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Chapter 1 -- SERVICE LINK – Part I

Introduction

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

ServiceLink 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 listings include states and provinces in Mexico and Canada.

ServiceLink utilizes several areas to provide a higher level of customer service through its client
oriented tools. These areas are as follows:

1. Registration
Register the Job Seeker and Employer
Capture demographic information and employment-related information.
Determine program eligibility (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 Seekers to 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
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4. Employer Management
Create Staff Assisted Employer job orders
Search resumes for job order matches
Conduct Skill Gap Analyses to match Job Seeker abilities to Employer job
requirements
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 caseload reports

Getting Started And Creating A New Staff Account

Supervisors/Directors must access the JobLink login page, located at
www.oklahomajoblink.com ; enter their User name and password to login to the system.
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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 personal and agency contact information.

Click the Submit button. New Case Manager or Interviewer page will display.
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Instructions for 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 a Name 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 is located
ZIP Code (Required) Enter the ZIP Code
Station Desk Number (Required) Enter a four digit unique station desk number; two letters LV

or DV and two numbers if 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 a new 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.
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Click on the name of the user and complete the information requested and click on Submit. You
will receive a message that the new role has been added.

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 ServiceLink account is approved the staff person may login at
www.oklahomajoblink.com.
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Case Managers/Interviewers – Control Panel

Navigation:

My Cases – allows access to those client records that you have identified for case management.
Click on the My Cases link under the Control Panel or the My Cases tab at the top of the page.
In order to add a client to or remove a client from your caseload follow the instructions provided
under ServiceLink – Part II – My Cases.
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To access the 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 on the 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 a client from your caseload follow the
instructions provided under ServiceLink – Part II – My Follow-up.
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To access the client’s case details record click the client name.

My Employers – allows access to Employer records that you have marked for service.

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

Client Search – allows 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 – allows 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 is available for individual clients or for multiple call-ins.

Job Search – allows a search for available jobs for clients using several search strategies.

Employer Search – allows 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 Resources – allows access to information on resources to assist the disabled job
seeker.

Resume Search – allows 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 – allows a review and update of your account information.

Self Service Tracker – allows the recording of self services provided to clients in a career center
or related setting.

Reporting – allows access to federal, state, and local employment and training reports and
related labor market reports.

Edit Password – allows you to change your account password.

Self-Referrals – allows you to view Job Seeker Self-Referrals to staff assisted job orders in your
office and approve or deny the Referral based on Job Seeker qualifications and Employer
requirements.

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 – allows the search for current training and service providers listed in
ServiceLink.

Systran - translation 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 is translated into English for the case manager.

Supervisor’s – Control Panel
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Navigation:
After a supervisor accesses www.oklahomajoblink.com and login to their account, a list of the
employees in their unit will appear with the client and follow up caseload. You 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 Resources – 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 privileges to 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 ServiceLink 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
caseload

Director’s – Control Panel
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Navigation:
After a director accesses www.oklahomajoblink.com and login to their account, a list of the
offices in their region or area will appear. You may click on the office name link to view office
staff and their caseload.

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
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Navigation:
Log in to your ServiceLink account. The Client Search page will display.

Instructions for Conducting a Client Search:
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.
You may add the client to your caseload by clicking on
the My Cases: Add tab at the bottom of the Case
Details page.
You 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 is available, enter the client’s last
name and first name.
If you have only a partial name, check “Yes”
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 name link. 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 name link. If no
name displays, click the Add New Client button.

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

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

If you would like to view all clients with active
or inactive enrollments in 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 all clients who have
been identified as Migrant and Seasonal Farm
Workers, select “Yes” and click the Search
button.

All Migrant and Seasonal Farm Workers who have
enrollments in Job Service will display.
Click the client name to view their case details page.
You may view MSFWs by office by selecting an office
from the office drop down menu, indicating “Yes” and
clicking the Search button.

If you would like to view all clients who have
been identified as a Veteran 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.
You may view Veteran 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 eligible for
the program specified by the radio button below.
You 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
need to create a registration for the client.

Click the Add New Client button.

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 is not in the system click “OK” under No Match Found. Complete the Add New Client
page.
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Instructions for Completion:
Field Name Valid Entries

User Name is required Enter 6-20 characters (may be letters, numbers, or symbols
!@#$%^&*()+={}:;?/.,\~ )

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

Confirm Password is required Re-enter the password
Email Address is not required Enter the client’s email address.

While not required, an email address is helpful for job
match notifications.

Select a Question is required Select a Name 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 Name is required Enter the client’s first name.
Middle Name is not required Enter the client’s middle name.
Last Name is required Enter the client’s last name.
Address is not required, but one form of
contact: address, phone number or email
address must be entered.

Enter the client’s street address.

Address line 2 is apartment number
or PO Box

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

City is not required Enter the city in which the client resides.
State is not required Enter the State in which the client resides.
ZIP Code is required 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)
Social 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.
The real SSN should be entered as soon as obtainable from
the client.

Date of Birth is required Enter the client’s date of birth. (format: mm/dd/yyyy)
Gender is required Select the client’s gender. Male, Female, or Not Identified.
Ethnicity is not required You 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
culture in origin, regardless of race.

Not Identified – Client desires not to be identified.
Race is required Select the client’s race.

White or Caucasian – A person having origins in any of the
original peoples of Europe, the Middle East, or North
Africa.
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Field Name Valid Entries

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

Black or African American – A person having origins in
any of the black racial groups of Africa.

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

American Indian or Eskimo – A person having origins in
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 - You 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 You must review this statement with the client to make sure

that they understand their civil rights and the process
required to file a complaint.
You 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 You must review the notice on data privacy with the client.
If they accept the terms, click the I Accept button.
If they decline to accept the terms of the Data Privacy
Notice, click the I Decline button and the registration
process will be terminated.

Authorization to Obtain Information If the I Accept button is clicked for the Data Privacy
Notice, the Authorization to Obtain Information form will
display.
This authorization by the registrant allows the case manager
to obtain information from One-Stop partners and vice
versa, and authorizes One-Stop partners to release the
information.
It is good for 36 months or until exit from the program,
whichever is sooner.
The registrant 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:

Social Security Number
Date of Birth
Race
Gender
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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 a valid response.

Number in Family is not required Enter the Number of Family members living at home.
Individual with a disability is required Check the appropriate response.

An individual who has a physical (motion, vision,
hearing) or mental (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 is regarded as having such an
impairment.
Check “Yes”, “No”. or “Not Self Identified”. You cannot
check N/A.

Category of Disability Select appropriate category of disability from drop down
menu if you answered “Yes” to Individual with a
disability.

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

Highest School Grade Completed is
Required.

Select the highest school grade that you have currently
completed 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

Purpose:
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. Have you
served on Active Duty with the Armed Forces of the United States?

Navigation:
If you answered “No” to the question “Have your served on Active Duty with the Armed
Forces of the United States?" the following page will display:
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Instructions for Completion: (All fields are required)
Field Name Valid Entries

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

Check “Yes” or “No”.
N/A is not a valid 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 is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.

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

Provide a “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 Forces of the
United States?” is “Yes, more than 180 consecutive days” and you click the Submit button,
you will see the Veteran Service Information page display.

Instructions for Completion:
Field Name Valid Entries

Branch of Service is required 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/dd/yyyy).

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 response is required.

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

Within 12 months of discharge? Answer “Yes” only if there is a projected end date.
Within 24 months of retirement? Answer “Yes” only if there is a projected retirement date.
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Field Name Valid Entries

Participant in the transition assistance
program?

Answer “Yes” only if there is a projected end date or
projected retirement date.
Click the Submit button.

Navigation:
Clicking the Submit button displays additional Veteran Information page.

Instructions for 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 “No”.

N/A is not a valid response.

Entitled to compensation for disability
incurred while on active duty?

Check “Yes” or “No”.
N/A is not a valid 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 a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.
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Field Name Valid Entries

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

Check “Yes” or “No”.
N/A is not a valid response.
Must select a rating of 30% or more from the drop down
menu beside “Please indicate your disability rating from
the Department of Veteran Affairs.”

Disability 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 a valid response.
Must select a rating of less than 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 Seasonal
Farm Worker page will display.

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

Instructions for Completion: (Responses are required)
Field Name Valid Entries

Member of a military reserve or guard unit ordered to and served on
active duty during period of war or in a campaign or expedition for
which a campaign badge was authorized?

Check “Yes” or “No”.
N/A is not a valid response.

Member of a military reserve or guard unit ordered to and served on
active duty for the purposes of Homeland Security?

Check “Yes” or “No”.
N/A is not a valid 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.



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

1-23

Instructions for Completion: (Responses Required)
Field Name Valid Entries

Receive a medical discharge or release from active duty due to
service connected disability?

Check “Yes” or “No”.
N/A is not a valid response.

Received a medical discharge due to pre-existing medical condition
aggravated in the line of duty?

