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1: Overview and Conventions

The Virtual OneStop system is a valuable tool for anyone interested in looking for work, training, or career
exploration. Job seekers, students, employers, and others seeking employment and training support will
find it convenient and helpful. This system is designed to be comfortable for everyone, even the person
who has very little computer experience.

In addition, the system has the capability of allowing OneStop staff to assist individuals and employers
manage their accounts, maintain profiles, and take advantage of the many options offered through Virtual
OneStop.

This guide provides information and steps for using Staff functions. This chapter will:

o Briefly describe the staff functions available in Virtual OneStop
e Describe basic access and navigation in Virtual OneStop
e Describe conventions used (on the web, within Virtual OneStop and in documents)

Note: This chapter assumes no previous knowledge of basic Virtual OneStop, Internet, Web browser, or
standard Windows conventions. If you are already familiar with basic one-stop and workforce
management concepts, or with logging into Web sites and using a Web browser, you may wish to
skip sections in this chapter and refer back to the chapter only when needed.

Overview of Virtual OneStop

For the staff member of a OneStop center, Virtual OneStop provides assistance to employers in posting
jobs and searching for candidates, as well as individuals who desire to create resumes and search for
jobs. A Case Manager or Counselor can help individuals with basic services and track the information.

Individual Services

While individuals can self-register and modify their information, staff members can also provide
individuals with assistance in the following areas:

Registration — Staff can help individuals with creating an account in the system.

Resumes and the Virtual Recruiter — Staff can help individuals with creating a resume in the system
and in establishing a Virtual Recruiter to look for jobs.

Assessment — Assessment Process Summary Information can be recorded for multiple test results,
allowing progress to be tracked for a customer with multiple intensive assessments.

Skills and Interests Analysis — Staff can help individuals define their skill sets, work interests and work
importance, and match the skills to standard O*NET occupation definitions (which helps to match
individual skills to existing jobs).

Appointments and Messaging — Staff can send and view messages from all the cases in their caseload.
This includes appointment and event notifications.

Staff Courses — Staff can take online courses relating to workforce development through the optional
service function with Dynamic Works® Staff Courseware.

Employer Services

While employers can self-register and modify their information, staff members can also provide an
employer with assistance in accessing Virtual OneStop, creating job orders, conducting candidate
searches, and monitoring their accounts.

Virtual OneStop offers staff-assisted support for the following employer services:
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Registration — Staff can help employers with creating an account in the system, setting up a corporate
profile or recruitment profile, and creating contacts.

Job Orders — Staff can help employers create/maintain their job orders and referral information.

Monitoring and modification of employer accounts — Staff can create or modify employer accounts,
and help employers with maintaining accounts, adding service plans, working with Virtual Recruiter, etc.

Reporting of job order activity — Staff can help employers create or run reports on the activity for their
job orders.

Access

This section describes how to get started with logging into Virtual OneStop with Staff access, and the
typical homepage and navigation conventions for moving around in Virtual OneStop.

Note: If you need an account created, see your Virtual OneStop administrator. Although Virtual
OneStop allows employers or individuals to create their own accounts, an administrator must
create staff accounts. You cannot use the Register link to create a staff account.

Logging Into VOS and Staff Services

To get started with Virtual OneStop staff services:
1 Access the Virtual OneStop Web address using your Internet browser.

Note: Depending on the Web page setup, you may need to click on the Virtual OneStop link.
The following figure shows a sample screen.

You can select the language in which the Virtual OneStop main Please select a language:
menu is displayed by choosing an option at the bottom of the & English [:g Espariol
screen before you log in. Normally, you will change the

language (if desired) after you log in as part of changing your settings. This will save the
change and apply it to all screens. See “Settings” under “Using the Virtual OneStop
System Toolbar” in the following topic.

1 Enter your Username and Password, and click Sign in.

Virtual OneStop Staff members should have accounts set up by their System
Administrator. New User and Registration do not apply if you are staff.

Register or sign in here!

Hew or Returning Users
Home If you're a new user, stat here. If you're a
returning user, please sign in with your
usermame and passwaord below:

About this Site

Usemame

l—
Pd=gward
Ea—

Forgot Username and/or Password.

The I-4 Corridor Virtual OneStop &

Lok Canl

Virtual OneStop Welcome Home Page (and Login Screen)

The Services for Staff screen and the Navigation menu display the different staff services that you can
access. The following figure shows an example of those services. Your system may vary, and not every
category shown here may be available in your system.
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State of Indiana’s

Job Matching

Home

My Workspace
My Staff Resources
My Staff Account

Services for Staff
Manage Individuals
Manage Employers
Manage Resumes
Manage Job Orders
Manage Labor Exchange
Manage Activities
Manage Scan Card
Manage Communications

iew Reports

Other Staff Services
Staff Online Resources
Dynamic Works Staff

Courseware

About this Site

Welcome to Staff Services. Please select one of the options below.

Services for Staff

Manage Individuals
Select this option to work with Individual
Cases

Manage Resumes
Select this option to view any Resumes on

the system

Manage Labor Exchange
Select this option to manage lahar

exchange data

Manage Scan Card
Select this option to manage Scan Card
Senices

View Reports
Select this option to view reports

Other Staff Services

Staff Online Resources
Select this option to view online resources
for staff members

Manage Employers
Select this option to work with Employer
Cases

Manage Job Orders
Select this option to work with Job Orders

Referrals, and Placement results against
specified Job Orders

Select this option to work with Activity
toals

Manage Communications
Select this option to view any appointments
or messages you may have

Dynamic Works Staff Courseware

Select this option to access courses to
help assist customers more effectively

Sample Services for Staff page

Working with the Message Alert

If you have new or unread messages, a Message Alert pops up when you log in. Click OK to review the

messages, or Cancel to view the messages at a later time.

Microsoft Internet Explorer

@ You have new or unread messages. Waould you like to view them now?

o]

Cancel |

How to Navigate / Moving Around in Virtual OneStop

The design of Virtual OneStop and its accessibility using standard Web-based conventions lets you
access a wide variety of information and move around easily within the system. The following subtopics
describe some of the navigation, selection, and searching conventions used in Virtual OneStop.
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Navigation Menu and Fly-Outs

Virtual OneStop includes a left Navigation Menu that lets you quickly and easily access any available
services without navigating through multiple screens. Using the Navigation Menu and fly outs, you can
access all of the services that you have access to as a staff member.

The Navigation Menu appears in all versions of Virtual OneStop. Depending on location and options, you
can also select from cascading menus (or fly outs), giving you access to service options.

My Workspace

There are many common resources that you will repeatedly use as a staff member, which are specifically
saved for you (such as your saved messages, appointments, alerts, search lists, correspondence
templates, job skill sets, specific reports, etc.), These can be accessed in “My Workspace”.

Note: The My Appointments and Upcoming Events links that display in My Workspace are your staff

member appointments and events, not those of the
Virtual OneStop Click “Currently Managing”
for folders. Click the name

assisted individual/employer.

“Currently Managing” on Navigation Menu Home for the Case Notes folder.
Once a staff member has selected an individual or employer, Currently Managing
“Currently Managing” displays in the Navigation Menu. FINLEY-SMITH, CARA
Clicking on Currently Managing is a shortcut to the folders/ Assist a new Individual
profiles for the individual. Clicking on the name is a shortcut to the |y workspace
Case Management folder for Case Notes for that individual. My Staff Resources
My Staff Account
Services for Staff Create an Individual
Manage Individuals Assist an Individual {"'}

Backward and Forward Navigation

Use the Virtual OneStop buttons on each screen to save, to continue

forward, or to return back to a previous screen. This will keep you from losing any information you
entered into the system. You can also click links on the bottom of the screen to return to Staff Services or
other areas. See “Using the VOS Toolbar” in the next section.

*

¢ ! 5 Do not use the browser's Back or Forward buttons“ EBack ~ = |~ at , as doing so

may result in the loss of entered data. There may be instances (like returning to a Search page
from the search result) where you want to use this button to keep and modify your original
selections. It is recommended that you do not use the browser’s back button in this way.

You can move up and down a screen by dragging the Scroll Box at the right of the screen. To do this,
click and hold down the left mouse button while moving the mouse. Release the mouse button when you
are at the desired position. You may also click and hold the Scroll Arrow or click within the Scroll Bar.
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Currently Managing Results View: Summary | Detailed
SANDLES, ADAM To sort on any column, click a column title

Assist a new Individual First Last vet| State | croated | Action
Name Name ID

My Workspace

Summary
by STEIF R GSIKDINDO83107  Kim Testing 5918 No 76 08/31/2007 A“t‘.“.f.s @
My Staff Account Pr(l:j“:alﬁfs
Services for Staff Summary
Manage Individuals GSIJIMDANDY Jim Dandy 9999 No 74 08/30/2007 Ag‘i":ﬁés 3 Click and drag
Manage Employers Programs this Scroll Bar to
Manage Resumes Summary move the screen
Mg Job Qe GSIRETTA081307  Refta Two 8888 No 72 08/13/2007 A“t,“',‘?,s Ll up and down.
Manage Labor Exchange P:fjl\?&:ﬁwss —or —
Manage Activities = Use Page Down
umma
Manage Case Assignment W button
- GSITLFYOUTH0813 Tammy ‘Youngster 2452 No 71 08/13/2007 — | —or—
Manage Communications - Activities
Manage Follow-Up and Programs Use the cursor
Surveys Summary (arrow) buttons.
Manage Providers GSITLFYOUTHO811 Tammy  Youth 4354 No 70 08/11/2007 AS?T'S; < O
View Reports Programs
Other Staff Services Save
Staff Online Resources L
X SEARCH CRITERIA: Usemname begins with gsi

Dynamic Works Staff
Courseware

Enter page number m Records per page 5 he m
Quick Menu
Job Search

Viewing page 7 of 11
Resume Builder

My Resources \J]J __J.>

My Individual Profile

VOS Navigation Elements

Hot Links (Moving quickly from one page to another, connected page)

The Virtual OneStop system recognizes the Internet convention for “hot links” or “hyperlinks.” Whenever
you see a word or phrase that is underlined, clicking on that word or phrase will take you directly to the
referenced document. In the example shown above, clicking on “gsijimdandy” under the User Name
column would load the User Profile page for that user.

Using the Virtual OneStop System Toolbar (Changing Settings)

The Virtual OneStop system toolbar appears at the bottom of every screen. It displays key words that are
links to the locations described below. Staff Account and Reference only display for Staff users.

[ Hore | Services | Settings | Staff Account | Beference | Lngh[]ff]

Home — Returns to the Home page.
Services — Returns to the Staff Services directory.

Settings — Opens a separate window from which you can change your Virtual OneStop default settings
for display screens in the system, as shown in the following figure.
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For help click the question mark next to each section.
Themes: (7]

@ Web Theme - for users with average speed internatfintranet access
O Text Theme - for users who want maximum perfarmance
O Screen Reader Theme - for users wha are visually impaired

Languages: (7]
(& English - if you want to view this site's content in English
(%Espal‘iul - 5i usted desea ver el contenido de este sitio en Espafiol

Navigation Menus: (7]

() Enable Flyouts - turn an flyout menus in the left navigation bar (Intemet Explarer 5.5 or higher)
O Disable Flyouts - turn off flyout menus in the left navigation bar (far users with slow connections)

Save Changes Close Window

VOS Settings Selection Window

Staff Account — Presents a profile, as shown in the following screenshot, from which you can view the
Name, Address, Contact, and User Information for the staff member logged into the system.

User Information

Username: G5I5AD
* Password: -
* Confirrn Password: |“""*"‘*

Name Information

* First Mame: |State

* Last Marne: IAdmin

Middle I

Address Information

Agency: IGeographic Solutions, Inc.
Address 1: |

Address 2 |

City: IF'aIm Harbaor

State: IFL
Zip: |34683

Contact Information

Prirary Phone: | ] ]

Alternate Phone: | | |

Fax ——

Email: Ipmt@hotmail.com

Update Account K

Staff User Profile
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« Fill in the correct information in the text boxes
e Click the Update Account button.

A screen displays to inform you that the new information was saved, and returns you to the
Directory of Services.

Reference — Opens a screen for access to Virtual OneStop Quick Reference Cards (in HTML or PDF
format) available for viewing or printing.

Note: An Individual or Employer can also access their specific Quick Reference cards by selecting

Assistance Center » Quick Reference Cards.

Log Off — Logs you out of Virtual OneStop and
closes your browser screen, or allows you to start
over. .

‘fou have logged off the system.

Your session has timed out.

‘fou have attempted to access this site without starting at the beginning

* Your browser is not accepting cookies. Check your browser preferences and make sure
cookies are enabled.

[ Click here to stanﬁver |

How to Change Screen Views in Virtual OneStop

As mentioned previously, the Settings link in the toolbar at the bottom of every screen opens options that
let you control how the screen will display for you in Virtual OneStop. These settings are:

Graphics and Text Display
Use one of the following graphic themes to view Virtual OneStop screens.

Welcome to Career Services. Here you can research specific occupations, learn|
about what career best suits you and also explore the current job market where

you want to work. Please select a Service from one of the options below.

Welcome to Career Services. Here you can research specific occupations, le
about what career best suits you and also explore the current job market whd

you want to work. Please select a Service from one of the options below.

Career Tips - VWiew a guide to the steps you should take to follow th
selecting the ideal career or occupation

Career Tips - View a guide to the steps you should take to follow the path of selectin
career or accupation.
Career Explorer - If you do not have a specific career in mind, selec

to learn what career or type of job best suits you as well as areas fi
might want to receive more training and education

Career Inforrmer - If you have a career in mind, select this option to t
specific occupation and display information on wages, employers a
are available as well as the details of available education and trainin
requirements and the nature of the work involeed.

Job barket Explarer - Choose a career or occupation by analyzing -
labor market trends where you want to work, including wages, empl

projections and educational reguiremeants

Web Theme uses a light-graphics display. It
shows the different services offered. Click the
service title to choose a service. Use this
display option when you are working with the
system over a dial-up or other average speed
Internet connection.

Career Explarer - If you do not have a specific career in rind, select this option to le:
of type or job best suits you as well as areas for which you might want to receive mc
education.

Career Informer - f you have a career in mind, select this option to highlight a specifs
and display information on wages, employers and jobs that are available as well as 1l
available education and training, the job requirements and the nature of the work invo

Job Market Explorer - Choose a career or occupation by analyzing the current labaor
where you want to work, including wages, employment projections and educational r

Text Theme uses a text display without
graphics. This theme is for those who prefer
no graphics or have a slower Internet
connection.
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Visually Impaired Display

Geographic Solutions offers an optional system that is designed for visually impaired or low vision users.
The screen presents words that are larger and easier to see. Text is read to the user through screen
reader software. Graphics are not used in this version. Depending on your system and the available
hardware and software, this option may or may not be available. It is referred to as JAWS (Job Action
With Speech option for Windows).

Language Display

Depending on your system, screen displays may be offered in a Spanish version. This version includes all
of the same services as the English version, but its Spanish language interface makes the system equally
accessible to Spanish-speaking users.

Bienvenidos a los Servicios del Personal. Por faver, déjeme saber como lo puedo

Viftual onestop ayudar, seleccionando una de las siguientes opciones.

