Demand Docupation

Armencs Job Link Alonc

Program Same: Business Managemsant
: Similer Program in freg
Rl L6 Weerkinad i .
Bescription: Busingss Management is an mnavativa,
M Ca acceierated degree complation program
Leah. preapring the studert for the busness wordd,
Ly The shudent can Manage an organizaton or
any numernus positions withi the scope of
tha degree.
Hours: 124
Entrance Reguirements: GEQ or High Schaal Diploma, mterview,
tastng
Campletion Baccalaureats Degree
Schanl; Newman University (Details)
Address: 3100 MoCarmick dvia.
Wichita, K5 67213
Phane Mumber [316) P42-4201
Fax Number: (316] P42-4483
WIA Approved Program: N
Curriculum Competency Yas
Based:
Total Credit/Curriculum 124
Hiours:
Total Mumber of Training 1}
Weeks:
Bgeniy List Training Lecationi s} Mewman University
Type of Attainment: Baccsaursate Degree
Type of financial aid effered  Pall Grants, Statford Loans, PLUS Loans,
or have access bo: Funding
Refund Policy: according to school palicy

Ma'w Map - Get Difections - S0d to Tranma Plan

Ratirn To Saarch Raturm To Providor Datails

Instructions for Completion:

Field Name Valid Entries

Details Lists contact and basic information for the offered program.

Similar Program In Area Searches for similar programsin same area.

View Map-Get Directions Click to view map of training provider location or get driving
directions to training provider.

Return to Search Click to search again.

Return to Provider Details Click to return to training provider details page.

Codt Items Details of costs associated with the offered program.

Demand Occupation Details on demand occupations associated with the offered
program.
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WIA Youth Service Providers

Purpose: Provide the user with information of services available from youth service providers.

4:[‘} Hefroe :a Famdback --..;J' Printable Yersian

WIA Youth Services Provider Search

The Youth Servicas Providers search is a search of organizations approved by
Local Workforce Investment Boards to provide career-related sarvices, funded
by tha Waorkforce Investmant Act, to youth. Far more information, please

'? g Iun:_ contact & Warkforoe Canber or Orie-Stop Caresr Center. Click the \Waorkforos
Compuler Seings Cenbars or One-5top Locations ek an the menu at the leit t view 3 list of
Empioymand Infa canters.
:::n:":::;m"' Youth Service —Sekect Senice- =l
Fingeam Eil Provider MName
Heniog Frosiders Provider Type .:i
'."I‘;r':‘r“:':::" Location =
Mt Local Area =
YR Frsicars Swarch Hesit
Instructions for Completion:
Field Name Valid Entries
Y outh Service Select the type of youth services desired from the drop
down menu.
Provider Name Enter the name of the service provider if known.
Provider Type Select the type of provider from the drop down menu.
Location Select the geographic location of the provider from the
drop down menu.
Local Area Select the local workforce areain which the provider
resides from the drop down menu.
Click the Sear ch button. (Information will not be
available until provide by the local areas.)
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