Check “Yes” or “No”.
N/A is not a valid 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.
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Instructions for Completion:
Field Name Valid Entries

Veteran Type is required Select your veteran type from the drop
down menu.

Are you a homeless veteran? Select “Yes” or “No” N/A is not a valid
response.

Entitled to compensation for disability incurred while on
active duty? Response is required

Check “Yes” or “No”.
N/A is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.
If the answer is “Yes” must select a
rating of 30% or more from the drop
down menu beside “Please indicate
your disability rating from the
Department of Veteran Affairs.”

Disability 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?
Response is required.

Check “Yes” or “No”.
N/A is not a valid response.
If the answer is “Yes” must select a
rating of less than 30% from the drop
down menu beside “Please indicate
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 Worker

Instructions for Completion:
Field Name Valid Entries

Do you believe that you are a Seasonal Farm Worker/Migrant?
Required.

Check “Yes” or “No”.
N/A is not a valid 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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Instructions for Completion: (All Fields require a response)
Field Name Valid Entries

Did you work at least 25 days in any seasonal, agricultural jobs
during the past year?

Check “Yes” or “No”.
N/A is not a valid response.

Did you earn at least $800 in any seasonal, agricultural jobs during
the past year?

Check “Yes” or “No”.
N/A is not a valid response.

Did you work in a food processing plant on a seasonal or migrant
basis during the past year?

Check “Yes” or “No”.
N/A is not a valid response.

Was at least 50% of your past year’s income earned by working in
agriculture?

Check “Yes” or “No”.
N/A is not a valid response.

Was at least 50% of your past year’s total work time in agricultural
work?

Check “Yes” or “No”.
N/A is not a valid response.

Work for more than one agricultural Employer? Check “Yes” or “No”.
N/A is not a valid 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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Instructions for Completion: (All fields require a response.)
Field Name Valid Entries

Were you able to return home everyday you worked in
agriculture?

Check “Yes” or “No”.
N/A is not a valid response.

Are you a full-time student who traveled with a group other than
your family to work in agriculture?

Check “Yes” or “No”.
N/A is not a valid response.
Click the Submit button.

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

Employment Status

Instructions for Completion: (All fields require 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 is not a valid response.

Number weeks not
employed?

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

 The Selective 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.

Instructions for Completion: (A response is required)
Field Name Valid Entries

State Unemployment Insurance claims (UI)
program

Select the appropriate response regarding current
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.
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Instructions for Completion: (A response is required)
Field Name Valid Entries

Have you registered with
Selective Service?

If registered, check “Yes”.
If not registered, click “No”.

If exempt from registering with Selective Service, check the “Exempt
from Selective Service”.
If exempt, you must provide a reason 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.

Instructions for Completion: (A response is required)
Field Name Valid Entries

U.S. Citizen If a U.S. Citizen check here.
Non-Citizen Eligible to work in the U.S. If a Non-Citizen but eligible to work and have proof of

eligibility, check here.
Non-Citizen Not Eligible to work in the U.S. If a Non-Citizen and not eligible to work in the U.S.

check here.
N/A Not a valid response.

Click the Submit button.

Navigation:
If the Job Seeker is a Non-Citizen Eligible to work in the U.S., you must record their proof of
eligibility to work in the U.S.
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Instructions for Completion: (All fields are required)
Field Name Valid Entries

Alien Certification Number Enter the alien certification number.
INS Form Number Need to enter the form number giving the alien authorization to work in

the U.S. Acceptable Documentation is listed below:

 Permanent Resident Card –I-551 and/or I-94
 Form I-766, 688, or 688A
 Social Security Card, unless it states “Not Valid for

Employment”.
 US Citizen ID Card I-197
 Original copy of US Birth Certificate
 Certificate of Birth Abroad
 FS-545 or DS-1350
 Native American Tribal Document
 ID Card Resident Citizen in US I-179
 Unexpired Employment Authorization Document issued by

INS (may not have a form number but should state that the
person is authorized to work in the US).

 US Passport
Click the Submit button.

Dislocated Worker

Navigation:
After you click the Submit button, the Dislocated Worker page will display.
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Instructions for Completion:
(You must select the one response that best describes the client’s situation.)

Field Name Valid Entries

Been laid off or received a notice of layoff from your employer
as a result of a reduction in the employer’s workforce or
received a notice of termination from your employer?

If you select this response, you must
answer the questions displayed below.
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Instructions for Completion: (A response is required for all fields.)
Field Name Valid Entries

Likely to return to your previous occupation or industry? Check “Yes” or “No”.
N/A is not a valid response.

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

Check “Yes” or “No”.
N/A is not a valid response.

Received information that you are not eligible 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 “No”.
N/A is not a valid response.

Click the Submit button.
A page will display asking you
for additional layoff
information.

If you do not answer the first question as a “Yes” follow the instructions below.

Instructions for Completion:
(You must select the one response that best describes the client’s situation.)

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 a result of closing or realignment of a military
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
additional layoff information
below.

Are you unemployed due to the Katrina natural disaster?
Are you unemployed due to hurricane Ivan?

Check the box if either applies to
the client. Click the Submit
button.
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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 dislocation (NAICS Code) Click the NAICS Lookup button and select an
industry code.

Occupation at dislocation (O*Net-SOC code) Click the ONET Lookup 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

dislocation
Number of months at Employer of dislocation Enter whole months

(Example 10, 15, 24, etc.)
Approved TAA Petition Number If involved in a Trade Assistance Act petition,

select the petition number from the drop down
menu.

Approved NAFTA Petition Number If involved in a North Atlantic Free Trade Act
petition, enter the petition number.

NEG Enrollment 1,2, or 3 If enrolled in a National Employment Grant, select
the appropriate grant from the drop down menu.

Statewide 15% Program ID If enrolled in a dislocated worker program funded
with 15% set aside funds, enter the program ID
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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
feature.

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

number.
Click the Submit button.

Employer Lookup

You 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 a dislocated worker program funded with 15% set aside funds, enter the
program ID number.

SCSEP Information

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

1. Age 55 or over at time of application, and
2. Unemployed, and
3. Family income not more than 125% of federal poverty levels, and
4. Resident of state
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Navigation:
If you wish to register a client for the SCSEP program, you need to complete the following
information. This page will not display if the individual is under the age of 55. If the client’s age
is below 55, this page will not display,
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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-grantee is set up in the security structure as the
Office.
If there are multiple sub-grantees, each would be set up as a
separate office.

Sub-Grantee Local Site Use this field if the sub-grantee has multiple sites and you
want to indicate the address of the local site used.

Casetracker is required Pre-filled and can be edited by the drop down menu.
If different, select a primary casetracker from the
dropdown.
The dropdown will include a list of case trackers tied to the
office of origin.

Total Family Income annualized (Last six
months X 2)

Enter the total family income for a 6 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 is transferring from another SCSEP
project to this project.

SCSEP Grantee Code (if transferred) Select grantee organization from drop down menu if the
client transferred from another SCSEP project.

Change of Sub-grantee Select “Yes” if there is a change 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 You may select up to 3 job interests by holding down the

ctrl key.
Signature of applicant on file Select “Yes” if signature of applicant is on file.
Date application signed Enter date application was signed.
Eligible Indicate if the person is eligible by selecting “Yes” or

“No”.
Reason for Ineligibility If client is ineligible for SCSEP, select reason for

ineligibility from drop down menu.
Reason for Ineligibility
(if Other is selected above)

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

Action taken if ineligible Select 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 is required If the applicant is eligible but there were no authorized
positions available or there were no suitable community
assignments available, mark “yes”.
If a community 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

waiting list.
Community Service Assignment Select “Yes” or “No”.
County of Authorized Position Enter county in which CSA position is located
Personal characteristics comments A free text area for 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.

Waiting list/CSA status comments A free text area for the case manager to make notations
about the applicant’s time on the waiting list.
Up to 1000 characters may be entered.

Director signature on file. Select “Yes” or “No”.
Is participant deceased? Select “Yes” or “No”.

Click the Save button

Alternative Trade Adjustment (ATAA)

Purpose:
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:

1. be a dislocated worker and part of a certified petition;
2. Be at least 50 years old at the time of 1st qualifying reemployment;
3. Obtain reemployment at the end of the 26th week after the qualifying separation;
4. Must not be expected to earn more than $50,000 a year from reemployment;
5. Must be reemployed full-time;
6. Must be a different Employer and/or work from the layoff Employer.



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

1-38

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 is under the age of 50. If the client’s age is below 50, this page will
not display.

Instructions for Completion:
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 Select the State where the Employer is located from the

drop down menu.
ZIP Enter the Employer’s ZIP code.
Phone Enter the phone number where the Employer may be
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Field Name Valid Entries

contacted.
Obtained employment by end of 26 weeks Indicate if the applicant obtained reemployment by the

end of the 26th 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 Indicate if 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 this is 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?

Indicate if the applicant is doing the same or similar
work for the previous Employer, only in a different
division or facility.
Click the Submit button.