Servicios del Personal
Pagina Principal

Manejar Individuos Manejar empleadores
My Workspace Seleccione ista apcisn para trabajar con Seleccione ista opcisn para trabajar con
. casos de Individuos. casos de empleadores.
Mis Recursos de Personal
Mi Cuenta de Personal
L Manejar Resumis Manejar Srdenes de Emplea
Servicios del Personal - - . . - - - .
Seleccione ista opeisn para revisar Seleccione ista opoisn para trabajar con
Manejar Individuos cualgquier Resumi en el sisterma. Srdenes de Empleo, Referencias, y
Manejar empleadaores Resultados de Colocacisn de especrificas

Manejar Resumis Srdenes de Empleo.

Manejar Srdenes de Empleo

Manejar Mercado Laboral Manejar Mercado Lahoral Mangjar Actividades
Manejar Actividades Seleccione ista opcisn para manejar datos Seleccione ésta opcion para trabajar con
) ” : del mercado laboral. herramientas para Actividades.
Asignacidn de Manejo de
Casos
Manejar Perfiles . . . .
) o Asighacion de Manejo de Casos Manejar Perfiles
FIEmEDEF CEmURIEREIEmas Seleccione ésta opcidn para manejar Seleccione ista opcisn para trabajar con
Manejo de Seguimienta ¥ Asignacion de Casos. instrumentos para manejar perfiles.

Encuestas

Spanish-Language Version (Partial Services for Staff Menu)

Enable / Disable Flyouts
Click on the radio button to turn the flyout menus (from the left navigation bar) on or off.

Conventions

Virtual OneStop Specific Conventions

Virtual OneStop follows some specific conventions when displaying Search and Search Results screens,
screen groups and areas on web pages, and online help. These conventions are briefly described in the
following topics.
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Virtual OneStop Screens & Web Browser Requirements

Virtual OneStop is designed to run with the latest versions of Microsoft Internet Explorer. If you are using
an older version of Internet Explorer or different browser, or if your browser does not use its default settings,
your screen may look slightly different from examples shown in this guide. The screens are designed to a
width for a resolution of 800-by-600 pixels. If you open your browser to the full screen, with a larger
resolution, you will have white space on the right of your browser window, but you will be able to see farther
down the screen without scrolling. If your screen is set at a larger or smaller lettering size, the words will
take up more or less space.

724 I-4 Corridor - Home Page - Microsoft Internet Explorer —1o] %]
Fle Edt | View Favortes Toos Help ‘
daBack - Toobars Vhich [aiFavortes ivedia % | By S B 2] A& Links >

v Status Bar =
Exple B » . .
Virtual R, As your screen resolution increa-
Go T » . .
o e ses, the white space at the right
Refresh et

increases, the text gets smaller,
bu are currently signed in to 14 Corridor. If you and the amount yOU can see
without scrolling increases.

Smaller New or Returning —--.c
Smallest

Home
Largest

Services Encoding Larger

Manage In  Source

Manage En  Privacy Report...

Full Screen Fil If you're a new user, start here. If you're a
returning user, please sign in with your
username and password below:

Manage Re
Manage Job Orders
Manage Labor Exchange

Manage Communications

Username
Manage Profiling
View Reports Password
Manage Fallow-Up and
surveys d
Manage Fund Tracking
Manual Scan Services Job Seckers
Dynamic Works Staff The I-4 Cor.idor Virtual OneStop & Get help selecting a new career, finding a new
Courseware Wel Jjob, and locating suitable education or
gicome training.
About this Site
One-Stop Expiess' Career Center Opens + Eind a Job * i and
Driven by strong dormand for job placement Iraining

services, Workforce Centes! Elasida bos,
ppened s fret expiees’ VOS is designed to work well with
areer Centers in Orzng
most web-browser defaults.
Unemployed? Make 1t
Work for You N . ) .
The last ting that many. Consider adjusting your resolution or  2*

wiant to deal with is incar

vaxes is not = good ides, 1 €XU Size if you have any trouble
surprised that unemploy viewing the VOS screens.

benefits are taxable

=

ce

» Find a Candidate  Lahor Market
Information

Analysts and Researchers
4

Selects medium font size

Note: Screen data displayed in this guide does not depict actual data—some data in the manual has
been modified to protect privacy. Displayed screens are based on Geographic Solutions’ Base
Virtual OneStop system configuration and may not always match your screens.

Entering Information

The following are some standard data entry tips for window and web screens throughout the Virtual
OneStop system:

Themes:

Tab key You can use the Tab key to move between fields. Tab moves you forward to the next
field and Shift + Tab moves you backward to the previous field.

Date Format Enter dates in the format, MM/DD/YYYY, unless otherwise specified (e.qg.,

04/15/2005).

[T Check box Click the box to check it. To remove a check, click the box again. You can usually
check more than one box in response to a question.

¥ Yag 1 PNo Click a button (circle) to select it. Only one radio button can be selected in a group
Radio button (when you select any one, the others are unselected).
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Searches and Search Results

Many functions within VOS will require you to enter search parameters, and then select from the search
results. The examples shown below indicate some conventions used in all VOS search screens.

| General | Location | Additional Characteristics | Employment | Yeteran | Public Assistance | Special I
Program | Assessments | Skills | Staff . . .
] The last 5 assisted individuals are shown as quick access

links. Recent individual searches may also be saved in
My Lists. This is also true for Employer searches.

= You have 3 saved Individual item{s) in My Search Lists

= Here are the & most recent individuals you assisted: Cara Ann Smith (CARA), Davey Montooth
(GSIDLMOZ), Sean Clark (SEANCLARK), John Dos (GSWOOET), Ellie Flink (EFLIMK)

For many text-entry fields, you can...

General Criteria » Complete just one box
First Name: » Use capital or lowercase letters
Last Mame smi

» Type part of a person’s name (like

Individual User Name |:| “sm” to find the last names Smith,
Smalley, etc.)
SSN (full numbery [ | Example: 999999999

SSN (last 4 digits):

Telephone Number | ] Use several fields for a complex

search, such as “first letter of the

Scan Card ID: |:| first name, the first two letters of the

State 1D Numbar last name, and the ZIP Code”.

Ermail Address:

Resume Available: |N0ne Selected V‘

Individual Registered within: l:l days To assist a specific Individual, click on a link in the Action column below.

The Results view can toggle
between Summary and Detail view
for the rows of results for Individual

Results View. Summary | Detailed
Ta sart on any column, click a column title and Employer results.

Summary.
You can click on any column heading DEMOREG Jane Sinith 0704 No 1213 05M9/2006 Aﬁ?v‘ifiis O
and resort the search results by the Programs
data in that column. You can click

again to reverse the sort.

[ Top | Bottarn ]

Sumrmary
Motes
Activities o
Erograrms
Sumrmary
Motes
Activities o
Erograrms
Sumrmary
JOHM John Smith 5428 Mo 349 05/07/2004 gty [F]
Activities
Erograrns
Sumrmary
GEJOHNADULT - John Smith 1234 Mo 1095 11042005 pites) [F]
Activities

T| pS Erograrns

GEITESTYOUTH  Joe Smith 6262 Mo 1518 01/03:2007

GEITESTTEST22Z joe smith 6225 Mo 1666 05/04:2007

C
o
=
]

For a large results list, you can:

c
1

) iCH CRITERLIA: Last name begins with smi
» Enter a page # and click Go to

move to that page in the list. Enter page number. Iilﬂ Recards per page: ﬂ

» Choose a different # of results to
display per page and click Go to Viewing page 2 of 3
refresh the screen.
Qg

| Change search criteria ]

» Use the arrows to move through
the different pages of the list.

|
Search and Search Results Screens (for Individual)
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_;@{ When you cursor over a name in the 1st column, it is highlighted. Clicking on it will open the
record (e.g., in the screen above, it will open the case for that individual in the list).

If the search finds nothing, a screen still displays a list of the “Criteria” used in the search.

Page Sections and Online Help

Many of the screens, or web pages, within Virtual OneStop are visually separated into sections by a gray
horizontal bar with a title identifying that portion of the screen and the fields within it.

Individual Information

*

Date of Birth:

Age:

# Gender:

# Have you registered
with the Selective
Serice?

Do you have a
substantial disability?

# Citizenship:

Education Information

# Your Highest Education

Level Achieved:

# Are You
Attending
Schoal?

Employment Information

*

# Type of business worked in:

# Are you currently looking for

work?

# Are you receiving Unemployment

Insurance?

Current Employment Status:

Exarple WEFDD YT

Ol am a Male
Ol am a Female

Mone Selected o

Click here to register for Selective Service.

rYes, | have a substantial disahility.
CMo, | do not have a substantial disability.
O Mot specified gseana)

MNone Selectad e

MNaone Selected

Mone Selected

Mone Selected A4
Mone Selected A

O es, | am currently loaking far work.
O Mo, | am nat currently laoking for work.

Mone Selected N

7

! Page Sections

Online Help Buttons
display separate Help
windows.

7\  n
mployment Information

Some of the fields described in this help text may not be shown, due to vour
yster's configuration.

lease select your Current Employment Status from the drop down menu. For
urrent Employment Status, your options include:

Working Full Time - You are currently employed at & job where you
wotk at least 32 hours per week

Working Part Time - You are currently employed in a job where you
wotk less than 32 hours per week.

Not Working - You are currently unemployed, but you have been
employed in the past.

Never Worked - You have never been employed for pay.

Other - Select this option if you are working s a contractar, or a

temporary employee.

Have you worked on a farm or as a migrant'migrant food processor at least
25 days in the past 12 months? A migrant farm worker is 2 seasonal
farmnrker whin has tn trawel th dn the farm wnrk sn that they are inahle tn

Most page section bars have the online help icon,a, at the right edge. Clicking on this icon will display
help related to that section. This usually includes field definitions or information to help understand what
is displayed or being asked for in that area of the screen. Any descriptions or definitions of fields within
this guide will be indicated by a similar icon and heading bar (see the following topic).
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Overview and Conventions

Document Conventions
Some document conventions that will be used in this guide are briefly described below.

Notes,

Tips, and Cautions

The following graphic indicators will be used when separate information is called out as a note, a tip, or a

caution.
Note:

U
&
o

A note will be used to identify information that is not a required part of steps or procedures, but is
useful information worth noting separately.

A tip icon will be used to identify any tips that are not required information but can help make
using the system easier.

A caution icon will be used to note any action that could cause you to lose data or cause
problems with the system.

A “Help” icon will be used to supply short definitions or data on an entry field (or group of fields)
on a screen. This will normally be displayed after steps or procedures related to those fields, and
will look similar to the online help that can be viewed by clicking the Help icon on the right of the
bar on the screen.

For example, a step in the document with a field definition might be:

Step 1 Identify your Ethnic Origin using the radio buttons and check boxes.

Ethnic Origin ﬂ

Both fields in this screen group are required.

e Are you Hispanic or Latino? Choose "Yes" or "No." If you do not wish to answer this
guestion, select "Information Not Provided."

e Race - Check each box that applies. You may check as many boxes as necessary.
African American/Black: A person having origins in any of the black racial groups of
Africa.

American Indian/Alaskan Native: A person having origins in any of the original peoples
of North America and South America, and who maintains cultural identification through
tribal affiliation or community recognition.
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2. Quick-View of Common Virtual
OneStop Search Tools

Many of the VOS tools and related tasks are regularly performed at different points in providing services.
(For example, using maps to select or “drill down” to a specific geographic area occurs through out the
system — when looking for jobs, finding candidates for a job, researching an occupation, etc.)

This chapter describes some commonly used functions in VOS. When those functions are indicated later
in this guide, the guide will refer to this section for details on using the specific task or tool.

Selecting Geography — picking a search area

Virtual OneStop contains geographic area maps that are used throughout the system to select areas or
regions you want to search within for various services. You may be prompted to select a search area for
a job, for a training location, for possible job candidates, or for researching labor market information.

To select an area (starting with map icons):
1 Click the map icon (or the link beside/below it) to select an area.

Please select an option below to indicate where you would like to work.

Virtual OneStop

-~ ) —)
\ Anywhers in - Anywhere in A Workforce
T 1.‘_ Florida {or out . theld 2 Investment
If you choose the ‘Anywhere S of State N Lormidor \J Areg i ?
in the State’ link, you will not - -
see additional maps (skip
the next step). — ——) e
AESIST A new [naIviaua M - E — Within a
4 Metropolitan J2he ) A Count f \ dius of a 7i
\ Aren ¥\ ounty [ f | | tadiusofszig
My Workspace W) J \ M ! code
My Staff Resources -7 - ~—k
My Staff Account
Services for Staff A Citw in the (lin tﬁ 7 t);]persﬁof rg_ap;areaNdrtlll |
Manage Individuals State of own icons may dispiay. Wota
Florida will show for each area selection
Manage Employers screen (for example, the
Manage Resumes Background Wizard only
Manage Job Orders displays state and county maps
for desired work location).
1M Labor Exch ) .
anage ta _D_r_ Fenangs [ ¥our Current Desired Work Location(s) |
Manage Activities ~
< ?

Geographic Area Selection Map Screen

Based on the icon you select to drill down, another map selection screen will display the types of areas
you selected. (The following figure represents Workforce Investment Areas.)
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2 Click on an area on the map to select it.
—OR—
Select from the choices on the drop-down list and click the Continue button.

|H\\I9b0mugh County Workforce Board j

Flagler / Volusia

-5 /'J
Geographic Area Selection Drill-Down Screen
The next screen in your search will display using the identified location as the starting search
criteria. From this point, you will continue your search.

For example: For a Job Search, the Quick Search Criteria screen displays with the area that you
are searching within selected.

Quick Search (7]
You rmay enter any combination of search crteria below. When you have completed entering your
search criteria information, click the Search buttan

Search Criteria

Location: Pinellas County
[ Select a new location |

Keywords (e.g. Accountant): |
[ Keyward Search Options |

Standard Keyword Search (9]
[#] Jab Title [¥] Jab Deseription

Advanced Keyword Search (9]
O 0ceupation Title O 0ccupation Descrintion

[CILay Job Title (Cammon or Altermate Jab Titles)

Cceupation Group: [ Any Group v
[ Select a specific occupation ]

Minirnum Acceptable Salary: |Any Salary b

Soree:

Jobs Pasted Within

[ Reset Criteria |

[ Search |

Quick Search Criteria screen

When you search for a job, the location you pick becomes the default location for later job
searches. Once you have registered and created a Background folder, the geography specified
in your Background is the default location.

V9.1 R3 — 05/2008 14 Virtual OneStop - Staff Services User Guide



¢

Quick-View of Common Virtual OneStop Search Tools

Selecting an Occupation

There are several points in Virtual OneStop where the user may need to identify an occupation, including
creating employment history, searching for jobs in a specific occupation, searching for a specific candidate
with occupational experience, or searching occupational information for individual user assistance.
Following are steps for using the Occupation Selection link and search options to identify the occupation.

To select and record an occupational title:

e Select the Select an Occupation link from a main screen or fly-out
(e.g., Career Services » Career Informer).

The Occupation Selection screen displays four controls as options for identifying and selecting an
occupation. Use one of the options to find and select an occupational title.

2 - Select from a list of previously
chosen occupations.

Please choose a specific occupation by selecting one of the options below.

Click this link to access a list of military
occupations. For details, see the “Select

Military Occupation” topic that follows.

%5 Click military transition if you are a veteran and wish to enter your military occupation.

Option 1 - Search for an Occupation by Keyword

Type a job title or occupational keywords in the box-and click the Search button

| seerch |

Option 2 - Select a Previously Chosen Occupati

Click on a title in this list of the most recent occupations you've selected and then click the Continue

Computer Programmers
Electrical Engineers

button

Option 3 - Select a New Occupation

Please make a selection from the occupational group pull down list below and then choose an

1 - Type an occupation keyword.

@

3 - Select an occupational
group from the drop-down
list. Then, select an

occupation in the detailed list and click the Continue button. OCCUpatiOH title from the

detailed occupation list

Occupational Group displayed.

All Occupations

Detailed Occupation List

Adjustment Clerks

Option 4 - Search for an Occupation by ONET Code o
Enter a partial or complete ONET code in the box and click the Search button 4 — Type in the partial

or complete O*NET
code if it is known.

Code example: 13-2011.01

Occupation Select Screen

Using Keyword Searches (Option 1)

To perform a keyword search:

1 Enter the occupational keyword (or partial word) you want to search for in the Keyword text box.

V9.1 R3 - 05/2008
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" Quick-View of Common Virtual OneStop Search Tools

2 Click the Search button.

A screen displays occupations that contain the keyword (or letters) in the O*NET title, general
occupation title, or occupation description.

3 Click the appropriate occupation title to select it.

Selecting a Previously Chosen Occupation (Option 2)

To select a previously saved occupation:

1 Click on a title from the list.
2 Click the Continue button. The occupation will display on the main screen.

Selecting a New Occupation by Group (Option 3)

To select a new occupation by group:
1 Click a title from the group list.
2 Click the Continue button.
The system will display a “Detailed Occupation List”.
3 Select atitle from the Detailed Occupation List that displays, and click Continue.

The occupation will display on the main screen.

Selecting an Occupation by O*NET Code (Option 4)

Virtual OneStop lets you search for a desired occupation by O*NET Code. You can type in the entire
O*NET code, or enter and search on a partial O*NET code.

To search for O*NET code by entering a partial code:
1 Type in the partial O*NET Code and click Search.

The system will display a “Detailed Occupation List”.

Option 4 - Search for an Occupation by ONET Code q
Enter a partial or complete ONET code in the box and click the Search button
|13— Option 4 - Search for an Occupation by ONET Code [7]
Code example; 13-2011.01 Enter a partial or cornplete ONET code in the box and click the Search button
Code example: 13-2011.01

Please choose a specific occupation | Search

Option 1 - Select a New Occupation 0

Please choose a occupation in the detailed list and click the Continue button.

Detailed Occupation List

Accountants

Agents and Business Managers of Artists, Performers, and Athletes
Appraisers, Real Estate

Assessors

Auditors LI

[ Change search criteria |

Select another Career Service

[ Home | Services | Settings | Feedback | Log Off |

O*NET Code Search and Detailed Occupation Selection Screen
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2 Select atitle from the Detailed Occupation List that displays, and click Continue.

The occupation will display on the main screen.

Selecting a Military Occupation

Users may now use a protocol similar to the “Select a Specific Occupation” link that enables them to
select military occupations. The user will identify a military code for a military job and “drill-down” until
they can cross-reference it to an O*NET-defined civilian occupation and continue searching with the
associated skills and information (see the following figure).

Option 1 - Search for a Military Oceupation by Keyword [7] |
Type a military job Githe or keywards in the box and click the Search button
jeomouted The military search
[ Searcn | narrows down the military
W )
Option 2 - Search for a Military Occupation by Branch of Secvice occupation...
Blease choose a midary branch in the detailed bt and chck the Contim I
Branch of Service
Selected Keyword - computer

At Enlisted

A Commissioned Officer i .

ey - Enkistod Select a Military Occupation

Aamy - Warrang Officer Please make a selection from the military occupation list below and click the Continue button.

Military Occupation
Optlon 3 . Select a Milltary Decupation Code y p— N “Erlisted - 7958~
Enter 3 complete MOC code in the box and chick the Search button|

> ormput ns - Air Force - Commissioned Oficer -
ADP Plans Officer - Nawy - Commissioned Officer - 3720
ADP Plans Officer - Navy - Warrant Officer - 9720

ADP Programs Officer - Mawy - Warrant Officer - 5710 v

@
Selected Military Occupation - Acquisition Manager, Computer Systerms - Air Force -

Commissioned Officer - BE3A3A

Code sxample. 960

Select a New Occupation
Please make a selection from the civilian occupation list below and click the Continue buttan.

Civilian Occupation

... until you can identify a general
civilian occupation (O*Net code),
and continue the search with that

M code.

Select a Military Occupation Screen

There are various places within the system where users may select military occupation codes, including:
e Post a Job (for staff and employers)
e Candidate Resume Search (for staff and employers)
e Education Services (for staff, individuals, and employers)
e Labor Market Services (for staff, individuals, and employers)
e Job Search (for staff and individuals)
e Search for O*NET Code (for staff, individuals, and employers)
e Resume Builder and Background Wizard (for staff and individuals)
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Keyword Searches

Using a “keyword” is an option at many points in Virtual OneStop Search tools. You may want to use a
“keyword” in searches to identify an occupation, to search for a job, to identify an employer, etc. Using
the “keyword” search can give you additional flexibility in finding all the entries you want.

For example, the following steps indicate a Keyword search for Occupation. You can enter “child” for a
keyword search for all occupations that include childcare. The keyword search is also useful if you want
to search for a keyword or phrase that is not necessarily part of an occupation title. If you want to find
occupations that include a Certified Nursing Aide (CNA) credential, searching for the keyword “CNA” will
list occupations that include this in the general description.

To perform a keyword search:
1 Enter the keyword you want to search for (in the Keyword text box).
2 Click the Search button.
A screen displays results (e.g., occupations that match the keyword).

3 Click the appropriate link or control to select from the results screen
(e.g., click an occupation title to go details for the occupation).

Option 1 - Search for an Occupation by Keyword [7]
Type @ job title or occupational keywords in the box and click the Search button

CMA

Select a New Occupation

m Here is a list of occupations that matched your keywaord search. Occupations are ranked based on
hiow well they matched the keyword, The table below also indicates whether the keyword was found in
the title, job titles, or description of each occupation

You may click on the matched indicator in the Job Titles and Occupation Description columns to view
the corresponding matches. To find information about an occupation, click on its title.

Type an keyword and click

Search. . Occupation Joh Occupation
Occupation Title Titles Description
v

100% Home Health Aides

Netwaork and Camputer Systems
The keyword (CNA) may have been matched to Adrministrators

“lay” job titles for an occupation, not the formal | iR S e £l i)
O*NET titles or the descriptions for the occupation. | Cammunications Analysts

100% Mursing Aides, Orderlies, and Attendants

100% Personal and Home Care Aides

L8 & s

100% Psychiatric Aides

Clicking an occupation [ Change search crileria |
displays information about
related occupations.

Select another Career Service

Keyword Search (for an Occupation)
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Spell checking Large Text Fields

Often, when Virtual OneStop requires text entry in a field that may be a large, free-form text field, there
will be a link on the screen for performing a spell check.

* Job Description:

[ Insert occupational description | or create a specific job description.

= Format + Font | Arial v | Size ©

fB 7 UZ cElES|E|EHl- >0

Analyze statistical data, such as [0, accident, sickness, disability, and retirernent rates and
canstruct probability tables to forecast risk and liability for payment of future benefits. May
ascertain premium rates required and cash reserves necessary to ensure payment of future
henefits.

[ Spell Chepk | Remove All Formatting |

To perform a Spell check on a large tech-entry field:
1 Click on the Spell Check link (as shown above for a Job Description text area).
A screen displays to walk you through each misspelling (shown in red), and display an area to
edit the change, as and a list of suggested changes).

2 Edit the correct spelling in the correction box for each misspelled word,
_Or_
Click on the correct spelling from the Suggestions list.

3 Then click Change. (You can also double-click on the suggested word.)

When the spell check is completed, that is indicated (in green text).
4  Click OK when you are done with all spelling corrections, to save the changes.

You are returned to the original screen with the corrections made.

Mot in dictionary:

Analyze statistical data, such as mortlity, accident, sickness, Spell check complete. Click 0K to apply changes.

disability, and retirement rates and construct probability tables ko

forecast risk and libility for payment of future benefits, Tgnore Al
Change to:

Change to:
moralty
ions: o] ing N .

SRS Look up meanin Change Al Suggestions: Look up meaning

Fortuity ™

0K | Cancal | [ OK ,\g [ Cancel |
b
&] Done S % mntermet |21 pore S @ mremet

Spell checking Screen

Virtual OneStop - Staff Services User Guide

[N
(]

V9.1 R3 - 05/2008



¢

Quick-View of Common Virtual OneStop Search Tools

Finding an Employer

At several points in Virtual OneStop, a user may want to or need to find an employer (e.g., searching for
an employer as part of research, to add to the Employer tab of a Search History profile). Following are
steps for finding an employer through a simple or an advanced search.

To search for an employer:

1

To change the
geographic search

area, click here. Search Criteria
Lacation: [ Change | Pasco County

Click the Employers link on the Job Seeker Services menu (or select it from the fly-out).

A geographic selection screen displays.
Select the geographic area you want to search within.

The Employer Search screen displays Quick Search fields and an Advanced Search option.
How would you like to search for employers?

Search by employer name,

For help click the question mark rext keyword (e.g. bank) or use

Option 1 - Quick Search the industry drop down list
lick the Search button in this section after you have selected your options and/or select company size.

Keywords (e.g. Microsoft), & Equals O Contains
Search for keywords in: ® Business Name O Business Descriptish O Both

Industry Title: [ Change ] | Computer Systems Design Senices hd
Employer Size Range: Fram: | 1 ¥ | To: | Al including unknown | Emplayees

[ Eeset Criteria |

Tl

Option 2 - Advanced Search @ | See the Option 2
Click the Search button in this section to fine tune your employer search criteria. description for
the Advanced

Search options.

Employer Search Screen

Option 1 — Employer Quick Search:

1
2

Enter one or more words in the Keyword text box (if you want to search by keywords).

Select an industry from the Industry Title drop-down list (if you want to limit the search to and
industry).

Note: You can search with keywords and an industry entry. E.g., “child care” may result in
hundreds of resulting employers, but “child care” plus “Child and Youth Services” as an
industry may result in less than ten employers.

Note: Quick Search Fields are described at the end of this option.

Select a From and To value for the size of employer (or leave the default on no size limitation).
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Quick-View of Common Virtual OneStop Search Tools

Click the Search button.
A screen displays employers that match the quick search criteria (as shown in the sample below).

Here are the 21 employers selected for US Industry (b digit) Computer Systems
Design Services in Pasco County. Click a company's name in the list below to see

details about that company, including a map of its location (if available).

To sort on any column, click a column title.
Company Name Partial Address mm
ACCESS ENGINEERING & Users may opt to
7TH 5T ZEPHYRHILLS FL . .
CNSLTNG 4 display and print
ADVANCE DIGITAL SOLUTIONS  JACOE WWAY ODESSA FL a map directly
from the employer
ALPHA PUBLISHING IMC GRAMD BLYD HOLIDAY FL O results screen.
COATES COMPUTER SOLUTION COMGRESS ST #3 PORT RICHEY FL
COMPASE BUSINESS BRUCE B DOWNS BLVD # WESLEY FL 0O
SOLUTIONS 343 CHAPEL
,Map all selected e%ployers
Enter page number: m Records per page: |5 ¥ m
Wiewing page 1 of &
([T 2
Selected employee size @rge. 1-ALL
Employer Search Results
Quick Search Fields (7]
Location

This field is filled in automatically by the system based upon information that you selected
previously. You can select a different Location in which to search for an employer by clicking
the Change link.

Keywords

Enter a keyword of at least 3 letters that you think would be found in the name of the employer,
or the description of the type of business. For example, car would find employers with the letters
car in their name (e.g. CarMax, Carpet Kingdom, Oscar Meyer), as well as employers with car in
their description (e.g. "cartoon drawing" or "scar removal". You can search with keywords and
an industry entry. E.g., “child care” may result in hundreds of resulting employers, but “child
care” plus “Child and Youth Services” as an industry may result in less than ten employers.

Industry Title

This field is pre-filled with the industry that you previously selected. If you would like to change
this selection, use the drop-down menu to choose All Industries, or click the Change link to
access an industry search page. The titles listed are taken from the U.S. government’s North
American Industry Classification System (NAICS), which was developed in order to classify all
businesses by the types of products or services they make available. Companies engaged in the
same activity, whatever their size or type of ownership, are assigned the same NAICS code.

This drop-down menu can show three levels of Industry codes, depending on the system
setting. NAICS codes are six-digit numbers; the system will populate this list with either four-,
five-, or six-number NAICS codes. The greater the amount of numbers (other than zero) in a
NAICS code, the more specific the reference to Industry.
For example:
e 513300 - Industry Group - Telecommunications
0 513320 - Industry - Wireless telecommunications carriers, except satellite
= 513321 - Industry Title - Paging

V9.1 R3 - 05/2008

21 Virtual OneStop - Staff Services User Guide



¢

Quick-View of Common Virtual OneStop Search Tools

Employer Size Range

To find an employer by number of workers, specify a range using the From and To fields. The
number you select in the From field must be smaller than the number you select in the To field.

Reset Criteria — Click to clear all of the criteria fields except for Location.

Option 2 — Employer Advanced Search:
1 Click the Continue button (under Option 2 — Advanced Search heading).
The Employer Search screen displays with the additional Advanced Search fields.

How would you like to search for employers?

For help click the question mark next to each section.
Advanced Search

Click the Search button in this section after you have selected your options.
Search Criteria

Location: [ Change ] Tampa-5t. Petersburg-Clearwater MSA
Keywords (e.g. Microsofth @ Equals O Containg |child care

Search for keywards in: O Business Mame ) Business Description & Both
Industry Title: [ Change | All Industries v
Employer Sales Yolume §: : | Tao: | Allincluding unknown

Sector Entities:

Employer Size Range: Fram: |1 - Tao: | All including unknown % Employees

| Reset Criteria |

Employer Search Screen (Advanced Search)

2 Enter keywords, Industry Title, and/or Employer Size Range as indicated in the Quick Search
option described previously.

3 Further limit the search by selecting from the additional controls for:

¢ Employer Sales Volume (i.e., a dollar range for employer’s sales)
¢ Sector of industry (e.g., State, Municipal, Private)
4  Click the Search button.

A screen displays employers that match the advanced search criteria.

Advanced Search Fields 7]
Fields that are also in Quick Search are defined in the previous description for Option 1.

Location

This is filled in automatically based on location that you selected previously. You can select a
different Location in which to search by clicking the Change link.

Employer Sales Volume

To find an employer by the company's amount of sales (in dollars), make selections in the
From and To fields to specify a range. The number you select in the From field must be
smaller than the number you select in the To field.

Sector Entries

This drop-down list lets you select the business sector these employers belong to, such as
Private, Federal, State, Municipal.
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Finding a Job

Finding a job is the most commonly used tool in Virtual OneStop. At several points, from different
screens, a user can start a job search (e.g., under Quick Menu on the Navigation Bar, Find Job Openings
or the Registration Confirmation screen). There are three basic options for job searching: Quick Search,
Advanced Search, and Other Job Searches.

Option 1 — Job Quick Search:

To perform a quick search for jobs:

1 Select Quick Menu » Job Search from the Navigation Menu.
— OR —
Click the Find Job Openings link on the Job Seeker Services menu (or from the fly-out).
The Job Search screen displays the Quick Search fields and button for Other Search Screen.

Please choose a method to view the jobs you are interested in the Tampa-St.
Petersburg-Clearwater MSA by selecting one of the search options below.