Eligibility Information

Instructions for Completion:
Field Name Valid Entries

Eligibility Date is required. Today’s date is 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 Service is required. Is pre-filled with county of residence.

If county of service is different than county of residence,
select the correct county from the drop down menu.

EES Client ID An identifier assigned to the participant if s/he is
participating in SRS Economic and Employment Support
programs.

Other Agency Client ID An identifier assigned to the participant if s/he is
participating in another agency’s training program.
Click the Submit button.
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Low Income

Navigation:
Respond to all questions and click Submit button. The “Skip to Case Details” option is not
available in Oklahoma.
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Public Assistance

Navigation:
A response other than N/A is required for each question. Click the Submit button when you have
completed the questions.

Instructions for Completion:
Field Name Valid Entries

Supplemental 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 financially 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 applies to both current and former TANF cash
assistance recipients.
Accordingly, any former TANF cash recipients who
receive a work program support service payment
(transportation or Special Services Allowance), an
Education/Job Skills Training/Vocational 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 Title IV) 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
Assistance

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

State or Local Welfare (General 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 governmental subsidized
housing, otherwise select “No”.

Social Security Disability (SSDI) Select “Yes” if receiving disability assistance from
Social 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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Instructions for Completion:
Field Name Valid Entries

Deficient in Basic Literacy Skills The individual meets the state or local definition of
basic literacy skills deficient.
At a minimum, 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 a level necessary to
function on the job, in the individual’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 An individual who has limited ability in speaking,
reading, writing or understanding the English language
and

(a) whose native language is not English or
(b) lives in a family or community environment
where a language other than English is the
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 An individual who is not enrolled in an approved
educational program, and who has not graduated from
high school.
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 - An individual who is under
22 years of age and pregnant, or a youth (male or
female) who is providing custodial 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 An individual 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 assistance in
overcoming artificial barriers to employment resulting
from a record 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

educational 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 Disability In general, a learning disability refers to a disorder that
may manifest itself as having difficulties in 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 language,
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
months in the two years prior to WIA eligibility
determination.
Select “Yes”, or “No”.

Substance Abuse An individual who abuses alcohol or other drugs as
defined by the governor.
An “addict” is defined as any individual addicted to the
taking of drugs, especially narcotics, which for such
individual constitutes or results in a barrier to
employment.
An “alcoholic” is defined a person who habitually lacks
self-control in the use of alcoholic beverages or uses
alcoholic beverages to the extent that their health is
impaired or endangered or their social 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 needs in 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, social or geographic isolation Select “Yes”, or “No”.
Other social barriers not already indicated Select “Yes”, or “No”.
Other social barriers, if answer is “Yes” to
previous question

List other social barriers.

Click the Submit button
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Case Details Page

Purpose:
The Case Details page allows 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
Programs in which the individual is not eligible based on the information provided during
the initial 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 Information
Information displays on all clients registered regardless of program registration. Type of access
is determined by your security level.
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Contact Information

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

Alternate Contacts

Navigation:
Click the Alternate Contacts link. If you wish to add an alternate
method of contact, click the Add Contact button.
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At a minimum, enter the first and last name and telephone number of the alternate contact.
Click the Save button.

The alternate 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.
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Demographic Information

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.
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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 eligibility 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.

Interagency 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.
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Click the Add Referral button.

Instructions for Completion:
Field Name Valid Entries

Provider Name is 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
not required but helpful.

Enter the provider address including city, state and ZIP
code.

Provider phone and fax number are not
required but helpful.

Enter the provider ten digit phone and fax number.

Appointment Date is not 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 Referral, their
agency and Referral date are pre-filled.

Information may be edited.

Referral reason is required. You must enter a reason for the Referral.
Status of the Referral is required. Select the status of the Referral from the drop down

menu.
Comments are not required. You 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.

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 Services link.



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

1-55

Click the Add Service button.

Select 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.

Instructions for Completion:
Field Name Valid Entries

Services field is required. Select the name of the self service provided to the
client from the drop down menu.

Status of the service is 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.



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

1-56

The Name of the Service, Status, Start and End Date will display. If you need to delete the
service, click the Delete link. 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 is view only.

The job order number link will display the actual job order that was the result of a referral
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
a partner-provided service, click the Partner-Provided Services link.

Click the Add button.

Select the appropriate program funding/enrollment source from the drop down menu and click
the Continue button.
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Instructions for Completion:
Field Name Valid Entries

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

Status of the service is 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 Save button.

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 In information will display. If you wish to enter a client call in, click the Client Call
In link.

Click the Call In button.

Instruction for Completion:
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 is required 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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Click the Confirm button.

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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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.
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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 is eligible.

Enter the start date (mm/dd/yyyy). Enter the end date, if known, and click the Save button.
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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 Enrollments link to
view current enrollment information.

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. This information will populate the client’s resume work history. The client work
histories entered, are displayed. Click the Work History link to add a work history.

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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Instructions for Completion:
Field Name Valid Entries

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

Employer Name is required Enter the name of the company where the work was
performed.

Employer address is required. Enter the address of the company for whom the work
was performed.

Employer city is required Enter the city in which the company is located.
Employer state is required Select the state in which the company is located 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.
Year 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 this job, select Present.

Year 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 major duties performed
in the job. Include tools, equipment, or related work
processes.

Work History as a job objective is not required If the client is interested 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 resume is 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” response to hide
the work history.
Click the Continue button
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Navigation:
The Keyword Search conducts a keyword search for occupational classifications.
Click on the Most 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 classifications that 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 a job title keyword (Example: Receptionist, Accountant, Cashier, etc.) and click the
Search button.
Selecting "Any" will match all 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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Navigation: Click the View link.

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

Click the Return to Case Details button.
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Most Common Search

Navigation: Click the Most Common link.
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Navigation:
If the client is satisfied that the job title matches the work history, click the Add to Work History
link. If the client is unsure, click the Description link to view a description of the job.
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Job Family Search

Navigation:
Click the Job Family link. Select the appropriate job family and click the link. If the client is
satisfied that the job title matches the work history, click the Add to Work History link. If the
client is unsure, click the Description link to view a description of the job.
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Military Search

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

Navigation:
Enter a Military Occupational Code or Keyword(s), select a keyword match and click the Search
button to find civilian O*NET Occupational Classifications that have a direct relationship to
military or DOD occupational classifications.
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Navigation:
If the client is satisfied that the job title matches the work history, click the Add to Work History
link. If the client is unsure, click the Description link to view a description of the job.

Testing Information

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.

If the test given was a proficiency test, click the Add Test button.
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Select the type of test from the drop down menu. The date given is today’s date and editable.
Enter the test results and click the Save button.

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.

Click the Add Test button.



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

1-77

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

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.

If the test was other than a proficiency test or aptitude/achievement test, click the Other Testing
link.



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

1-78

Click the Add Test button.

Navigation:
Enter the name of the test and enter notes pertaining to the testing process. The date given is
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.

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 notes related to the client is displayed. To add a note click Client
Notes link.

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.

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..

Select the name of a specific employer and click the Search button.

Choose the employer for whom you were searching by clicking on the employer name.
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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 Lookup button. Click the Save button.

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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Select the appropriate objective title and click the Search link to the right of the objective title. If
the client has not created a job objective or entered a work 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 Search button. Most recent 25 job orders will display (Cropped screen)
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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.
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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.

(Split Screen) The job 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.

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
Referrals tied to this job order as “Not Hired”? Click the Save and Return to Referral List
button.
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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.

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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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.

Click the Add Job Placement button.
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Instructions for Completion:
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 Location is 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 is required Enter the date that the job began (mm/dd/yyyy).
Start Wage is required Enter the starting wage, i.e. 8.00 or 25000
Start Wage Type is 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, explain in
explanation of hours per week.

Medical Benefits are not required You 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.

The job 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 Details button.
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Printable Version

Navigation:
This feature allows 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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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. You may print information for
each program enrollment (LE, WIA, etc.).
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Online Client Release

Navigation:
This feature allows the client to grant release of their Service Link information to other agencies
and providers. Click the On-Line Client Release link.

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 Info button. Failure to grant the
release of information may disqualify the person from program participation.

Printable Client Release

Navigation:
This feature allows 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. You 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 Registrations and Enrollments

LE Program Registrations
This section of the Case Details displays information on the programs of registration of the
client.

If the client is registered 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.
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Job Service registrants whose enrollment has closed will show the beginning and end dates.

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. Programs in which
the client is not eligible will display. Enrollment start date must be at least 90 days after an exit
end date for a prior enrollment.

To access Program Details click on the link under Program Registration, i.e. Open – State Admin
office.
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Navigation:

Program ID - Is a program registration identification number assigned to each client.

Reassign Office is a link provided to 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.

Wages is a link that provides wage information received from UI wage records for four quarters
prior to participation and any supplemental wages reported.