For help click the question mark next to each section.
Quick Search (7]

You may enter any combination of search criteria below. When you have completed entering your
somestemeeie e fpation, click the Search button

To change the search

area, click here. ia
Location: Tampa-St. Petersburg-Clearwater MSA
[ Select a new location |

Search by keyword (e.g.
clerk), and/or pick from
the occupation group or

Keywords (e.g. Accountant): accountant
[ Keyword Search Options |

Standard Keyword Search (7} other drop-downs list.
[¥]Jab Title [¥]Job Description

Click to expand Search Options if

you want to find keyword even in Advanced Keyword Search e

general occupation title, or [ Occupation Title [ Occupation Description

description, or alternate job titles. ) )
[CJLay Job Title (Common or Alternate Job Titles)

Occupation Graup: Any Group 3
[ Select a specific occupation |

Minimum Acceptable Salary: Any Salary M

Source: Any Source M

Jobs Posted Within: Last 7 days

[ Reset Criteria |

R

If you would like to use our advanced job search which allows for multiple search items to be set,
click here,
See the Option 2 description for

the Advanced Search options.
Other Search Options (7]

Select the Continue button in this section to view other job search options available.

See the Option 3
description for the
Other Search
options.

[ Change area | Jobs by Emplayer | Search using a Resume | External Search | |

Sample Job Search Screen

2 Click Select a new location if the default is not your desired location.
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The default Location is the one you previously used to search for a job. If none has been
identified, you will need to select an area first.

3 Enter one or more words in the Keyword text box (if you want to search by keywords) then
specify in which fields you wish to search:

a. Job Title

b. Job Description

c. Occupation Title

d. Occupation Description

e. Lay (common, alternate) Job Title

4  Select a Minimum Acceptable Salary, Source, and Jobs Posted Within from drop-down lists (or
leave the default of no limitation).

Note: Quick Search Fields are described at the end of this option.
5 Click the Search button.

A screen displays jobs that match the quick search criteria (as shown in the figure below).
From the Search Results screen, you can:

e Click a column heading to sort the list by a specific column

e Click a desired job title link, to view job order details

e Click Change Job Search Criteria to conduct another job search,

e Click External Search to search other Internet job lists

e Click Statewide Search to expand your search area to statewide

e Click Save this Job Search to save the job search — this creates a Virtual Recruiter

/@\ To review this search again, name the job search for future access.
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Quick-View of Common Virtual OneStop Search Tools

If search results exceed the
system maximum, you will
see the option, “To narrow
your search, “click here.”

The Date column displays
the date/time when the job
was posted (or edited),
and lets the user sort jobs
by most recent dates.

For preferred jobs, Date is
when Employer last edited
the job. For spidered jobs,
Date is the one listed with
the job (if post date was
not included, the date is
when the spider first found
the job).

You can save any Job
Search and define it as a
recurring Job Alert, which

is part of Virtual Recruiter.

1 pa-SL F g- v
meet your search crlterla Click on a job mle to see more mfnrmatlon about the

job.

Your search found 87 joh(s) that matched your search criteria.

@ ror halp click the question mark.
To gort on any column, click a column title.

Job Title /
Date Description Location Salary
Snippet
0B/08/2007 Absolute $52,000.00
2:05:00 Pt Acceuntant Yerticals Dl per year

Analyze financial information and prepare financial reports to determine or maintain record of assets,
liabilities, profit and loss, tax liability, or other financial activities within an organization.

054302007 Conmed

54500 AM Accountant i Largo PJE 2

05/30/,2007

121400 Senn PMSIMSA  romps CORP 2
AR ccoumtant Serwices

COversees monthly accounting close for PMS| and Tmesys. Identify and explain monthly variances
Provide accounting support to operations managers. Prepare monthly reports for management.
Review bank ac..

05/30/2007

12:00:00 Staff Accountant  AppleOne Tampa FJB 1
A

Local homebuilder is looking for a versatile professional to serve as a Staff Accountant Main
responsibilities will be month end closing, joural entries, and job costing. Requi.

05/29/2007  Senior

11:21:00 Accountant United Rentals  Tampa CORP 2
P Analyst

This position is responsible for overseeing and assisting with the maintenance, reconciliation, retiew
and analysis of Fized Assets/BNI and various General Ledger accounts. Essential Duties: Assist
in..

Source: 77| Preferred Employer], AJB [ America's JobBank], CORF [ Corporate |, EDU [ Education Institution |, 60T
[ Govermment], HOSP [ Hospitals ], NEWS [ Nevwspaper ], PJB [ Private Job Board |, RECT [ Recruiter], SJB [ State Job
Board]

Key Mateh: 1 [ Keyword matshed both job title and job description |, 2 [ Keyword matched job title |, 3 [ Keyword matehed
job description ], 4 [ Keyword matched occupation title ], § [ Keyword matched occupation description |, & [ Keyword
matehed |2y job itle ]

[co]

Yiewing page 1 of 18
lig

Change job search criteria | External search | Statewide search

Erter page nurber: Records per page: |5 ¥ E

[ Disclaimer |

[ Sawe this Job Search |

Job Search Results Screen

The Src (source) column
represents whether the job
listing is from a Preferred
Employer in the system

(™), Private Job Board
(PJB), Newspapers
(NEWS), or another
source or Web site.

Keyword Match search results
display, in rank order, how the
system matched the criteria:

1 = job title & description
= job title
= job description

4 = occupation title

5 = occupation description
= lay job title

For more information on viewing job specifics, applying for non-suppressed and suppressed jobs, and
performing external job searches on internet job sites, see the related section on “Viewing Job Specifics”

in Chapter 4, Using Job Seeker Services, in the Individual Services User Guide.

Quick Search Fields
Keywords

Enter a keyword that will be in the Job Title, Job Description and/or other checked Keyword
Search boxes. The keyword is searched in the areas you check (the Job Title, Job
Description, Occupation Title, Occupation Description, or Lay/Alternate Job Title of every job

order).

How the Keyword Search Works — For a general job search, type a word that describes the
job you are looking for (such as nurse, accountant or cook) into the text box. If you type two

(or more) keywords into the text box (such as computer programmer), the system will look for
job postings that contain those words side-by-side.
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For a more specific job search, separate keywords with Boolean search variables such as
AND or OR, using the following guidelines:
e AND - In this search, the system will retrieve records in which all of the search terms are
present. The more terms that you combine in a search with AND logic, the fewer records
the system will retrieve.

Here is an example of the search results you might receive using the Boolean search

variable AND:
Search terms Results
accountant 700
hospital 1,300
accountant AND hospital 24
accountant AND hospital AND senior 3

e OR - In this search, the system will retrieve records in which at least one of the search
terms is present. OR logic is most commonly used to search for related terms or concepts.
The more terms you combine in a search with OR logic, the more records the system will
retrieve.

Here is an example of the search results you might receive using the Boolean search

variable OR:
Search terms Results
accountant 700
hospital 1,300
accountant OR hospital 2,000
accountant OR hospital OR senior 5,400

Occupation Group

This drop-down lets you select a specific Occupation Group. If this is used without keywords,
there is no column for “key match” in the results screen since there was no key word. The
Bureau of Labor Statistics' Occupational Employment Statistics (OES) program has defined
22 major occupational groups that encompass almost 800 different careers using the
Standard Occupational Classification (SOC)system. The major occupational groups are:

Management

Business and financial operations Food preparation and serving related

Computer and mathematical Building and grounds cleaning and
maintenance

Architecture and engineering Personal care and service

Life, physical, and social science Sales and related

Community and social services Office and administrative support

Legal Farming, fishing, and forestry

Education, training and library Construction and extraction

Arts, design, entertainment, sports, and Installation, maintenance, and repair

media

Healthcare practitioners and technical Production

Healthcare support Transportation and material moving

Protective service Military specific occupations

If you are not sure which group includes the specific occupation you are searching for, consult
the list of occupations page on the OES website.

If you would like to choose an occupation title that is more detailed than the options currently
showing, click the Select a specific occupation link. See page 15 for details on using
Selecting an Occupation in this way.

Source

Select from the list of job websites to search. Use the default, Any Source, to search all job
boards that apply to your system. This field refers to where the job order was posted online.
Websites that contain job listings can be categorized into general groups or sources.

The available sources to search within are:

. " - Preferred Employer (jobs listed by employers using this system)
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e CORP - Corporate (public or private businesses)

e EDU - Education Institution (colleges and school systems)

e GOVT - Government (federal, state and local)

e HOSP - Hospitals (hospitals, clinics, health-care organizations)

e NEWS - Newspapers (classified advertisements)

e PJB - Private Job Board (e.g. Hot Jobs, CareerBuilder)

e RECT - Recruiter (a company that matches job seekers with employers for a fee)
e SJB - State Job Board (the official job board for your state)

Jobs Posted Within

Select a number of days within which the job was posted (added to this system). If a job
posting from a non-Preferred Employer source does not have a specific date associated with
it, the date used for searching purposes is the date when it was first imported into the system.

Option 2 — Advanced Job Search Options:

This Advanced Job Search option gives the sophisticated job seeker the flexibility to perform a “targeted”
job search. You can filter the job search by multiple parameters and the system will list only those job
orders that meet the specified criteria.

To perform advanced search options for jobs:
1 Select Quick Menu » Job Search from the Navigation Menu.
— OR—
Click the Find Job Openings link on the Job Seeker Services menu (or from the fly-out).

The Job Search screen displays the Quick Search fields, and button/links for the Advanced
Search and Other Search options.

2 Click the link for the advanced search options (under the Quick Search box).

[f yau would like to use our advanced job search which allows for multiple search items to be get,

click hﬁre.

An Advanced Job Search Options screen (shown on the next page) displays controls which let
you specifically tailor your job search results based on six possible areas or search criteria.

a. Job Source — specify one or more job sources (if Preferred Employer is not picked, then
Preferred Employer and Preferred Job Order criteria are disabled).

b. Employer — specify by employer name, industry code or industry sector

c. Preferred Employer™ — specify size, type and Federal Contractor status

d. General Job Order — specify job order number, experience, education level, salary, type
of job (i.e. full or part time), and date job was updated

e. Preferred Job Order™ -- specify shift, job duration, special category (like shadowing or
intern), benefits (may specify one or more), hours per week, minimum age, accessible by
public transportation, affirmative action plan requirement, enterprise zone location,
drivers license information

Note: Any Preferred Employer ™ and Preferred Job Order ™ search criteria will return
only Preferred Employer job postings.

f. Job Keyword — type in keyword and specify type of search by job title, job description,
occupation title, occupation description, lay/common/alternate job title.

g. Job Occupation — select occupation group

3 Select as many search criteria as you require (recognizing that the more search criteria you
select the fewer jobs will be returned).
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Listed below are advanced search options that can help you fine-tune your job
search in Florida (or out of state). Once you have set all of your advanced search

options click the Search button.

@ For help click the question mark

[ Sources | Employer | Preferred Employer | General Job Order
Preferred Job Order | Keyword | Occupation |

Job Source Criteria

Job Source(s):

] Preferred Employer
[ Check All | Uncheck All |

] Education Institution
] Hospetals

[l Private Job Board
[l State Job Board

[ Ton | Batiom |
Employer Criteria
Empiloyar Hame:
Employer Industry Code [ Search |
or

Empioyer Industry Sector: None Selected

| Top | Bottom |

Preferred Employer Criteria

Emnployer Size None Selected

Empioyer Type Norne Selected
Employer Federal Contractor None Selected -
Employer FEID: Exal
Empioyer UID:

Employer Usar Name:

% Selecting criteria from this section will only return Preferred Emplayer jo

| Tep | Bottom |
General Job Order Criteria
Job Order Humber:
Job Order Numbers
(Comma dalimited list)
Job Expenience: in month()

Job Education Level: Hone Selecled

Job Salary. Mone Selectad
Job Type Hone Selecled

Job Added or Updated Since:  Mone Selected -

[ Tep | Botiom |

[l Corporate
[ Government
[ Newspaper
[ Recruiter

Start the search from the
top or bottom of page.

You can click to the
top/bottom at the end of
each screen group.

Preferred Job Order Criteria

Job Shift:
Job Duration:
Job Special Category.

Job Benefits:
[ Check All'| Uncheck All ]

Job Hours per Week:
Mlinimurm Age Reqguirement of:

Accessible by Public
Transportation:

Job Reguires Affirmative Action
Flan

Job for Enterprise Zone:
Job Reguires Drivers License:

Drivers License Classifications:
[ Check All [ Uncheck All |

Drivers License Endorsements:
[ Check All | Uncheck All ]

None Selected

None Selected v

I
I

None Selected

Cantk CIchild Care

[ Company Vehicle [Dental
[CIFlex-Time [OHolidays

[JJob Share [Life Insurance

[ wledical [ Other
[IRelocation Assistance [ Retirement/Pension
[Sick Leave [JStock Options

[ Tuition Assistance [ Uniform Allowance
[vacation Owision

or less

I:l years or older
Mone Selected ¥

MNone Selected v

MNone Selected v
Mone Selected B

[ GCWR=26000 & Towing GWYWR=10000 class
[ GCWR>26000 & Towing GWWR<10001 class
[ GCWR=2E001 & Towing GWAWR<10001 class
[Private Vehicle class

[hotarcycle class

[ Tankers

[JDouble / Triple Trailers
[Private Vehicle class
[IHazardous Waste
CIMotarcycles

[ Transport Passengers

[ city Govemment Yehicles

7% Selacting criteriz fram this section will only raturn Preferad Employer job postings.

[ Top | Bottorn |

||

Standard Keyword Search (9]
[ Job Title [¥] Job Description

Aivanced Keyword Search [7]
[C Occupation Title [ Occupation Description

[T Lay Job Title (Corman ar Alternate Job Titles)

[ Top | Bottorn |

lone Selected v

TR

a | Change job search criteria |

Advanced Job Search Options Screen

4 Click Search at the top or bottom of the screen.
A screen similar to that described for Quick Search displays jobs that match all of the search

criteria.

Following are brief help description on advanced criteria. Click on the extended, online help
for more details. W¥.

Job Source Criteria

Lets you identify the job sources to look at (e.g., job banks, government, corporate). The default is
Preferred Employers (i.e., those registered in Virtual OneStop). You can select as many sources as

you want (you can click “Check All” to search for jobs in all sources.
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Employer Criteria (7]

Options let you search for jobs offered by a specific employer (Employer Name), or employers within
a certain industry (Employer Industry Code and Employer Industry Sector).

General Job Order Criteria [T ]

Job Experience — To limit your search results to jobs that require a certain level of experience, type
a length of time, in months, into the text box. This option is helpful for people who already have job
experience and wish to eliminate entry-level jobs from their search results.

Job Education — To limit your search results to jobs that require the applicant to have a certain
education level, select a level from the drop-down menu. The options for 13, 14 and 15 years of
education completed refer to the 1%, 2" ‘and 3" years of a college/university degree program. You
would select one of these levels if you attended college for at least a year but left school before
graduating with a degree.

Job Salary — If you would like to limit your search results to only include jobs with a certain salary
level, choose the minimum salary you would consider from the drop-down menu.

Job Added/Updated Since — Select a time frame for when job postings were added to the system
using the drop-down menu. The greater the number of days you select, the more results your search
will return. However, older job postings may have been filled, or the company may no longer be
accepting applications for the job.

Preferred Job Order Criteria ﬂ
Shift — General definitions of shifts are:

Day — Standard work day (such as 9 a.m. — 5 p.m.).

Evening — Your work day would generally begin after noon.

Night — Your work day would begin when the day shift leaves (also referred to as “graveyard shift”).
Rotating — A set combination of 2 different shifts (e.g., 2 weeks of day followed by 2 weeks of night shift).