Click the Add button to add supplemental wages.
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Instructions for Completion:
Field Name Valid Entries

Employed in quarter is required Indicate the quarter reporting wages.
Employer name is required Indicate the Employer who paid wages to the client.
Company City is required Enter the city location of the Employer.
Company State is required Enter the state from the drop down menu where the

Employer is located.
Source of supplemental data Indicate the source of the supplemental wage

information from the drop down menu.
Total earnings for quarter is required Enter total wage earnings for the quarter.

Click the Save button.

Click the Return to Program Details button.

Outcomes - See WIA Registrations

Program Notes is a link to allow staff to enter program registration notes on the client.

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 access to LE registrations. Click the Save button.
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If the program enrollment is closed, you may not enter program notes on a closed enrollment.

Enrollment/Eligibility Date List is a link to view the client’s eligibility, enrollment, and
participation dates.

Click the Return to Program Details button.

Printable Version is a link that allows printing of program registration and enrollment
information.
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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:
You may record LE services to the client by clicking on the S&T Plan link under Program
Registration.
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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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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.

Instructions for Completion:
Field Name Valid Entries

Service Type is required Select the type of service from the drop down menu.
O*NET-SOC is required for training services. Lookup and enter the ONET code if you are entering

a training service only.
CIP code is required for training services. Lookup and enter the CIP code if you are entering

training service only.
Status is required. Select the status of the service from the drop down

menu.
Total Cost is not required. If there is a training cost or cost for the service enter

the amount here.
Provider name, address, phone and fax number If your office is the 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 You must enter an estimated start date
(mm/dd/yyyy).

Estimated End Date is required You must enter an estimated end date (mm/dd/yyyy).
Actual Start Date If the service or training has been scheduled or

completed you must enter a date (mm/dd/yyyy).
Cannot be a date in the future.

Actual End Date If the service or training has been scheduled,
completed, exited without completing, or
unsuccessfully completed you must enter a date
(mm/dd/yyyy).
Cannot be a date in the future.

Office and Station Desk Number Are pre-filled and may be edited.
Click the Add button.

LE Enrollments

Click the LE Job Service enrollment date to access the client’s Enrollment Details page.
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Enrollment ID - Is the program enrollment identification number assigned to the client.

Enrollment Information

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 Inactivate for Job Matching button. If a client is
‘Hired’ in a Full-Time Permanent job, the client will be automatically inactivated from job
matching on the date of placement.
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If you wish to reactivate the client for job matching, click the Reactivate for Job Matching
button.

EEO Notice - Displays the date the client verified that they had read the EEO statement.

Primary Casetracker

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: Displays the name of the staff person who enrolled the client in a program, unless
the client was self registered.

Goals and Interests - You may add, edit or view the client’s Goals and Interests. Click on the
Goals and Interest link.
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Click the Add New Goal button.

Date Set is pre-filled with today’s date and may be edited. Select Goal Type from the drop down
menu. You may enter a description of the goal. You must select goal status. If the goal is not
attained indicate planned date of attainment. If the goal has been attained enter the date of
attainment. Click the Save button.

Goal type, Date Set, Status, and Date Attained will display. To edit Goals, click on the Goal
Type link, or you may delete the goal by clicking the Delete Goal button.

If you wish to enter a client’s interests, click the Interest link.
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Click the Add Interest button.

Enter a description of the interest and click on the Save button.

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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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.

You 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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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 is automatically 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 completed.

You 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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You may change the layout of the employment plan by clicking on the Change Layout 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.
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Enrollment Notes

You 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
enrollment. Click the Save button.

If the enrollment is closed, you may not enter enrollment notes.
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Needs and Barriers

You may view the client’s needs and barriers. You may add notes regarding needs and barriers
by clicking the Needs and Barriers Notes link.
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Click the Add a Note button.

Enter the notes regarding client’s needs and barriers to employment and click the Save button.

Contact Snapshot

You may view the client’s contact information that was entered at the time of registration and
enrollment.

Demographic Snapshot - You may view the client’s demographic information at the time of
enrollment. Updating the snapshot could affect the client’s eligibility for other programs.
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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

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 all 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

You 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 Registrations and Enrollments

If the client is registered 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.

Some WIA enrollments are not considered enrolled until approved by the provider’s
administrative unit. The word pending will appear with the date.

Registrants who have exited WIA will show the beginning and ending dates of registration.
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WIA Registrants Program Details

After a WIA registrant has been approved, the type of WIA program enrollment will display as
Open. The programs the client is not eligible for will display as well. Enrollment Start Dates
must be at least 90 days after the exit end date from a previous enrollment.

Denied Enrollments

Under Program Registrations a program that has denied enrollments displays the Agency name,
the date it was denied and the word Denied.
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Click Program Details and if any enrollment is denied then there is a link called Denials.

Click Denials to see the staff member that denied the enrollment, the enrollment name, the date
of Denial and the reason it was denied. Click the Return button.
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Program Details

Navigation:

Program ID - Is a program registration identification number assigned to each client.

Reassign Office is a link 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.

Wages is a link that provides wage information received from UI wage records for four quarters
prior to participation and any supplemental wages reported. Access to UI wages is restricted to
authorized staff only.

You may click the Add button at the bottom of the page to manually report wages earned and
verified from a source other than UI wage records. If the client is a 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 outcomes for all 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 Youth information required for the First Quarter by selecting the
appropriate placement information from the drop down menu. Click the Save Button.

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 is an Older Youth, indicate if Older Youth was active in Third Quarter in
any activities listed in the drop down menu. Click the Save button.
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Staff may enter First Quarter Outcome information for Younger Youth by selecting appropriate
placement information from the drop down menu, or diploma or GED attainment and the date
attained. Click the Save button.
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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 Youth was active in Third Quarter in any activities
listed in the drop down menu. Click the Save button.

Program Notes is a link to allow staff to enter program registration notes on the client.
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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 access to WIA registrations. Click the Save button.

Enrollment/Eligibility Date List is a link to view the client’s eligibility, enrollment, and
participation dates.

Click the Return to Program Details button.

Printable Version is a link that allows printing of program registration and enrollment
information.

See next page:
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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

Click the WIA enrollment date to access the client’s Enrollment Details page.
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Enrollment ID - Is the program enrollment identification number assigned to the client.

Enrollment Information

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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Click the Service Type of the service that is In Progress and change the Status to Completed,
enter an Actual Complete Date and click the Save button.

Click the Return to Exit button.

You 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 Management Reports. Select the WIA Recently Exited – Office link,
choose your time frame and click the View button. You will need to click the highlighted
Participant ID number of the client to access their Case Details page and click on the closed
enrollment dates under Program Registrations to access their Program Details page.

Click the Exit Questions link.

See next page -
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Exit Details

Instructions for Completion:
Field Name Valid Entries

Other reasons for exit If exit was due to reasons other than job placement,
select a reason 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 Youth
Occupation Code (O*NET-SOC) If exit is due to 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 hire the 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

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 self registered.

Testing Information

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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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 the test if not listed in the drop down

menu.
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

menu.
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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The test type and assessment date will display. You may edit or delete the test results by
clicking the test type link. You 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 Information

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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Instructions for Completion:
Field Name Valid Entries

Assessment Tool Select the type of test administered.
If ‘Other tool’ is selected Describe testing tool in the box provided
Functional 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 enrollment
start, or more than 60 days after.

Raw Score Enter the raw test score.
Functional 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.

The type of test, functional area and Date Given will display. Click on the Type of Test Name to
edit information.

Mailing Address – You may edit and update the client’s mailing address by clicking the mailing
address link.

Goals and Interests – See Goals and Interests under the LE Enrollments section.

Educational Grants

You 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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Instructions for Completion:
Field Name Valid Entries

ITA Issued If this grant is an 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 a second ITA grant if any in dollars

and cents (0.00).
Third ITA Amount Enter the amount of a third 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 Lookup 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 a second ITA grant if any in dollars

and cents (0.00).
Third Grant Amount Enter the amount of a third ITA grant if any in dollars

and cents (0.00).
Other Federal Grant If the client is receiving a federal 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 a second ITA grant if any in dollars

and cents (0.00).
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Field Name Valid Entries

Third Grant Amount Enter the amount of a third ITA grant if 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 a second ITA grant if any in dollars

and cents (0.00).
Third Grant Amount Enter the amount of a third ITA grant if any in dollars

and cents (0.00).
Institutional Aid If the client is receiving institutional 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 a second ITA grant if any in dollars

and cents (0.00).
Third Grant Amount Enter the amount of a third ITA grant if any in dollars

and cents (0.00).
Other Financial Aid If the client is receiving other financial 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 a second ITA grant if any in dollars

and cents (0.00).
Third Grant Amount Enter the amount of a third ITA grant if any in dollars

and cents (0.00).
Total Grant and Aid Available Will display when information is saved.
Initial Grant Amount Total grant and aid amount for each grant
Second Grant Amount Total grant and aid amount for each grant
Third Grant Amount Total 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 Grants link the total amounts of the grants and aid will
display for the initial, second, and third grant.
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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.
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All program registrations will display the Pending designation until the registration is approved
by a program administrator. Program Details page will display as follows.

Enrollment Details for SCSEP

The enrollment details page will display as follows:
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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

Purpose:
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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If the enrollee has a community service assignment, click the Add New Assignment button.
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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
instructions in the following section for Adding a New
Host Agency.

Date Assigned to CSA Agency This is the date the individual was assigned to the CSA host
agency.
If a new applicant, this is the date the person becomes a
participant in SCSEP.
The enrollment start date can’t be before the first
assignment date.

Assignment Start Date This is the date the individual actually started work with the
host agency. This date may be after the assignment date.

Assignment End Date This is the date the individual ended the CSA with this host
agency.
A new CSA cannot be entered and an individual cannot be
exited if this field 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 a leave of absence without pay. This may also be
used to record if there is a delay of more than 3 days in
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 Select 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 Select the participant’s job code from the drop down menu.
Workers comp code Indicate the workers comp code if applicable
Assignment Notes Free text field to add any notes about the assignment.

Click the Add button.
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You 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 Year 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 Year Select 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 entries for new
quarters will display the page below:
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Instructions for Completion:
Field Name Valid Entries

Total Hours Paid – Program Year 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.

Total Hours in Paid Training – Program Year Select the program year for which hours of paid
training are being reported

Total Hours in Paid Training – Quarter Select the quarter for which hours of paid training are
being reported

Total Hours in 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.

If training is provided, you will to click the Add Training link.
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Instructions for Completion:
Field Name Valid Entries

Training Provider Select the training provider from the drop down menu.
If the training provider is not listed, click the Training
Providers button.

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 a new 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 selected 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
employer

If wages are reimbursed to employer indicate the
percentage.

Hourly Wage Indicate the hourly wage, i.e. 15.00
Total 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.

Click the Return to CSA button.

Adding a New Host Agency

First you must enter an agency name and city and click the Search button.
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If the search results are negative, click the Add New Agency button.



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

1-150

The following 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.

This will 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 participate in

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 This is the individual who will receive the customer satisfaction
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Field Name Valid Entries

survey.
Enter the individual’s first name.

Contact Last Name Enter the individual’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 Salutation Select the appropriate salutation for the supervisor.
Supervisor First Name Enter the individual’s first name.
Supervisor Last Name Enter the individual’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’s job 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
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Enter the provider name and city and click the Search button.

If no results are found, click the Add New provider button.

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 is located.
State Select state where provider is located from drop down menu.
Zip Enter provider Zip code.
Continued Availability Indicate if provider desires to continue as a training provider.
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Field Name Valid Entries

Contact Salutation Enter training provider contact person’s appropriate salutation.
Contact First Name Enter contact person’s first name.
Contact Last Name Enter contact person’s last name.
Address Enter address of contact person
Address Enter additional address information if appropriate.
City Enter city where contact person is located.
State Select contact person’s state from drop down menu.
Zip Enter contact person’s Zip code.
Contact Title Enter contact person’s job title.
Contact Phone Enter contact person’s ten digit phone number.
Contact Fax Enter contact person’s ten digit fax number.
Contact Email Enter contact person’s email address.

Click the Add button.

SCSEP Unsubsidized Employment

Purpose:
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.

If the client has entered unsubsidized employment, click the Add New Employment button.
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Instructions for 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.

This is the 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 location 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 is a not-for-profit, for-profit,

governmental entity, or if self-employed.
Host Agency Indicate if this Employer has been a host agency in the last 12

months.
Training Site Indicate if the Employer provided a training 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 desires to continue to be employment

and/or training site.
Contact Salutation Select 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 location 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 is located.
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
Email Enter supervisor email address
Job Title Enter the participant’s job 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 participant 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 Indicate if 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 Indicate if 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

Indicate if the sub-grantee provided a substantial service to the
Employer as part of the placement process and the Employer
was aware of the efforts.

Comments Use this field to record any additional information about the
unsubsidized employment.

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 a qualified
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 date if 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 This date is set for 30 days after the participant started

unsubsidized employment (system generated)
Actual 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 completed.
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.
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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.

SCSEP Recertification

Purpose:
A recertification must be done at least every 12 months to determine continuing eligibility.
Recertification is valid 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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Instructions for Completion --
Field Name Valid Entries

Number in family Enter the number of individuals in the applicant’s
family.

Total 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 is ineligible, indicate the reason for
ineligibility.

If other, please specify Indicate the reason if other is selected above.
Director signature Indicate if the authorized individual 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

Purpose:
This form 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.

The Exit Details page will appear.

See next page -
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Instructions for Completion --
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.
Address line 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 alternate number where the
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Field Name Valid Entries

participant may be reached or a message may be left.
Fax Enter a fax number for the participant, if available
Exit Date Enter the date on which the participant ceased receiving

SCSEP services. This will 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 Use this field to close your record if the
applicant/participant has left your project, but has not
actually exited SCSEP

Transfer Grantee Code (if Transferred selected
above)

Select 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 Use this field to record any information about the exit,
including information about exits that have been
reversed.

Participant Signature Indicate if the participant signed a waiver 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

Purpose:
Allows the Case Manager to enter information on TAA clients enrolled in training program
opportunities.
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Navigation:
Access TAA clients Enrollment Details page and click on the Grades and Syllabi link.

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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To enter grade information select the appropriate selection 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 the Date Received. Enter any
notes related to grade information. Click the Add button.

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.
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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.

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 Registration

Each state will have its own procedures for scheduling UI 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 finally RES Call-In and you will get a spreadsheet with the following information:

When the RES client reports to the office, if the client’s Participant ID is highlighted as a link
you may click on the link to access their Case Details page.

You will note that the Job Service Registration link is locked (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 is not highlighted, the client did not have a Job Service registration
at the time the call-in was processed to Service Link. Conduct a new Client Search on the
client’s SSN, and insure that the N/A radio button is selected under Program Registrations.

If the client’s name appears, click on their name to view the Case Details page. If the client’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 all UI Claimants called in for reemployment services in the
future and within the last thirty days. Claimants are removed from the report upon completion 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.
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Click on the RES Enrollment link.

On this page, if the client is to be exempted from Reemployment Services, click on the
Enrollment Info link.
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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 Service and Training
Plan link. The mandatory services of Assessment Orientation and Assessment Interview should
be listed under Service Type in the Service and Training Plan.

Click on the Service Type of Assessment Interview.

If the service is Mandatory, “Yes” should display to the Mandatory question and the status
should display as Scheduled.
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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”.



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

1-173

Click the Add Service button.

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.

Follow the same procedure for the service type of Assessment Orientation.

Waived Services
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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.

Select Add Service

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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Chapter 2 -- SERVICE LINK – Part II

My Cases – Add A Client
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Navigation:
To add a client to your caseload you may click the My Cases button.

Instructions for Completion:
Field Name Valid Entries

Perform action on your caseload or another’s
caseload?

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 will appear in your My Cases folder.
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My Cases – Remove A Client

Navigation:
To remove a client to your caseload you may click the My Cases button.

Instructions for Completion:
Field Name Valid Entries

Perform action on your caseload or another’s
caseload?

Select My Caseload from the drop down menu.

Would you like to add or remove the current client? Select Remove from the drop down menu.
Click the Next button.

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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Instructions for Completion:
Field Name Valid Entries

Perform action on your caseload or another’s
caseload?

Select Another’s 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.

Enter the first and last name of the case manager who will have the client added to their
caseload. Click the Search button.

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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You 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 a client 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 Details page.

Instructions for Completion:
Field Name Valid Entries

Perform action on your caseload or another’s
caseload?

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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To remove the client from you’re my Follow-up folder, select Remove from the drop down menu
question “Would you like to Add or Remove the current client?”

My Employers

Navigation:
Staff may place Employers who they frequently assist in their My Employers folder. Click on
the My Employers link to access the Employer. Company name; City; date of last contact;
number of job orders in active, referred or hold status; and status of the account is displayed.

Click the Company name and the company Employer details page displays.
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Click on the Job List link and the Job List page displays job orders in active, referred, and hold
status.
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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 orders in Hold or Closed status, or create a new
job orders from this page.

My Job Orders

Navigation:
Job orders that staff have created are placed in their My Job Orders folder.
Click on the My Job Orders link and the job order number, job title, Employer name, Referral
activity, date created, date updated, disclosure level, status, and published status display.

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 Information Log, Activity Log

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 a listing of Referral activity for the client.

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 the job title link. If you wish to delete the Referral, click the Delete link.

If you desire to enter notes regarding referral activity click the Activity Notes link. Enter your
comments and click the Save button.
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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.

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 data is 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
Self-Service Services
Partner-Provided Services
Client Call In
Co-Registrations
Work History
Testing Information
Client Notes
Preferred Employer List
Job Referrals
Job Development
Job Placement

Enter the participant ID for the two users that need to be merged. Click the Continue button.
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Select the client record that is to be merged from the drop down menu and click the Commit
button.