Split — A working shift divided into two or more time periods, e.g., morning and evening, with a break
of several hours between them.

Duration — Enter an amount of job hours per week from the drop-down menu. Full time refers to
jobs that are at least 40 hours a week. Choose a shorter duration for temporary or contract jobs. For
permanent positions, choose Over 150 Days.

Job Special Category — Choose a special job category from the drop-down menu. General
descriptions for the available options are:

Job Shadowing — “allows students to follow workplace mentors as they go through a normal day on
the job. In other words — they work, you watch and learn how things are done.”

Internship — "Internships are situations where students work for an employer for a specific amount of
time to learn about a particular industry or occupation. Student's work place activities may include
special projects, a sample of tasks from different jobs, or tasks from a single occupation. They may or
may not include financial compensation." (REC IX Work-Based Learning Handbook).

Other Programs — can be locally defined as part of youth grants, summer youth programs, etc.

Min. Age — If you want to search for jobs that require the applicant to be a certain age, enter that
age in the text box provided. This feature is helpful for teenagers or young adults who want to limit
their job search results to those jobs that do not require the applicant to be of legal age.

Job Keyword Criteria (7 ]

This list several title description areas to search for keywords. See the field definition for Keyword
under the previous Quick Search definition.

Option 3 — Other Job Search Options:

In addition to the Job Quick Search and Advance Job Search options, Virtual OneStop lets users look for
jobs using defined criteria (for a focused search) or advanced searches using multiple criteria. To
perform one of these options:
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To perform other search options for jobs:
1 Select Quick Menu » Job Search from the Navigation Menu.
— OR—
Click the Find Job Openings link on the Job Seeker Services menu (or from the fly-out).

The Job Search screen displays the Quick Search fields, and button/links for the Advanced
Search and Other Search options.

2 Click the Continue button under Other Search Options (at the bottom of the page).

The Other Search Options screen displays several screen groups for using different options.

Other Search Options (7]

Select the Continue buttan in this section to view other job search options available. m

Far help click the question mark next to each section.

2]
[ Search |
@
[ Search |

Jobs by Employer

Click the Search button in this section to view jobs by employer for the selected area.

Job Order Number Search

Click the Search button in this section after you have provided a job order number in
the area below.

Job Order Mumber: )
Search for jobs by resume

option is only available if
user has recorded a
Search for jobs using your resume (7] resume.

Click the Search button in this section after you have selected a resume below.

John Doe - Cook Resurme %

Search for jobs by skill set* (7]
Click the Search button in this section to view a break down of jobs that match your
skills. m
O Display jobs that closely match my skills F0% or higher) Se"?‘mh_ for jobs by skill _Set
@ Display jobs that moderately match my skills (50% or higher) option is only avlallable. if
O Display jobs that loasely match my skills (25% or higher) gser reclo,rded a JO[? Sk|||§
© Shaw all jobs list. Addmonally, this optlon
only searches internal jobs.
Advanced Search [7]
Click the Search button in this section to fine tune your job search criteria m

Return to Quick Search

[ Change area | External Search |

Other Job Search Options Screen

Each Other Job Search option is briefly described below, along with basic steps specific to the search.
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Search Jobs by Employer

The Search by Employer option benefits individuals who want to work for a specific employer, or search
job by employers in an area who have many job openings. This option lets job seekers search for jobs by
first search for known employers in the area through four search options:

e Employers by keyword—a whole or partial word in the employer’s name

e Employers by first letter—list all employers with the same first letter in their company name
e Employers by job opening—list employers with the most job opening in the search area

e Employers (regardless of job openings)—perform detailed search among all companies in
your area, regardless of the number of job openings, to see basic information about the employer

Please choose a method for viewing employers you are interested in Tampa-St.
Petershurg-Clearwater MSA from the options below.

Option 1 - Search for employers by keyword

Type your keyword in the box and click the Search button.

Option 2 - Search for employers by first letter

Option 3 - Search for

ployers by job opening

openings.

For help click the question mark next to each section

Click a letter in the list below to display a list of employers that start with that letter.

Click a link in the list below to display a list of ermployers with the most job openings.

[Top 25 | Top &0 | Top 75 | Top 100 ]

Option 4 - Search for all employers (regardless of job openings)

Click the Search buttan in this section to search for emplayers regardless of job m

[ Change job search criteria |

@

[Sgorcn |

0]

0]

7]

Search by Employer Options Screen

Option 1 — Search by employer, by keyword:
This lets you search for employers by a keyword.

e Enter the complete or partial name of the company.

e Click the Search button to activate the search.

A list of employers displays (with names matching the keyword, as shown in figure below).
e Click a company from the screen to displays its job openings on the standard Job Search

Results screen.
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Option 1 - Search for employers by keyword

Type your keyword in the box and click the Search button bis

Please select an employer from the list below to view their
if available.

Bisk Educatic

on, lge
HERNANDO M\T&IBISHI SUZUKI

Murnber of Rows per page | 10

Page 1 of 1 (2 Rows )
Sored By Empioyer Name (ascef

[ Change job search criteria | Change em

Employer Name Openings

Your search found 18 job(s} that matched your search criteria.

Job Title Employer Location | Salary m

Search

associated job orders,

18

Here is a listing of job openings in Tampa-St. Petersburg-Clearwater MSA that
meet your search criteria. Click on a job title to see more information about the

job.

7] For help click the question mark
To sort on any column, click a column title

QD?SU?ETI\T‘! Graphic Designer Bisk Education, Inc Tampa CORP
g%‘g‘gg[}ﬂ; Business Analyst Bisk Education, Inc Tampa CORP
E%’g'g?@ DmeluEm Bisk Education, Inc Tampa CORP
Sﬁlﬂ;gm Security Administrator Bisk Education, Inc Tampa CORP

Search Empl

oyers by Keyword

Option 2 — Search by employer, by first letter:

e Choosing the first letter of the employer na

me (such as “v” for all employer names beginning with

that letter, when you may not remember the spelling of the name). For example, if a job seeker

was interested in working for VLOC Inc, he
employer.

e Click the desired letter to view a corres

or she could directly search for jobs available at that

ponding list of companies.

A list of employers whose names start with the selected letter is displayed.

Click a company from the screen to dis

plays its job openings on the standard Job Search

Results screen (see page 25 for details on Search Results controls).

Option 2 - Search for employers by first letter

Click a letter in the list below to display a list of employers that start with that letter

7]

Werizan

Wisiting Murse Association of Florida, Inc.

Vital Associates, Inc

VLoc Incﬁr?mated

Employer Name

3
1
1

2

MNutnber of Rows

To sort on

Your search found 2 joh(s) that matched your search criteria.

Joh Title Employer

05/31/2007

12:00:00  Engineering Manager WLOC Incorporated  Mew Port Richey PJB
A
Lo l2uy Thin Films Cpatings
12:00:00 WLOC Incorporated  Mew Port Richey FJB
) Manager

D ror help click the question mark.

ooy o

any column, click a column title.

Location

Search Emplo

yers by first letter

Option 3 — Search by employer, by job openings:
This lets you view companies in your area by the number of job openings they have.
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This search option lets you display the top 25, 50, 75 or 100 employers in an area by number of jobs posted.
This feature is used by job seekers and also by business representatives and job developers across the
country to assist them in determining who is hiring and what their specific needs are.

e Click the link for the number of companies with the greatest number of job postings that you
want to view (top 25, 50, 75, or 100). A list of that number of employers is displayed.

e Click a company from the screen to displays its job openings on the standard Job Search
Results screen (see page 25 for details on Search Results controls).

Option 4 - Search for all employers (regardless of job openings) o
Click the Search button in this section to search for employers regardless of job M
openings. Staff can use this handy search tool
Option 3 - Search for employers by job openings 0| to identify companies with many job
Click a link in the list below to display a list of employers with the most job openings. Iistings that are not currently One
Stop customer employers!
[ Togres | Top 50 | Ton 75 | Top 100 ] 1
Fasco County Schools 261
Community Hospital 67
Hospital Jobs Online 65
Morton Planf Mease 62
BN Netwark Your search found 62 joh(s) that matched your search criteria.
@ ror help click the question mark
Murmber of Rows per To sort on any column, click a column title

Joh Title Employer Location m

0B/05/2007 PATIENT SERVICE REP

74300 FM | Morton Plant Mease  New Part Richey HOSP
060472007  MEDICAL RECORDS

£:05:00 PM TECHNICIAM 1l Morton Plant Mease  New Part Richey HOSP
He/st iy SERVICE Marton Plant bease  New Port Richey HOSP

7:45:00 PM REPRESENTATIVE

Search Employers by job openings

Option 4 — Search for all employers (regardless of job openings):

This lets you search among all of the companies in your area (by canvassing the entire InfoUSA®
employer database), regardless of the number of job openings that these employers currently have
available. You can select from two detailed search pages to access employer company and employer
contact information

e Click the Search button to activate the search.
A quick search is redisplayed for employers (rather than for job openings).
e Enter the search criteria for employer search, and click the Search button.
A list of employers displays (with names matching the search criteria).
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Option 4 - Search for all employers (regardless of job openings) [7]
Click the Search button in this section to search for employers regardless of job M
npenings.
Option 1 - Quick Search (7]

Click the Search button in this section after you have selected your options

Search Criteria

Location: [ Change | Pasco County
Keywords (e.g. Microgoft) @Equals O Containg |microso

Search for keywords in: & Business Name O Business Description O Both
To sort on any colurn, click a column title.

try Title: [ Change All Industries N
Company Name Partial Address m i [ !

lover Size Range Fram: | 1 | Ta [ Al including unknown % Emiplayees
MICROSCET CORP g CURTNEY CAMPEELL® b oo™ 9 2 -
[ Beset Criteria |
MICROSOFT GREATPLNBUS 4 jy1y ave N #211 CLEARWATER FL [0
SLTNS
MICROSOURCE INTL N A07TH AVE #T DORAL L O

=Y

Contact Information 0
MICROSOFT CORP

'Mag all selected ernploy,

Selected employer ke pword - hriomso” Contact: SCOTT CLARK

Selected employee size @rge: -ALL

Title: MANAGER [~
Telephone: (313) 281-3900
[ Set size range | Chonse another employer search option |
Web Site: MICRO%OFT COmM
Employer information is pravided by infalSA®, Omaha, NE, $004555-6211. Copyright @ 2007 Edition 1
Address Information 0
Physical Address Landmark Address
B200 W COURTNEY CAMPBELL # 480 BAYPORT PLE
TAMPA, FL 336071496 TAMPA, FL 33607
Other Information 0

Business Description: COMPUTER SOFTWARE
Employee Size Range: 20-43
SIC Code(s): 5734 - Computer And Computer Software Stores
NAICS Code(s): 443120 - Computer and Software Stores
Location Type: Branch Office
Sector Entity: Private
Employer’s Last Update: 0372005

Search for all Employers (for employer details)

Click on the Employer/Company link to display employer details. Option 4 displays details of
the employer.

Search by Job Order Number

A search by job order number can be useful, if the individual has recorded a job order number from a
prior search, or an employer is searching for and working with several jobs with similar order numbers.

e Enter the number for the job order you wish to view (this can be a partial order number).
e Click Search. A screen displays the job (or jobs) that match the Job Order number.

Job Order Number Search (7]

Click the Search button in this section after you have provided a job order number in
the area below.

Job Order Number: | 1437

|In sart an any column, click a calumn title
m Job Id Joh Title Employer m
07/108/2005 A $13.70 to
120000 1437 Dublic Sefety Thecity of  olahasses  $2567 | PUB
Cormunications Officer T
At per hour
University of
05/04/2007 Eehavior Analyst
120000 14372 Agplied Research & Efﬂ“rf;‘a Tampa $32-Ernnffr EDU
Ahd Educational £ ' pery
Tampa
Tampa
05/25/2007 . .
13400 AM 14370 Distribution Tech 1 Senera\ Tampa HOSP
ospital
0BAS/2007 14377
10:45:00 3. Pharmacist Clinical Confidential ~ Tampa PJB
Pr

Search by Job Order Number

e Click a job opening on the standard Job Search Results screen
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Search Using Resume

If an individual has created at least one resume, you can search by the resume to perform a search that
will include the desired occupation, salary requirements, and location associated with resume (as the
search parameters).

e Select the desired resume name from the drop-down list.

e Click Search. A screen displays the three Resume criteria to be used.

e Click the check box to include or exclude jobs without salary listings.

e Click Continue. A screen displays the jobs that match the Resume search criteria.

Search for jobs using your resume

Click the Search button in this section after you have selected a resume below

Cook with 2 Year's Exp +

Listed helow are the items from the specified resume that will be used to perform
a job search. Click the Continue button below to hegin the search.

Search Criteria Three search criteria are

Desired Occupation Mursing Aides, Orderlies, and Attendants related toa resume.‘ If ‘yOU

Desired Salary $19.25 hourly (540 000 annually) or more want to use other criteria,

D see Advanced Search.
esired Location(s) Pasco County

Include jobs with no salary listed

| To sart an any column, click a column title.
Job Tite ELT M

05/26/2007 CERTIFIED MURSING Land O ihispa
B-2500 AM ASSISTANT MyFlorida || oias RECT "o
Pasco- Pasco
DSID}?DDE Certified nursil Hernando  Mew Port §23.00 Herna
12:00:00 —’{% wer EDU
assistant Community Richey ndoCol
Ak hour
College lege
05/27/2007 Zephyrhills
1200:00  CRHA Health &  Dade City PJE  4lJobs
Ak Rehab
05/26/2007
1200:00  CHA TBO Dade City PJB HJl
Ak
05/14/2007 Zephyrhills
1200:00  CHA Health &  Zephythills PJB  4Jobs
At Rehah

Search by Resume

e Click a job opening on the standard Job Search Results screen (see page 25 for details on
Search Results controls).

Search by Skills Set

If an individual has created a list of their job skills, they can use this option to find jobs whose skill
requirements match their job skills by a pre-defined match ratio (25, 50, or 70 percent).

For example, if the job seeker specifies a moderate match (50%), only those job orders for which he or
she has more than half the required skills are listed in the search results. The Skill Set Search allows job
seekers to investigate alternate jobs they might be qualified for, based on transferable skills in their
current skill sets.

e Select the radio button for the desired skill-match ratio.
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Search for jobs by skill set* (7]

Click the Search button in this section to view a break down of jobs that match your m
skills.

(O Display jobs that closely match my skills (0% ar higher)

@ Display jobs that moderately match my skills (B0% or higher)
O Display jobs that loosely match my skills (25% or higher)

O Show all jobs

Search for Jobs by Skill Set
e Click Search. A screen displays all jobs that match skills by the indicated percentage.

When the system finds at least one job order that matches your search criteria, it displays a
screen similar to the following figure.

Listed below are the skills you have compared to those required for this joborder.

Here is a listing of job openings in Florida that meet your search criteria. Click on a
job title to see more information about the job.