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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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 results in no
job openings displayed, modify your search by selecting fewer criteria.
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Instructions for Completion:
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 all of the
keywords entered.
Select "Exact" will return the matches that have the exact
keywords entered.

Keyword Enter the Job Title keyword(s)
Locations You may select more than one location.

All Locations will display all job orders statewide including out-of-
state job orders.
Search by City Area will return job orders within commuting
distance of the city selected.
You may search multiple counties by holding down the Control
Key.
You 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 a salary level, jobs with a salary set at ‘Other’ or
without a salary level will not display.

Commercial Drivers License If you want to view jobs that require a specific type of commercial
driver’s license, 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.
You may select more than one choice by holding down the Control
Key.

Health Benefits You may search for jobs that provide health benefits only.
Select the type of coverage from the drop down menu.

View Only Disaster Recovery Jobs You may view only disaster recovery jobs available as the result of
Hurricane Katrina.

Public Transportation Accessible You may view only jobs that are accessible by public
transportation.

Child Care Provided You may view only jobs that provide child care services.
View Temporary Positions Only You may select only jobs of a temporary duration.
Local Office You may view only jobs created by a specific local office.

Select the office from the drop down menu.
Station Desk You may view only jobs created by a specific staff person by

entering their station desk number.
Job Status You may view jobs that are in referred, hold, closed within 30 days,

not published, or Search Only-Never Display status from the drop
down menu.

Employer Name You may view job orders created by a specific Employer by
entering the Employer’s name.

ZIP Code You 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 You may save your selected criteria for future job searches by
clicking “Yes” and entering a Job Search name.
Click the Search button.

A page will display a listing of up to 25 job orders. You 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.

(Partial Page is displayed.)
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If you wish to view the next page, click the page link, i.e. 2 3 4, etc. If you wish to modify
your search click the Modify Search button or conduct a new search click the New Search
button.

Click on a Job 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 the job 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.
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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.

Making a Referral

If you would like to make a Referral to this job, click the Make Referral button on the Job
Details page.
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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 time to report. If the Referral is the result of an O*Net match; select O*NET
Match. Otherwise select Other Referral. Your office and Station Desk Number are pre-filled.
Client must be enrolled in a program consistent with staff person’s security privileges to be
referred. Click the Enter Referral button.

If the job seeker is a non-citizen and not authorized to work in the United States, you will get the
following message:

Confirm your Referral selection by clicking the Confirm button.
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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 letters.

Job Seeker Letter

To: Stan Hambright
Bayer Construction Company, Inc.
Rt 3
Manhattan, KS 66505

This is to introduce Chevy Chase in consideration for
your job opening of Equipment Operator.

Report Date: 04/26/2007

Report Time: N/A

Referred By: Patrick Pritchard State Admin (785) 296-5034

Please notify me if this client is hired for your opening.

Thank You,

Patrick Pritchard

NOTE: Candidates using methods to apply other than those listed may not be
considered by the employer.

Please use any of the following method(s) to apply for the position:

Visit www.bayer.com to apply for this position. Follow the instructions
included at the site, including how to submit an application.

In Person: Address listed above.

Employer Letter
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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 Employers button.

You may select a geographic area for your search. You may select a city area, a county or
multiple counties, a county and surrounding counties, or by zip code. Click the Search button.
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The Search Results page provides a company name, location, zip code, industry code and
number of open jobs. If the client is interested, 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 there is an 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

You 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.
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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.

If you enter keywords and click the Search button; click on the Most Common tab, Job Family,
or Military tab, an occupational title listing will display.
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If you or the client are uncertain about the occupational title, click the Description link to view a
description of the occupation.
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If the description matches the client’s interests, click the Search 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.

Select the occupational title that matches the type of job that the client desires and click the
Search 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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The Set Search Parameters page will display and allow you to select additional criteria for your
job search. Notice that the occupational classification chosen is listed at the top of the page.
When you click the Search button, the listing of jobs in that occupational classification will
display.
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The job titles are the Employer job titles for that occupational classification. Click on the job
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.

Instructions for 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 is the

target of your search.
Click the Search button.

Advanced Search tab If you want to conduct an advanced search , click the
Advanced Search tab
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Instructions for Completion
Field Name Valid Entries

With ALL of these
words:

Will return searches on all of the words listed in all of the job
information provided.

With the EXACT
PHRASE:

Will return searches based on the exact order of the word
phrase entered in all of the job information provided.

With AT LEAST ONE
of these words

Will return searches based on any one of the words listed in
all of the job information provided.

With NONE of these
words

Will return searches with none of the words listed in all 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 Search button.

(Partial Listing)
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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.

Navigation: Click the job title to get specific information about the job including a description
of the job and how to apply. You may view all 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 this type 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 allow 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.
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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 ID Number

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 Search button, the
Job Details page will display.
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Search By WorkKeys® Scores

You may search for job openings where the employer has indicated a desire for referrals with
minimum WorkKeys 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.

Search By Saved Job Search Profiles
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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 criteria saved. 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.

Search By Employer

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.
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Click on the company name.
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Click on the job title of the job that your or the client wishes to view, The Job Details page will
display.

To search by company name, click the By Company Name link.

Enter the Company name and City and click the Submit button.
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Click on the company name.

Click on the job 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.

If you know the industry code you may enter it. If not, click the NAICS Lookup button.

You may search by keyword if you are unfamiliar with the NAICS industry arrangement.



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

2-216

Enter a keyword or keywords that describe the kind of work the Employer does and click the
Search button.

Select the industry title from the drop down and click the Submit button.
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The NAICS industry code displays, and you are ready to search for Employers in that industry
by geographic area.

If you decide to search by using the NAICS Industry Drill Down, click the NAICS Industry
Drill Down button.

Click the Narrow Search button to locate the specific industry that you desire, and then click the
Submit button.

You may search geographically by selecting a city 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.

Click on the name of the company that you wish to access. You may access companies with
open jobs or with no open jobs.
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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.

Click the Edit button to open a letter of introduction. You may customize the letter to introduce
the client to the Employer.

You may print the letter using your browser print function and mail it to the Employer.
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If you would like to make a job 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.

Click on the job title to access the Job Details page information.
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OJT Search

You may search for Employer job openings that offer on-the-job training. You 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 a job status (Active, Inactive, Both Active
and Inactive); and a geographic location.
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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.

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

You 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 ServiceLink, 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.

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 Search button.
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If the company name displays, click the link.

The Employer Details page will display.

If you desire to view and/or edit the Employer account information, click the Employer Account
Information link.
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Edit or Add the items that need to be updated and click the Save button.

If you desire to access the Employer’s job order file, click the Job List link on the Employer
Details page
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You may access the Job Details page by clicking on the Job Title. You may edit the job order
information by clicking on the Positions Filled link 0 of 1. You may result Referrals or make
additional Referrals to 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. You may place the job
order in Hold or Close status by clicking the Hold or Close link. If the job order is viewable by
the public a ‘Yes’ response will 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. You 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.

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.

To enter an Employer contact, click the Add Contact button.
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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 a brief description of the purpose for the visit.
Results Enter a brief description of the results of the visit.

Click the Add Contact button.

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 a job development on behalf of a client, click the Job
Development link on the Employer Details page.
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Previous job development entries will display with the client name, date the job development
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.

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 the client’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 development by
clicking on the ONET Lookup button.

Job Development Date Today’s date is 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 an interview has been scheduled for
the client.
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Field Name Valid Entries

Interview Date Enter the date of the interview if scheduled
(mm/dd/yyyy).

Interview Time Enter the time for the interview if scheduled.

Follow-up Required Indicate ‘Yes’ if a follow-up with the Employer is
required.

Follow-up Date Enter the date for the follow-up if scheduled.
(mm/dd/yyyy)

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 Referral and placement activity, click the
EEO Auditing link.

You 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 Search button.
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A report will display indicating each job order created during the time period specified.
Click on the Referral Matches numerical links i.e. 16 to access a list of clients who match the
client types selected.

Clients who referred to the job will be listed by client type.
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Job Seeker Preferred Employer

Employers and staff may access a listing of clients who have indicated a desire to work for a
particular Employer.

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.

Enter your notes in the text box and click the Save button.
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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 Search indicates that the Employer does not have an account, you will need to
conduct an additional search for the Employer account.

Click the Search Micro 202 button to search for the 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.
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Instructions for Completion:
Field Name Valid Entries

User Name is required Enter a six to twenty character user name for the
Employer

Password is required Enter an eight to twenty character password and include
letters, numbers and characters such as: !@#$%^, etc.

Confirm Password Re-enter the password
Email Address Enter the Employer’s e-mail address.

An E-mail address is required if the Employers wishes to
receive client resumes by email or place a blind ad job
order.

Select a question 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.
Address is required Enter the address of the company.
City Enter the City location for the company.
State Select the State location from the drop down menu.
ZIP Code Enter the ZIP code for the company location.
Company website If the company has a web site, enter the web site address.
Number of Current Employees Select the number of current employees employed by the

employer at this time 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 federal contracts in excess
$100,000.

Ownership is required. Select appropriate response from drop down menu.
Individual applies to spot jobs, short term jobs in which
the Employer may not have a Federal 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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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 Managing Job Orders

To create an Employer job order, click on the Job List link.

Click the Create Job Order button.

Job Details

The Job Details Page will appear.
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Instructions for Completion:
Field Name Valid Entries

Job Title is required Enter the Employer job title.
Preferred Education Level is required Select the appropriate education level from the drop

down menu.
Low and High Salary is required Enter minimum salary i.e. 7.00, if annual salary enter

20000. Enter maximum salary Employer will pay.
Salary Type is required Indicate Hourly, Annual or Other.

If other, explain specifics in 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 a commute.

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.
You may edit if contact information is different.

Is this an affirmative action job order? Answer
is required.

If this is a job opening related to an affirmative action
agreement, indicate “Yes”.

Number of Positions is required Enter the number of positions to be filled.
Disaster Recovery Job Order If this is a job 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 the job order.

Disclosure Level Indicate from the drop down menu the level of
disclosure the Employer chooses for the release of their
contact information.
Search Only- No Display will not display any job
order information on JobLink, but will allow 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 cannot 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 all the contact information.

If you checked email which format do you
prefer for attachments?

Indicate the format in which the Employer would like
attachments.

This job 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 Seekers to self refer to this job
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 this job to State
Educational Institutions?

If you want to send this job to a state educational
institution, select the appropriate state institution(s).
Click the Continue button.

Coding the Job Order

You must select an occupational classification for the job order.

Find and select the occupational 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 a list of the most commonly selected occupational
titles by clicking the Most 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

classification searches.
N/A

Required Keyword Match Select Any, All, or Exact.
Any – if any one of the keywords appear in the job
description;

N/A
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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 this field.

Keywords Any word or combination of words that could be used in the
title for an occupation.

N/A

Keyword listings

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 a list 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
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Follow the same procedures as described in the Keyword search. Click on the Description link
to view a description of the job title or click the Create Job Order link if you believe the job title
to be accurate.

Job Family Listing

Select a job family most related to the job title of the job order.
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Follow the same procedures indicated in the Keyword and Most Common listings to find the
appropriate occupational code.

Military Search

Enter a military occupational code or keyword(s) and click the Search button.
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Select the occupational classification and click the Create Job Order link. If the user is unsure of
the occupational title, click the Description link to view the description of the occupational title.

Job Description Page

The Job Description page will appear.
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Instructions for Completion:
Field Name Valid Entries

KJL Job Order ID Number Pre-filled Job Order Number
Typical Duties Brief description of the occupation pre-filled from

occupational classification search.
Description and Duties of the Job is required Enter a brief description of the job duties in the

Employer’s own words.
Specific Talent (skill) Requirements Enter any specific talents or skills that are required to
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Field Name Valid Entries

perform the job.
Driver’s License Requirements If the job requires a commercial driver’s license,

indicate what type.
Required Years and Months of Experience Enter the number of months and years of experience

that the job requires.
Commission/Tips If a commission or tips may be earned, select “Yes”.
Select Shifts is required Select the type of shift or shifts that the employee will

be required to work.
Day, Evening and Night Shift Times You may enter the time frame of the shifts selected.
Other Shift Schedules If the job involves other shift schedules, enter the

information here.
Employment Type is required Select the type of employment full or part time;

temporary or permanent for the job from the drop down
menu.

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 Indicate if travel is required 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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Instructions for Completion:
Field Name Valid Entries

KJL Job Order ID Number Pre-filled
Medical Plan Select the type of medical plan from the drop down menu.
Medical Coverage Select the coverage from the drop down menu.
Dental 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 care is provided.
Other Benefits Check the other benefits provided.
Miscellaneous 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 this job order.
The Employer may choose which skills they would like to associate with this job 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.
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Select the talents associated with the job by checking “Yes” to the talents identified.
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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Click the Save/Continue button.

View Job Order Page

The View Job Order page will display.
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You 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.

Click the Continue button.

Misspelled words will be highlighted in red. Click the highlighted word.
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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 Ignore button. A
message will display indicating that there are no misspelled words on the job order.

Click the Continue button.

The Job List page will display with the new job order. NOTE: If this is a new 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:
You may edit the job order by clicking on the job order title and make the appropriate changes,
then click on the Save button. You may sort the job orders on the Job List page alphabetically
by clicking the Job Title link.

Job Order Number

Navigation:
You 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. You may
click on the openings filled link 0 of 1 and change the number of positions to be filled 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. You may
access the Referred Clients page by clicking on the client’s referred link 4 of 10 to result
Referrals or make a Referral to the job order.
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The list of clients referred may be sorted by Client Name, SSN, and Date of Referral by clicking
on those links. 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.

Select the appropriate outcome from the drop down menu. If you desire to mark all other
Referrals listed as “Not Hired”, answer “Yes”. Click the Save and Return to Referral List
button.

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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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.

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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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.

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 a job order in referred status; however the number of
Referral requested will be automatically increased to keep the job order in referred status. Once
all the Referral has been resulted, the job order may be moved to Inactive/Closed Status.
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Inactive/Closed Orders

When all Referrals to the job order have been resulted, the job order will move to
Inactive/Closed status.

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. Referral information may be reviewed by
clicking the Referral Information 3 of 10 link. You may edit the placement outcome on any
Referral made. You may create a new job order from the closed job order by clicking the Create
link.
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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.

You may edit the job order by clicking the job 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 a Referral on a job order on the Job List page, access the Referred Clients page and
click on the Make Referral button.
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The Make Referral page will display.

Instructions for Completion:
Field Name Valid Entries

Social Security Number is required Enter the client’s SSN.

Date Referred is required Pre-filled and can be edited.
Date to 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 Referral 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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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.

If the Job Seeker and/or Employer do not have an email address, you may print and mail or give
a letter of Referral to them. The letter is a Word document and may be edited.
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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.

Click the Submit Email button.
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The Referral will display on the Referred Clients page. Click the Return to Job List button.

Made 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:
You 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 Search

Navigation:
Allows search of resumes for Job Seekers, who have the same job objective classification as the
Employer’s job order. Click the Search link. You may select the search criteria and 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 Orders on Hold

Navigation:
If you wish to manually place the job order in hold, click the Hold link.

You 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.

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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Navigation:
Then select Reactive Now from the drop down menu. If current Referrals made equal Referrals
requested 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 Orders in Inactive/Closed

Navigation:
You cannot place a job 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.

Click the Continue button and the job order will appear in the Inactive/Closed list.
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At the top of the Inactive/Closed page the Active, Referred, On Hold and Archive tabs will
display.

Active tab – provides the list of all Active job orders for the Employer.
Referred tab – provides a list of all job orders in Referred Status for the Employer.
On Hold tab – provides a list of all job orders in Hold Status for the Employer.
Archive tab – provides a list of all job orders that have been in Inactive/Closed status for more
than one year without any activity.

Resume Searches

The staff person may search resumes to find suitable Job Seekers to refer to Employer job
openings for which the Job Seeker may qualify. There are six search options.
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Search All Resumes
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Instructions for Completion:
Field Name Valid Entries

Keyword Match Enter keyword(s) that describe the job objective occupational
title desired for the search.
You 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 is required Select the City area or County from the drop down menu in
which you want to conduct the search.
You may broaden your search to surrounding counties by
checking the Broaden box.

Veteran type You may search for specific types of veteran resumes by
selecting a veteran type from the drop down menu.

JobLink User Type You may choose a specific JobLink user type for your search
from the drop down menu (All Active Resumes: Active
Registrants, etc.)

Years 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.

Commercial Drivers License You may search for candidates with a specific type of
commercial drivers license, by checking the appropriate box.

Type of Employment You may search for candidates who want a certain type of
employment by selecting the type from the drop down menu.

Preferred Shift You may search for candidates who want to work a certain
type of work shift by selecting the appropriate shift from the
drop down menu.

Required Education You 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

You may exclude candidates who desire temporary work
from the search by checking the box.

Exclude candidates willing to relocate You may exclude candidates who indicate a willingness to
relocate.

Travel Required You 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 You may search for candidates who were dislocated due to

Hurricane Katrina by checking the box.
Job Seekers dislocated by Rita You may search for candidates who were dislocated due to

Hurricane Rita by checking the box.
Would you like to save this search? You 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 criteria will display. Job Objective listing may be
sorted by Objective title, Date Created, Last Updated, and Education.

Page is split for demonstration purposes.
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Job candidates who are receiving unemployment compensation are identified with a

symbol. Job candidates who are enrolled in re-employment services are identified with a

symbol. Job candidates who are veterans are identified with a symbol.