To sort on any column, click a column title

Select the skills Skills required for
you have this job

Your search found 2 job(s) that matched your search criteria. 1. compare shipment contents to records v
2. confer with engineering, technical or v
0 For help click the question mar| manufacturing personnel
To sort on any column, click a column title. 3. convey cargo by hand truck v
q Salary Skills 4. examine products or work to verify conformance
Job Tite EmPloyer Maiched 1D SEeeirEeme v
Accountant Absolute Dunedin $52 000.00 Year 16 of 39 5. fill out business or government forms v v
T Verticals & e : )
6. load, unload, or stack containers, materials, or v
Shipping products
Receiving, and  The Home Store Largo $7.50-$8.00 Hour 6 of 19
Traffic Clorks /. maintain inventory of office forms v "
. R . 8. maintain records, reports, or files v v
Sre: [ Preferred Employer . AJB [ America's JobBank ]. CORP [ Corporate ]. EDU [ Education Institutio 1 . GOVT
[ Government ], HOSP [ Hospitals ], NEWS [ Newspaper ], PJB [ Private Job Board ], RECT [ Recruiter |. $B [ State Job | 9 manage inventories or supplies v
Board |
) count products or materials v
Click to compare — v
Records per page: &~ [E your skills to the i
required skills for ~ [fom indviduals v
Change job search criteria | External search this jOb \achines v v
[ Disclaimer ] . — shipment or storage "
15. requisition stock, materials, supplies or
[ Save this Job Search ] equipment v
16. take messages v +
17. use computers to enter, access or retrieve data v v
18. use oral or written communication techniques +
19. wrap products +

[ Return to previous page |

Skill Set Job Search Results and Skills Match Details screen

e To view the skills you have versus those you do not have for the displayed jobs, click the desired
Skills Matched link on the screen. The system displays a screen listing the skills the individual
has and the skills require for the job. (For example, in the previous example screen, clicking on
the 6 of 19 displays the Skills Match Detail Screen show at the right).

_f@ﬁ The system only searches by skill set for jobs posted within the system (either by registered
employers or by staff members on their behalf). A list of required skills for a job must be recorded
to successfully save a job so that the system can compare it to an individual’s skills. ( I.e., jobs

that don’t show with a ™ to the right of them in job searches, will not be found in a match-by-skills
search).

Note: For details on the Match your Job Skills tool within Career Explorer, see the Job Skills tab.
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Saving a Job Search (Using Virtual Recruiter)

Whenever you are logged into the system, at the bottom of the results screen from any job search is a
“Save This Job” button. This lets you save the search criteria used in your job search, and associate it
with data for automatically rerunning the search (e.g., when to run, how to notify you).

The Job Alert is saved to your profile and will automatically run as frequently as you tell it to, and it will
notify with a message screen at log in and/or email when there are new matches.

To Define a Virtual Recuirter Job Search:

1 Click the Save this Job Search button at the bottom of a Job Search Results screen.

A Virtual Recruiter - Job Search Criteria screen is displayed with the current job search criteria.

Virtual Recruiter Information (7]
* Title of Yirtual Recruiter: Tax Prep
* How often to run: honthly v
* Matification method: @ Message Center O Email O Bath
* Expires on: 09/15/2007 mimfddfyyyy
Last modified on: 06/12/2007
Search Criteria Information (7]
Location: Tampa-St. Petersburg-Clearwater MSA
. Tax preparation (fields searched: job title, job
Keyword: o A h -
description, occupation title, occupation description)
. $19.25 hourly (540,000 annually) ar mare including
Salary: : . ;
jobs with no salary listed
Jobs posted within: Last 14 days
ER

Job Search Criteria Screen

2 Review the Search Criteria (on the bottom half of the screen).

If you need to change criteria, click Cancel, to make changes from the Search Results screen.

3 Enter the job alert’s title, frequency, notification method, and expiration date (on the top half of the
screen).

4 Click Save to save the Virtual Recruiter search to your profile.

The saved Job Alert appears in the Virtual Recruiter screen.

Welcome to the Virtual Recruiter. Click the Create new Job Alert button to
schedule a recurring search for jobs that match your requirements. You must first

enter your search and then click Save this Job Search.

Tax tanager 0722007 Weekly 06/12/2007  Message Center Run | Delete
Tax Pre 091552007 Monthly 061272007 Message Center Bun | Delete
Create new Job Alert

Virtual Recruiter Screen

Virtual Recruiter Information
Title of Virtual Recruiter
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This indicates the title under which you will save the search, and identify one Virtual Recruiter
search from another, so be as specific in your title as possible (e.g., "Senior Project Manager"
or "Project Manager — Web Programming”.

How often to run

A drop-down list lets you select the time interval for the search to run. You can specify a
daily, weekly, or monthly search, or make the search inactive (if you no longer wish to have
the system automatically search for jobs/candidates).

Notification method

Select notification from the Virtual OneStop message center, email, or both. The Message
Center is accessed through this system; email notifications are provided through the email
address that you entered when you registered.

Expires on

30 days is the default date for when the automatic Job Alert will expire. You may enter
another date using the MM/DD/YYYY format.

Delete — Click to delete the Job Alert.

Run — Click to run the Job Alert. A standard Search Results screen displays the found job.

-/@\' This is a powerful feature that is not available for guests. You must be registered to use it. In the
latest version of Virtual Recruiter, only the new jobs (jobs after the Job Alert’s last auto-run) are
displayed in the next run.

For example, if you specify jobs posted within the last 14 days, but select to run the virtual
recruiter every 7 days, then after the first run you will not see any jobs posted farther back than 7
days, since the 8-14 day job posting would have been listed in the last Job Alert that was run.

Selecting an Industry

At certain points in Virtual OneStop, such as in researching Labor Market Information for a general
industry, the user may need to identify an industry group. Following are steps for using the Industry
Selection link and search options to identify the industry.

To Select an Industry:
e Select the function that opens the Industry Selection screen.

Note: For example, Labor Market Services # Industry Profile. Normally, the selection will
first require you to select an area. (See page 13 for details on “Picking a search area.”)

Once you select an area, a screen appears (as shown below) with options for searching
for and selecting an industry

e From the Industry selection screen appears (as shown below) pick one of the options to search
for industry information.
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Please choose a specific industry by selecting one of the options below.

@ For help click the question mark next to each section.

Option 1 - Search for an Industry by Keyword (7]
Type your keywords in the box and click the Search button.

banking
Enter a keyword for the

industry and click Search. @l

Option 2 - Select a New Sector {2 digit) / Subsector (3 digit) (7]

Please make a selection from the sector (2 digit) pull down list below and then choose a subsector
(3 digit) in the detailed list and click the Continue button.

Sector (2 digit)

Select an industry group or Al Industrins 3

a detailed industry.

Subsector (3 digit)

Accommodation

Administration of Economic Programs
Administration of Erwironmental Programs
Administration of Hurnan Resource Program
Adrministrative and Support Services v

Click Continue.

Select another Labor Market Service

Industry Information Search Screen

Option 1: Searching Industry by Keyword

The system lets you search for industry information by keyword. The following figure displays the portion
of the Industry Profile Search screen that allows a keyword search.

To use this search:
e Enter the desired keywords in the box.
e To start the search, click the Search button.

The next screen displays a list of industries matching the keyword, as shown in the following
figure.

Option 1 - Choose a(n) US Industry (6 digit) (7]

Commercial Banking

Investrnent Banking & Securities Dealing
Licensing/Regulating Commercial Sectors
Maonetary Authorities - Central Bank
Other Depository Credit Intermediation
Real Estate Credit

—

[ Change industry |

Keyword Search Industry Selection Screen
From this screen, you can:

e Select the industry from the drop-down list and click Continue.
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Depending on the industry, a screen similar to the following figure may display with more
categories. If a selection screen does not display, an industry summary will display.

Note: Details on the Industry Summary are described within in the topics on Area Profile
Information and Industry Profile Information in the chapter, “Using Labor Market Services”
in the Virtual OneStop Individual Services User Guide.

7 I help click the question malk next o each sechion

Option 1 - Choose an Industry (7]

Commercial Banking

Option 2 - Select All Industries 0
To select all the industries in the Commercial Banking category, click the Continue button.

[Change industry]

Select another Labor Market Service

[Home | Semwices | Settings | Feedback | Log Off]

Industry Selection Screen

From this screen, you can:

Click the Change Industry link to choose another industry.

Use Option 1 - Choose an Industry by clicking Continue for the selected industry. The screen
that appears has the industry summary information as shown in the following figure.

Use Option 2 - Select All Industries by clicking Continue to select all industries in the previously
chosen category. See “Selecting all Industries” in the next section.

Option 2: Searching Industry by Sector “Drill-Down”

Besides searching by keyword, you can also search for and select an industry by “drilling down”. An
example of the search option is shown below:

Option 2 - Select a New Sector {2 digit) / Subsector (3 digit) 0

Flease make a selection from the sector (2 digif) pull down list below and then choose a subsector {3
digity in the detailed list and click the Continue button

Sector {2 digit)

Subsector {3 digit)

Accormmaodation

Administration of Economic Pragrams
Administration of Environmental Pragrams
Administration of Human Resource Program
Administrative and Support Services 52

Continue

Industry Profile Select New Industry Search Option
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To search for an industry:
e Select the Industry Group from the Sector 2 or Sub sector drop-down lists and click Continue.

A screen appears that is similar to the following figure:

Please choose a specific industry by selecting one of the options below.

Option 1 - Select a New Sector (2 digit) / Subsector (3 digit) o

FPlease make a selection from the sector {2 digity pull down list below and then choose a subsector {3
digit) in the detailed list and click the Continue button.

Sector {2 digit)
Caonstruction j

Subsector (3 digit)

Construction of Buildings
Heawy and Civil Engineering Construction
Specialty Trade Contractors

Continue

New Industry Search Screen 2

e Click to select a specific industry from the Sector list and then select from the Sub sector list.
Click Continue.

A screen appears that is similar to the following figure, allowing you to further specify the industry
type.

There are 2 industries in Florida in the category. Choose an item and click Continue.

0 For help click the question mark next fo each seclion.

Option 1 - Choose a Industry Group { 4 digit ) 0

Monresidential Building Construciion
Residential Building Construction

Continue

[ Change industry]

New Industry Search Screen 3

e Click to select a specific industry type from the list that displays and click Continue. A screen
appears that is similar to the following figure, allowing you to choose another breakdown of the
industry type.
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There is 1 industry in Florida in the category. Choose an itern and click Continue.

o For heln click the question rmark next to each section.

Option 1 - Choose a Industry (5 digit) e

Residential Building Construction

Continue

[Change industry]

New Industry Search Screen 4

e Click to select a specific industry type from the list that displays and click Continue. A screen
appears that is similar to the following figure, allowing you to choose a further breakdown of the
industry type.

There are 4 industries in Florida in the category. Choose an item and click Continue.

0 Far help click the question mark next fo each section

Option 1 - Choose a US Industry (6 digit) e

Mew Housing Operative Builders

Mews Multifamily Housing Construction
Mew Single-Family Housing Construction
Residential Remadelers

Option 2 - Select All Industries 0
To select all the industries in the Industry (5 digit) Residential Building Construction

category, click the Continue buttan.

[ Change industry]

New Industry Search Screen 5

From this screen, you can:

e Use Option 1 to Choose an Industry. Select the industry from the list and click Continue. A
screen similar to the following figure displays with summary information for the category.

e Use Option 2 to Select all Industries in the chosen category and click Continue. A screen
displays with summary information for all categories.

e Click the Change Industry link to choose another industry.
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Finding an Industry Code (NAICS code)

There are times when an employer may be directed to find an appropriate NAICS code (e.g., during
system registration) to properly identify their employer type.

Note: NAICS stands for the North American Industry Classification System, adopted in 1997 to replace
the Standard Industrial Classification (SIC) codes. These codes identify the nature of business
conducted by employers.

To search for an Industry/NAICS code:

To initiate the search, users click  =e2rch for Industry NAICS Code: 1 40cess a search options screen
similar to the following sample figure:

Option 1 - Search by Keyword [
Type your keyword in the box and click the Search button.

| search J Cancel |

Option 2 - Search by Group (7

Please make a selection from the industry group pull down list below and then choose an industry in
the detailed list in step 2 and click the Select button.

Industry Group
Select General Industry v

Detailed Industry List
Select Detailed Industry

Select | Cancel |

Option 3 - Search by NAICS Code ﬂ
Type your NAICS Code in the box and click the Search button.

[search | Cance |

Option 4 - Enter SIC Code to find NAICS Code ﬂ
Type your SIC Code in the box and click the Search button.

Search | Cancel

Industry NAICS Search Options Screen

For descriptions of each search option, refer to the topics that follow.

Search by Keyword (Option 1)

To perform a keyword search:
1 Enter the industry keyword (or partial word) you want to search for in the keyword text box.
2 Click the Search button.
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A screen displays detailed industries that contain the keyword (or letters) used in the keyword
search.

3 Click the appropriate industry title and click Select.

Search by Group (Option 2)

To select an industry by group:

1 Select a desired industry group.
2 Make a selection from the detailed industry list displayed.
3 Click Select to save your choice.

Search by NAICS Code (Option 3)

To select an industry by NAICS:

1 Type the whole or partial NAICS code.
2 Click the Search button.

The system will display a “Detailed Industry List”.
3 Select a title from the Detailed Industry List that displays, and click Continue.

The occupation will display on the main screen.

Search by SIC Code (Option 4)

Virtual OneStop provides a crosswalk between Standard Industrial Classification (SIC) codes and NAICS
codes. You can type the four-digit SIC code and click Search to choose from a matching list of detailed
industries.

To search for industries by SIC code:
1 Type the four-digit SIC code and click Search.

The system will display a “Detailed Industry List".
2 Select atitle from the Detailed Industry List that displays, and click Continue.

The industry name and NAICS code will display on the main screen.

Select Industry NAICS Search Options

Search by Keyword

You can search for an industry by typing a keyword(s) in the field provided and clicking the
Search button.

The system will search the Industry Titles and Industry Descriptions included in the North
American Industry Classification System (NAICS) database and return a list of industries that
match the keyword(s) you entered.

You can enter partial words to return broad results. For example:

Searching for “comm.” will return industries including "Broadcast & Wireless Communication
Equipment,” "Commercial Bakeries,” and "Community Food Services."

Search by Group

Select one of the 20 industry sectors, or categories, from the Industry Group drop-down list to
begin your search. After you make a selection, the Detailed Industry List box will be filled with
the industries that are included in the sector you chose. Highlight the industry that covers your
company, then click the Select button.

For additional information, refer to this list of available NAICS sectors and codes.
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Search by NAICS Code

If you know the complete six-digit NAICS code that covers your company, enter it in the field
provided and click the Search button.

For additional information, refer to http://www.census.gov/epcd/naics02/naicod02.htm.

Search by SIC Code to Find NAICS Code

If you know the complete four-digit Standard Industrial Classification (SIC) code that covers
your company, enter it in the field provided and click the Search button.

For additional information, refer to http://www.osha.gov/pls/imis/sicsearch.html.

Using Formatting Controls

Virtual OneStop allows users to customize data display in specific instances, such as:
e Job Description field, Job Order Entry screen (employers and staff)
e Background Wizard (individuals and staff)
¢ Resume Builder (individuals and staff)

When staff (on behalf of individuals or employers) create or modify text in these instances, the system
displays a formatting control toolbar, as shown in the following sample figure:

[0 -

Click this button to hide/display
the formatting control toolbar.

help click the question mark.

Honors & Activities

Enter your honors and activities below (2,000 characters maximum including formatting).

Font | Arial - | Size T
EE|= &% T

Several speech, debate, and journalism awards in both high school and college. Belonged to the
college photography club.

|f Format

_|g‘131g0"

0
([
il
([}

[ Spell Check | Insert Sample Text | Clear Text | Remove All Formatting ]

[ Update all resumes and background information

[ save Jl Cancel |

Sample Honors & Activities Step, Resume Builder

Staff may employ any of the formatting control options displayed in the toolbar by clicking and dragging
their mouse over the desired text to select it.