Navigation:
To access resume information, click the objective title. Results display only one resume per
client. To view additional resume objectives access the gap analysis page.

Navigation:
Click the Primary Objective title to display the client’s resume. Additional resumes may be
accessed by clicking the client’s Additional Objective title. To access the 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

Navigation:
You 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 occupational codes or keywords to find related civilian O*NET
occupational classifications. To learn more about the O*NET Occupational 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 allow you to click the Description link to review a full description of
the occupational classification or the Search link to display resumes that match the occupational
classification selection.
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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.
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Job Skills assessed are Reading for Information, Applied Mathematics, and Locating
Information.

Type of Certificate Assessment Levels
Gold Score at least 5 on each assessment.
Silver Score at least 4 on each assessment.
Bronze Score at least 3 on each assessment.

You may search for WorkReady Job Seeker resumes who have earned a gold, silver or bronze
certificate.

Search By WorkKeys® Scores

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.
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You may find job seekers who have completed any or all 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.

Search CareerTech Resumes

Navigation:
You may search for resumes of Job Seekers who have completed a technical or vocational
training program or course. Select the job category and/or campus desired from the drop down
menu. You may select multiple job categories and campuses by holding down the ctrl key.
Select your search parameters.
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Click the Show Candidates button. The resume listing will display. Candidates will be
identified with the symbol.
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Saved Resume Search Profiles

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

You may schedule clients for group activity, view scheduled group activities, or update the status
of the client for group activity.



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

2-277

Recurring Group Activity Admin

Navigation:
You 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.

Select the funding source from the drop down menu and identify the recurring period.
Click the Continue button.



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

2-278

Instructions for Completion:
Field Name Valid Entries

Service Type is required 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 time is required Enter the time the activity is to begin in hours and minutes.
End time is required Enter the time the activity is to end in hours and minutes.
Every is required Select the day interval of time the activity is scheduled from the

drop down menu.
Days is required 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 is required Select the month interval of time the activity is scheduled from

the drop down menu.

Start Date is required Enter the date the group activity is to begin (mm/dd/yyyy).
End Date is required Enter the date the group activity is to end (mm/dd/yyyy).
Maximum Attendance is required Enter the maximum number of clients that can be scheduled for

the group activity.
Click the Continue button.

The complete schedule for the group activity displays from start to end date. If any scheduled
dates for the group activity fall on a holiday or should not otherwise be scheduled uncheck the
box. Click the Continue button.
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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.

Schedule Clients
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You may schedule clients for your group activity by clicking the link under Scheduled 0 of 15.

The Schedule Group Activity page will display.
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Instructions for 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 a time.

Client Casetracker Name of the client casetracker is pre-filled.
Call in Client If you want to notify the client by a call in notice of the scheduled

group activity, answer “Yes”.
Click the Schedule button.

If all 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 a group activity.
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A message will display indicating that the clients have been successfully scheduled.

Click the Continue to Callin button to initiate the call in process.

Select the method of callin from the drop down menu and click the Continue button.
If the method of callin is a letter 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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Click the View to Print button to view the letter to be printed.
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You 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.
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Update Client Status

To update scheduled service status, click the Client Status link 3.

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 Information

Staff may edit their contact information for their staff ServiceLink account.

Self Service Tracker
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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 available in an office. This will be a
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 Service is
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 a range 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 services to 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.

Update All Services Using Number of
Customers Served button.

Leave the numbers for each of the services listed set at
“0” and the count of all services will be updated by the
number entered for the customers served on this date.

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 a total count of customers and services provided.

Reporting

You may access the following reports from the Reporting Desktop.
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Labor Market Reports

JobLink Statistical Reports

Real Time Labor Market (LMI) 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 (LMI) Reports –High Growth and Best Paying
Occupations with a link 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 Manager Reports

Automated Call-In Report

Report 8 – Local Area/WIB

Report 8 – Office

Report 8 – Case Manager

WIA Reports

Management 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 Youth 5 Percent Report (Statewide),
WIA Youth Elements Report (Statewide, Local Area/WIB, and Office).

Performance Reports – Dislocated Worker Quarterly Totals, WIA Annual Report
(Statewide, Local Area/WIB, Office), WIA Quarterly Report (Statewide, Local
Area/WIB, and Office), NEG Project Quarterly Report ( Statewide, Local Area/WIB,
County and Office).

Labor 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 Area/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, Local Area/WIB, Office).

Veterans 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.

Management Reports – Job Service Exit Warning, Recently Exited, and No
Participation ( Statewide, Local Area/WIB, and Office)

EEO Reports

EEO Annual Program by Race and Gender –Statewide
EEO PY Report (Statewide, Local Area/WIB, and County)

Self 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 LocalArea/WIB)
ETP Youth Reports (Statewide and LocalArea/WIB)

Miscellaneous Reports

Client Contact Report – Report of Clients scheduled for contact by office and staff
person.
Security Access Level Report – provides listing of all ServiceLink account users and
their access level and security privileges.
Special Events Report – Report of clients served who were impacted by Hurricane
Katrina and Rita.
Outreach Report – Report of outreach activity by Statewide, Local Area/WIB, and
County.
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Edit Password

You 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.

Self-Referrals
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Navigation:
You may approve or deny client Self-Referrals. Click on the client name to view the client’s
resume. Click the job 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 privileges to be referred.

Click the Approve/Deny link.

Navigation:
The Date to Report is pre-filled with today’s date and may be edited. You may enter the Time to
Report. Click the Approve Referral button to approve the Referral, or click the Deny Referral
button to deny the Referral.

Navigation:
If the job order is in referred, hold, or closed status, a message will display with instructions on
approving or denying the Referral. Referrals to job orders in referred or hold status may be
approved with permission of the Employer. Closed job orders will require you to edit the deny
Referral letter.
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Navigation:
If the job seeker is a non-citizen not eligible to work in the United States, you will get the
following message:

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 there is no
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.

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 already been made and posted to the
job order will see a message that the Referral is a duplicate.

User Lookup

Navigation:
If the client cannot remember their user name or password, enter their SSN or First and Last
Name and click the Search button.

The User name will display. Click the user name link Irishdude5.

The client’s user name and password will display as well as the password question and answer.
You 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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WARN Listings

Navigation:
Staff may access information on WARN and Non-WARN Employer lay off activity by
Company Name, City, ZIP Code, and Local Workforce Area for 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 Search button.

Lay off information for the specific company or a list of companies for the location and time
period selected will display. Click on the company name.

Complete lay off information for the company selected will display for viewing.
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Provider Search
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Service Providers

Navigation:
This page is accessed by clicking the “Service Providers” link.

Instructions for Completion:
Field Name Valid Entries

Business Associations Resources Allows user to search for area business associations.
Child Care and Youth 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 area job placement services.
Financial Resources Allows user to search for area financial 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 area labor 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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Instructions for Completion:
Field Name Valid Entries

Business Association, Child Care and Youth,
Educational, Employment Placement, Financial,
Government, Health Care, Housing, Labor
Organizations, Legal, Professional Organizations,
Social Assistance, and Transportation Resources

Each service can be searched by geographical area.

Geographic Region Select a geographic region to search.
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Instructions for Completion:
Field Name Valid Entries

Resource name Click on the name of the organization to get contact information.
Click the Add New Service Provider button if a new 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.

Instructions for Completion:
Field Name Valid Entries

Service Provider Information Service Provider contact information displays.
View Map View a map of the service provider’s location.
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.
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You 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

Instructions for Completion:
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
menu.

Phone Number Enter the company/organization phone number.
Fax Number Enter the company/organization fax number, if any.
Web Site Address Enter the company/organization 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/organization employees
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Field Name Valid Entries

from the drop down menu.
Provider Description Give a brief description of the services provided by the

company/organization.
Click the Save button. The information 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

Instructions for Completion:
Field Name Valid Entries

Service Provider Record You 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

Purpose:
Provide users with information about workforce training providers.

Navigation:
This page is accessed by clicking the “Training Providers” link.

Instructions for Completion:
Field Name Valid Entries

Training Type Enter the type of training the user is interested 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 is interested in attending from

the drop down menu.
Location Enter the location of school that the user is interested 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 all or part of the program name that the user is interested in

attending.
CIP Code * Enter a CIP code to search by CIP code. * (For Workforce staff only)
Local Area Select a local area to 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 all fields.

* Classification of Instructional Program (CIP)
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Instructions for 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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Instructions for 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.



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

2-306

Navigation:
This page is accessed by clicking the Programs link and then the Program Name link. (See
previous page).

Instructions for Completion:
Field Name Valid Entries

Details Lists contact and basic information for the offered program.
Similar Program In Area Searches for similar programs in 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.
Cost 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.

Instructions for Completion:
Field Name Valid Entries

Youth 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 area in which the provider

resides from the drop down menu.
Click the Search button. (Information will not be
available until provide by the local areas.)