Note: Formatting applies to text manually entered, copied/pasted, or sample text entry.

The following table displays each formatting control option and its description:
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Formatting Control Option

Description

Format

=

Select from a list of pre-set text formats (i.e., Heading 1) to control the
appearance of the selected text.

Font

Select from a list of pre-set font styles (i.e., Tahoma) to control the
appearance of the selected text.

Size

Select from a list of pre-set font sizes (i.e., medium) to control the
appearance of the selected text.

Converts the selected text to bold.

Converts the selected text to italics.

Converts the selected text to underline.

Removes the format of the selected text and returns to the default setting.

Left justifies the selected text.

Centers the selected text.

Right justifies the selected text.

Block justifies the selected text.

Converts the selected text to a number list according to paragraph (hard
return) breaks.

Converts the selected text to a bullet list according to paragraph (hard
return) breaks.

Inserts a horizontal line before the insertion point’s location.

Inserts a special character (i.e., ®) at the insertion point’s location.

Displays a color palette to change the color of the selected text.

| )| [&] | Gl G S = =

Selects all text within the window.

In addition to these options, staff may also choose from the following link options:

[ Spell Check | Insert Sample Text | Clear Text | Remove All Formatting |

Spell Check — Displays the VOS Spellchecker tool. For details, see the “Spell checking Large Text

Fields” topic on page 19.

Insert Sample Text — Displays an excerpt of text to provide data entry guidelines for the user. The

sample text is the same for each VOS application, regardless of the associated occupation.

Clear Text — Removes the text displayed, whether manually entered, copied/pasted, or sample text insert.
Users must click OK in the pop-up widow to confirm this command.

Remove All Formatting — Restores the text to the default format.
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3: Manage Individuals

As a case manager, counselor, or other staff user of Virtual OneStop, you can track and share
information regarding eligible individuals receiving core services, training, or other intensive services.
Some of the basic functions that you will perform as part of managing individuals and the services they
receive are briefly indicated below and covered in detail in the rest of the topics of this chapter.

|
Create an Individual ek ey (el h .
My Workspace Select this option to create an account for | Click an option link from the main screen or

user. the Navigation Menu to go to that area.

Services for Staff Assist an Individual

Manage Individuals reate an Individual sist @ registered

an Individual

Manage Individuals Options Screen

e Create an Individual Account — Create an initial account for an individual, with basic login,
residential, contact, and profile data. This is the same account that individuals create
themselves. Refer to the following section for more information.

e Assist an Individual — Search for and select a system-registered individual whose account
information you wish to view and/or modify. Any of the profiles—personal, employment plan,
search history, assessment, case management, and report—can be accessed based on staff
member privileges. Refer to the section “Assisting an Individual” for more information.

Creating an Individual Account (Registration)

Before you can perform any management functions, or help an individual with any services, the individual
must first be registered with the system. Staff can assist the individual in creating the account information
(which includes login, residential, contact, profile, military, and other data).

This data is considered part of the “normal registration” and is used later to help manage the individual,
create resumes, enroll the individual in programs, and provide services.

To create an individual account:
1 Select Manage Individuals » Create an Individual from the Navigation Menu.
— OR—
Click Create an Individual from the Manage Individuals screen.
The first of three registration screens is displayed.
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Please enter the following login information and click the Next button when you

are finighed. Be sure to remember your User ID and Password. You will need them

Virtual One Stop to access this system again.

Home

My Workspace
My Stalf Rescurces

My Staff Account

Services for Staff
Manage Individusls
Manage Emplayers
Manage Resumes
Manage Job Orders
Manage Labor Exchange
Manage Activities
Manage Case Assignment
Manage Profiing

Manage Communications
Manage Fellow-Up and
Surveys

Manage Providers
Manage IFT

View Reports

Manual Scan Services

Other Stalf Services

* indicates required fields

@ ror help click the queshon mark.

Login Infermation

» Liser Name

= Password
» Confirm Password
Socurity Quastion MNone Sslected -

Securily Queshon
Response:

Social Security Number

11 do not wish to provide my S5N Number

* Social Sacurity Number

* Re-gnter SSN

Primary Location Information

» Please enfer your rasidential Zip Code

Fra Zip Code

Staff Online Resources
Dynarmec Works Staff = Arg you authorized to work in the Unitad 1 ¥es, | am authonzed to work in the United
Courseware Slates? States

JNo. | 3 Not all fields shown may appear for your
United Stal B - q
system’s configuration. See the extended
Help descriptions for more details on Q

fields related to the section.

About this Site

Scan Card Information

ScanCard 1D

Please do not use any personal identification information as your user name (e.g. Social
Security Number or FEIN). You will need your User ID and Password for all future
activities in this system. Please write this information down and keep it in a secure place.

Registration Screen 1 (Login Data)

2 Click in the boxes or use the drop-down lists or other controls to enter all required login data, and
any optional information that you can supply.

Note: Any boxes or controls with a red asterisk (*) are required fields. If you do not supply an
entry, a message will indicate what data is missing when you try to advance to the next

screen.

3 Click Next to continue. The second registration screen is displayed.
¢ ! 5 The system confirms that the User Name and Social Security Number are unique. If you

enter a name or number that already exists, the system will prompt you to reenter the
data. (Your organization’s internal conventions may require additional procedures when
someone attempts to enter a name or number that already exists in the database.)
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Please enter the following contact information and click the Next button when you are
finished.

Virtual OneStop

The system continues to display the name of the
" incticates required fiaiis previous individual (or employer)|you assisted.
When you successfully register the new
Your Name . . q q q
Home individual, the system will display| their name.
Currently Managing -
Cara Ann Smith * First Name: John
Assist a new Individual "
Middle Initial: Q
My Workspace
* LastMName: Doe
My Staff Resources
My Staff Account
Services for Staff Residential Address Information
Manage Individuals 0
Manage Employers
# Address Line 1 1621 Carpetners Run
Manage Resumes
Manage Job Orders Address Line 2
Manage Labor Exchange T
Manage Achivities
Manage Case Assignment
Manage Frofiling
Manage Communications h&
Ci
Manage Providers L (Sl Palm Harbor Mailing Address Information
Manage IFT = Glate: Flarida v )
View Reparts
Manual Scan Services * Zip Code: 34553 [“I Mailing address is the same as Residence address
Other Staff Services = CountyParigh: Pinellas County v * Mailing Address Line 1 1621 Carpetners Run
Staff Online Resources = Country United States 3 Mailing Address Line 2
Dynamic Warks Staff §
Coursewars # Mailing Address City: Palm Harbor
Quick Menu Contact Information # Mailing Address State: Florida ~
Tl S # Mailing Address Zip Code 34683
Resurne Builder
My Resouroes * Primary Phone Mumber: 727 549 -|9445 Ext: # Country United States v
My Individual Profile Alternate Phone Mumber: 585 282 .|B828 Ext: %1134
Services for Individuals Fax Phone Number: i i Miscellanecus Information
Career Services
Job Seeker Services Email Address iohndoe@hotmail.com Email @
s i oot # Accessing the Web Site From: | Joh Center or One-Stop Location v
Click the Email link
to see Web sites << Back |
offering free email.

Registration Screen 2 (Individual Data)

4  Click in the boxes, drop-down lists, or other controls to enter the required individual data and any
optional data on the second registration screen.

5 Click Next to continue. The third registration screen is displayed.

Note: The email address is not a requirement; however, a pop-up confirmation has been added
to encourage individuals to include an email address at registration.

Microsoft Internet Explorer

P ‘aou did not provide an email address. Please note: Providing wour email address is important, as it gives employers a way to communicate with wou
s about their available job openings. Your email address will not be sold, nor will it be shared with companies, solicitors, or organizations that are
unrelated to your job search activities, If you would like to add your email address now, click the Cancel button, enter the information, and then click
the Mext button, IF you still do nat wish o provide your email address, click OK to conkinue,

[ ox %J[ Cancel |

6 Continue to click in boxes, drop-down lists, or other controls to supply profile data in the
Individual, Education, Employment, Ethnic Origin, and Military Service screen groups.
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Please enter the following information and click the Next button when you are finished. This
information is being requested for statistical reporting and is kept confidential. If you would
like additional information, you can review our Privacy Statement.

If you click Yes for migrant/migrant food
processor, the system will present an
additional screen to complete.

Employment Information

7]

* indicates required figids. For help click the que

*

Current Employment Status: Maone Selected w

Have you warked on a farm oras a OYes, | have worked on a farm or as a migrant’ migrant

migrantimigrant food processor at food processor at least 25 days in the past 12 manths
least 25 days inthe past12

Individual Information

® Mo, | have notwarked on a farm or as a migrant’ migrant

7
manths food processor at least 25 days in the past 12 months
# Date of Birth: 03211977 ! i
ALl d A # Have you recently received a notice 3 es, | have recently received a notice of termination or
Age: N of termination or military military separation.
separation? i i inati
O Mo, | have not recently received a notice of termination or
# Gender & 1am aMale military separation
O larm a Female Date of Layaff or Military Separation:
* Have you registered with | Yes « Type of business worked in: Private Business = v

the Selective Service?

Click here o register for Selective Service # Areyou currently looking forwork? 3 ves, | arn currently looking for work,

Do wou have a Oes, | have a substantial disability. O Mo, | am not currently looking for work,
substantial disability? . . .
@ Mo, I do not have a substantial disabill . g you receiving Unemplovment Mo, Meither Claimant nor Exhaustee
ONotspeciﬂed [optional) Insurance?
# Citizenship: 1.5, Citizen / Naturalized v Click on the extended, online
—— help for more details.
Alien Registration Ethnic Origin
Mumber: o
Alien Registrati . . .
E)ls;:atiialggat;-on Erample MWDDVYY |« Are you of Hispanic or Lating O'Yes, | am of Hispanic o Latino heritage.
W ® Mo, | am not of Hispanic or Latino heritage.
O | do notwish to answer,
Education Information + Race- Please check all that apply:
[l african American f Black
# ‘four Highest Education Level | High School Diploma [ ametican Indian i Alaskan Mative
Achieved: .
O asian
* Are You Attending Mo, Mot Attending Any School [ Hawvaiian f Other Pacific Islander
7
School? [@lwihite
11 da notwish to answer,
Military Service: Veterans may be entitled to additional state and federal benefits
If you click Yes for military status, L2
the system will present an # Areyou in the military, a veteran, or (O Yes, | am in the military, a veteran, or the spouse of a
s 7
additional screen to complete. WA el e
® Mo, | am naotin the military, a veteran, orthe spouse ofa
veteran.
Registration Screen 3 (Individual Profile Data)
Click on the extended, online help, 9 or see “Registration” in the Individual User’s guide for
more details.
Individual Information (7]

Registered with Selective Service?

Choose the option that reflects your Selective Service status from the drop-down menu. If
you are female, select “Not Applicable.” If you are male, choose:

e Yes, Registered — If you have registered with Selective Service

e No, Not Registered — If you are between the ages of 18 and 25 and have not yet
registered with Selective Service.

e Exempt — If you are serving in the military on full-time active duty, or if they are attending
one of the service academies.

e Not Applicable — If you are: age 26 or older; a non-immigrant on a visa (diplomatic
personnel and families, foreign students, tourists with expired visas, and those with Border
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Crossing Documents); a special agricultural worker; incarcerated, hospitalized or
institutionalized for medical reasons; handicapped, physically or mentally disabled
(continually confined to a residence, hospital or institution).

Do you have a substantial disability?

According to the Americans with Disabilities Act, an individual is considered to have a
disability if s/he has a physical or mental impairment that substantially limits one or more
major life activities, has a record of such impairment, or is regarded as having such
impairment.

Employment Information ﬂ

Notice of termination or military separation

If you have been informed that you will be laid off from your job, or if you have received written
documentation that you are separating from military service, click "Yes."

Unemployment Insurance

For unemployment insurance questions, available options typically include:

e WPRS - Worker Profiling and Reemployment Services (also refers to your local job
service center)

e Claimant - Any individual who has filed a claim and has been determined momentarily
eligible for benefit payments and not exhausted benefit rights or whose benefit period has
not ended.

e Exhaustee - Any individual who has exhausted all unemployment compensation benefit
rights for which the individual has been determined momentarily eligible, including
extended supplemental benefit right.

7 Click Next to continue. If you...

¢ Indicated Military Service, a fourth Military Service registration screen is displayed. See the
next step for entering military data.

e Indicated the individual worked on a farm or as a migrant/ migrant food processor at least 25
days in the past 12 months, an additional MSFW screen is displayed. See Step 9 for details.

e Did not indicate Military Service or MSFW status, the final registration confirmation screen is
displayed. Skip to Step 10 for details.

8 Use the radio buttons to answer the Military Service questions.

+ If you answer No to all 3 questions, skip to the bottom of the page and click Next >> to
continue.

¢ If you answer Yes to question 1, use the “Transitioning Type” drop-down list and calendar
control in the Transitional Service Members section to indicate your transitioning type and
transitioning service member discharge date. Then skip to the bottom of the page and click
Next >> to continue.

+ If you answer Yes to question 2 or 3, use the Veterans and Spouses of Disabled or
Deceased Veterans section to indicate the service dates and veteran status. Then click
Next >> to continue.

Click on the extended, online help for more details. ﬂ

Transitioning Service Member (7]
Transitioning Type

Select the time frame for your transition out of the military. If you are not a transitioning
service member, select "Not Applicable" from the drop down.

Discharge Date

Enter the date using an MM/DD/YYYY format (e.g. 04/19/2005), or by clicking the calendar
icon. If you do not know the exact day you or your spouse expects to be discharged, use "01"
as the date (for example, 06/01/1984).
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Military Service

Veterans and their spouses may be entitled to State and Federal Benefits. Please answer the

following questions

Question 1. Are you within 24
months of retirement or 12

O Yes, | am within 24 months of retirement or 12

@

months of discharge from tr
months of discharge from the
military (Transitioning Service

Member)? (O No, 1 am not within 24 m

months of discharge from th

-

Question 2. Have you been
discharged from the military
having served on active duty for
180 days, or received a Military
Campaign Badge (i.e. Desert
Storm), or been medically retired
prior to completing 180 days of
service?

O Yes, | have been dischal
served on active duty for 18
Campaign Badge (i.e. Desel
retired prior to completing 1

@ No, | have not been disc
having served on active duty
a Military Campaign Badge
medically retired prior fo co

Transitional Service Members:

7]

If you answered yes to Question 1 please indicate your transitioning type and transitioning
service member discharge date and then proceed to the bottom of the page and click the Next
button

Transitioning Type:

|Not Applicable ~

Transitioning Service
Member Discharge
Date:

=

*

Question 3. Are you the spouse
of a veteran who has a service
connected disability, is Missing
In Action, captured in the line of
duty by a hostile force, is a
Prisoner Of War or who died
while on active duty?

O Yes, | am the spouse of
connected disability, is Misg
line of duty by a hostile forc
who died while on active dul

(O No, | am not the spouse
service connected disability
captured in the line of duty
Prisoner Of War or who die|

If you answered 'No' to questions 1, 2 and 3 please proceed to the
the Next button

Military Service Entry Date

Military Service Discharge
Date

Veteran Status:

Recently Separated Veteran
(within 3 years)

Received or eligible for a
military campaign badge

Type of discharge received
Disabled Veteran
Disability Percentage

Homeless Veteran

Veterans and Spouses of Disabled or Deceased Veterans:

If you answered yes to Question 2 please enter the information below about your military
service. If you answered Yes to Question 3 please enter the information below about your
spouse's military service

(O Yes, | am a recently separated veteran(within 3 years).
(O No, | am not a recently separated veteran(within 3 years)
O Yes, | have received or | am eligible for a military
campaign badge

(O No, | have not received nor am | eligible for a military
campaign badge

[ Combat Veteran Website ]

None Selected ~|
S @
None Selected v

(O Yes, | am a homeless veteran.
® Mo, | am not a homeless veteran.

Registration Screen 4 (Military Service — Details)

9 Click the appropriate radio button(s) to complete the Farmwork Information section of system
registration. Based on your responses, the system will automatically update the farmworker
status displayed at the bottom of the screen. Click Next>> to save your responses.

Note:
Virtual OneStop.

The Farmwork screen indicated may not be available for your deployment of
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(%) indicates required fields.
Farmwork Information

employer?

including wild seafood processing?

12 months?

Type of Farmworker:  No

*Was at least half your earned income in the last 12 months from farm,
orchard, ranch, plant and/or nursery work AND not from the same

* Was at least half your earned income in the last 12 months from meat
processing, pouliry processing, and/or fruit or vegetable processing NOT

* Did you travel beyond normal commuting distance from your
permanent home to accept any work listed in questions above in the last

For help click the question mark next to each section.

o

OYes @No

OYes @No

OYes @No

System automatically updates the farmworker type
based on Yes responses in this section.

Sample Farmwork Information Section

10 When registration is completed successfully, verify that the registered individual's name displays
correctly in both locations on the Registration Confirmation screen.

John Doe has been successfully registered. Please make a selection below to
cgntinue.

Virtual OneStop

Home

Currently Managing
DOE, JOHM 1M

Services for Staff
Manage Individuals

5

The confirmation displays the
registered individual’'s name. You
can continue to manage his/her

]

shange

Staff Options

Select this option to enter background infarmation
for this individual.

Background Wizard k

Select this option to view detailed
information on this individual.

Open Folders

[ Retumn to Staff Serwvices |

services from this screen, or return
to general Staff Services.

ications

[ Home | Services | Settings | Staff Profile | Reference | Log Off |

Registration Confirmation Screen

You can enter background information or view detailed information for the individual directly from
the Registration Confirmation screen. Two typical staff options are displayed as buttons on the

bottom of the screen.

Background Wizard — Click this button to create the individual's background history
(employment and educational background, etc.). This wizard and different pieces of background
information are covered in detail under the topic “Background.”

Open Folders — Click this button to work with the different case folders that contain the
individual’'s profile information (personal profile, employment plan, search history, self
assessment, case management, etc.). These profile folders are covered in detail under the topic

“Choose a Profile.”
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Already Registered Check

This feature is a check that occurs for an individual who is registering in the system, to determine if they

are already registered. At the point of saving (or selecting Next>>) after the SSN field in registration, the
system checks the entered SSN against existing SSNs for registered individuals. (If an SSN is not used

in registration, the system checks for a unique combination of first name, last name, and ZIP Code after

Next>>) on the second registration page.)

If the SSN (or first name, last name, and ZIP Code) already exists, the system asks for validating
information (similar to info for forgotten user name and password), and logs the user into the system once
the validating information is verified.

Location: The “Already Registered Check” occurs during the registration process, which can be started
from the Log In page (when an individual registers) or from attempting to perform other features that
require registration (such as using Resume Builder or accessing Job Details).

Updates to Screen: Additional screen and prompts for validation of registration for a user who is already
registered, so that they are logged in to system with the existing registration.

Function: At the point of registration, if individuals have entered unique identifying information for
registration (which already exists), they will be asked for additional information to continue in the system
as the registered user who already exists.

Please enter the following login information and click the Next button when you
are finished. Be sure to remember your User ID and Password. You will need
them to access this system again.

() indicates required fisids @D For hety click the quastion mark.
Login Information:

Unique User if§
Jattars or nu
Fassword (8
use &t feast

= User Name: | 1ADAMT2 It appears that you already have an account in the system

= Pasgword, TeTeerse

* Confirn Password: | esssesse

* Security Question | ywhat is your mother's maiden name?
* Security Guestion Response; |SMith H:;‘Zigrgou
e Already Registered
* Please enter your (32055 Find Zip Cad
residential Fip Code (Opens in a n)
= Social Security Number, |sessnsens 55502??‘7%‘9 Based on the information you just provided, it appears that you have already registered an
account in the system.
* Re-enter SSN: | easeaseer
* Are you authorized to wark nee On Click the button below to begin the process of retrieving your account information.
the United States?: s "
Please do not use any personal identification infor mation as your user nal
Humber or FEIN). You will need your User ID and Password for all future activil
write this information down and keep it in a secul . .
If SSN already is M If SSN is not used, the
registered, the screen screen is displayed
<< Back | is displayed when when Next>> is
EIZIETEN o o> is selected. selected on 2™ page.

Already Registered (SSN Check)

e After the user receives the Already Registered screen, they will click Next>> to begin a
verification to retrieve the existing account information that exists for them.
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Enter information into the form, so that we can verify this information against
what is in our database. If you can't provide the needed information, you may

contact staff by clicking the Go To Contact Staff Page link.

Your Information

Wie rmust verify some personal information before we can reactivate your account. Fill out the form
below, then click Verfy.

* First Marne: Adam

* Last MName Twiehe

* Date of Birth: 05/151923 Example (MWDDFYYYY)
*Zip Code: 32955 [(99999-3999)

—

| Go To Contact Staff Page |

Your Info Verification (for SSN Check)

e The screens and steps for verifying the account information are similar to the steps after the Your

Information screen, described in Option 1, for individual, the previous “Forgot Password and/or
User ID” enhancement.

o If the account information is correct then the user’s account is successfully re-activated, and the

user is taken to a screen where they can see their user name and where they are asked to reset
their account password.

New Password

Yfou have successfully re-activated your account. Please take note of your User Mame. You must
now re-set your account password to continue

User Mame: 1ADART2

* Password [ Fassword (8 — 16 characters, you must have at
. least one fetter and one number)

* Confirm Password: |esesses

—

New Password Reset (for Re-Registration Activation)

After a valid new password is saved, the user is successfully logged in and taken to the General
Information page.

Note: There is a “Go to Contact Staff Page” link on the Your Information page and any other pages that
require validating information, to take the user directly to the staff contact page if they don’t know
the information being requested. The “Contact Staff Page” will also display if the data entered is
incorrect, or can not be validated. For customers who allow individuals to not provide SSN
number at registration, the Already Registered box will display after the second page of
registration (which includes the first and last name) if first name, last name and ZIP Code match
an existing registration in the database. If they do, user will be asked to enter date of birth for
validation, as well as their security question, and resetting of password.
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Assisting an Individual

Before you can assist an individual, you must identify the registered individual whom you will assist and
select their account. This is done by use of a search screen.

To search for and select an individual:

1 Select Manage Individuals » Assist an Individual from the Navigation Menu.
Or...
Click Assist an Individual from the Manage Individuals Options screen.

The search window is displayed, allowing you to specify information about the individual(s) you
want to assist (as shown on the next page).

Note: When currently managing someone, you can also click under
their name (on the Navigation menu) to assist another individual.

Currently Managing
SMITH, CARA

) o Assist a new Individual{h
2 Enter your desired search criteria in one or more of the text boxes,

buttons or controls, as shown in the sample figure below.

Click My Search Lists to retrieve saved
search results. Click a desired name link

to directly access one of the last five
A Filt lists by type: | Individuals =
accounts you previously accessed. LR AR

10 S0 0N any column, click a column title.

= You have 3 saved Individual itern(s) in My Search Lists.
= Here are the & most recent individuals you assisted: Jane Smith (DEMOREG), John Smith

(GSWOHMADLLT), John Srith (JOHM), Cara Ann Srith (CARA, Davey Montooth (GSIDLMO3)|| 34684 Zip Code Indhiduale 0612372006 S—Sff'%
Smiths Individuals 054182006 Sérct | Delete
General Criteria “ets in Hillsborough Individuals 0B/23/2008 Select | Delete
First MName: i Records per page Im = m
Last Narme: smit

Note: My Search Lists displays saved groups of individuals
Individual User MName: from previous searches. Selecting a list displays the saved

SEN (full number): Example: 999999999 individuals; it does not repeat the search.

53N (last 4 digits) Note:  Search criteria is NOT case sensitive. To enter

Telephone Nurmber: i i a name search, you can type part of a person’s name (like
“ch” to find the first names Charles, Charlie, or Chuck), or

you can enter the first letter of the first name and first two

State ID Murnber: letters of the last name.

Scan Card ID:

Emmall Address: o .
mall Actress You can make selections in multiple boxes among the

Resume Available: Mone Selected v different types of search criteria. The more criteria you
select, the narrower your search will be and the smaller

Individual Registered within: days the number of results.
[ More Search Optipns | You can also click a My Search List link at the top of the
{ ] screen to access a list of individuals saved from a
| Search | previous search, or a desired name link from a list of the 5

most recent accounts you accessed.

Individual Search Screen (Basic)

3 To access additional search criteria, click More Search Options. The system responds by
displaying an extended individual search screen, as seen in the following sample figure.
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[General | Lacation | Additional Characteristics | Erplovment | Veteran | Public Assistance | Special

Program | Assessments | Skills | Staff]

[ Search |

You can click a section link to scroll to that area for search options, or ...

= You have 3 saved Individual item(s) in My Search Lists.

click a name link to access the individual's Profile screen.

= Here ate the 5 most recent individuals you assisted: Dernetrius Cole (GSIDOCUMENTATIONT), Cara

Anh Smith (CARA), Jane Smith (DEMOREG), John Smith (GELOHNADULT], John Smith (IOHMN)

General Criteria

First Mame:

I
I
I
o Jeamme
L1
1L ]
I
[ 1
I
T

Last Mame:

Individual User Marne:
SEM (full number):
55N (last 4 digits):
Telephone Mumber:
Scan Card ID:

State 1D Number:
Email Address:
Resume Available:

Individual Registered within:

[Tow | Bottarn ]

Location Criteria

Residential Address

Maone Selected -
Mone Selected v
None Selected v

Assigned LWIA / One Stop

LwWIA ! Region:

Mone Selected v
Mone Selected v

- One Stop Location:

[Top | Bottorn |
Additional Characteristics Criteria

Age:

Start: End

Employment Criteria

Job Occupation Code

Morniths of Experience
Desired Job Title
Employer Mame
Ermployment Status

Unemployrerit Status:

[ lrseanhioronet coge

Select where to search far selected OMET code: O Desired
occupation O Ermployment History @ Both

L

None Selected v

| None Selected v

[Top | Bottorn |

Veteran Criteria

weteran, TSM, or wife of a dec
or disabled veteran:

Transitioning Service Membe
Carmpaign Veteran:
Disahled Yeteran

Recently Separated Veteran:
weteran Status:

Hormeless Veteran:

Military Dependent:

Public Assistance Criteria
Receiving TAMF,
Receiving Food Stamps:

Receiing Supplemental Sec
Income (S5

Receiving Refugee Cash
Agsistance (RCAY

Receiving General Assistancs

Fublicly Suppored Foster Ch

Date of Birth

L Lmmian

Migrant Farm Worker: |Nnne Selected

vl

Education Level: |N0ne Selected

(O selectad education level ar higher
O selected education level or lower
(@ selectad education level exactly

Attending School: |N0ne Selected

Special Program Criteria

Mone Selected »

Special Program

[Top | Bottorn ]

Assessment Criteria

Winrk Keys Applied Mathematics:

Naone Selected -
Wiork Keys Reading for Information: | Mone Selected i
Mone Selected v

‘iork Keys Applied Technolos: L =

You can search by individuals
assigned to you (or to another case
manager), by Program
Participation, or by how the
individual registered in the system.

Wiork Keys Locating Information:

WWork Keys Listening:
Waork Keys Observation

Wiark Keys Tearmwark:

Wiork Keys Wiriting:
[Top | Bottorn ]
Skills Criteria
Skill et Mone Selected  »

@] Display candidates that closely match your required skills (70% ar higher)
® Display candidates that moderately match your required skills (50% or highen)
O Display candidates that loosely match your reguired skills (25% or highen

[ Acdd news staff skill set | View selected skill set]

[Top | Bottorm ]
Staff Criteria

Individual User Status:

Mone Selected
Assigned Case Manager. Mone Selected “

[Select e |

Frogram Participation | Mone Selected vl
(#ctive only)

Registration Source: |N0ne Selected vl

| search }

Individual Search Screen (Extended Options)

4  Staff can employ any combination of search criteria to access desired account information.

The following table lists additional criteria sections and search elements that staff can use:
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Section

Location
Criteria

Additional
Characteristics
Criteria

Employment
Criteria

Veteran
Criteria

Public Assistance
Criteria

Special Program
Criteria

Assessment
Criteria

Skills Criteria

Staff Criteria

Element

ZIP Code; State; County/Parish;
LWIA/Region; One Stop Location

Age (Start/End); Migrant Farm Worker;
Education Level; Attending School

Job Occupation Code; Months of
Experience; Desired Job Title; Employer
Name; Employment Status;
Unemployment Status

Veteran, TSM, or wife of a deceased or
disabled veteran; Transitioning Service
Member; Campaign Veteran; Disabled
Veteran; Recently Separated Veteran;
Veteran Status; Homeless Veteran;
Military Dependant

Receiving TANF; Receiving Food
Stamps; Receiving Supplemental
Security Income (SSI); Receiving
Refugee Cash Assistance (RCA);
Receiving General Assistance; Publicly
Supported Foster Child

Special Program List Box (i.e., Career
Path, ERP, Reg/Profiling)

Work Keys Applied Mathematics;
Reading for Information; Locating
Information; Applied Technology;
Listening; Observation; Teamwork;
Writing

List box containing staff skill set lists
(i.e., secretary skills)

Individual User Status; Assigned Case
Manager; Program Patrticipation;
Registration Source

Description

If staff search by location (excluding ZIP Code)
they must first select the desire state. VOS wiill
“refresh” the page to display all applicable
counties, regions, and one-stop office locations.

Staff may search by age range (i.e., 19-21 year
olds), MSFW status, education level (highest
grade completed), and/or school status (in/out of
school).

Staff may select search criteria that focus on
individual employment histories. If they use a
desired O*NET code they can further qualify the
search by desired # of months served. VOS
checks the IND database table for matches.

Staff may select from varying degrees of veteran
search criteria to locate desired account
information.

Public assistance information recorded for
federal program eligibility purposes may be used
to locate desired account info.

If your VOS deployment includes enrollment in
local (non-federal) programs, staff may use this
section by selecting a desired program.

All search criteria displayed applies to the Work
Keys assessment only.

If staff creates customized job skill sets, they may
perform skills matching to locate desired
individuals.

Staff may select from the following criteria:
archived vs. active accounts; by case load; active
program participants (i.e. WP, WIA, etc); source
of registration (self, staff, conversion, etc).

5 Once Search is clicked, the Search Results are displayed to let you select a desired individual.

You can also save a list from the results screen, and go straight to certain folders and tabs (as
described in the next topic).

Note:

The Search Results can be displayed in a Summary View or Detailed View. The same

functions and links are available from both views.
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Search Results (Summary View)

The steps in the previous topic indicate how to search for an individual. Based on your search criteria,
the system will display a results screen similar to the following sample figure.

Click a column
heading once to

sort search results

in ascending
order; click twice
to sortin
descending order.

Click User
Name link to
access Profile
screen.

The criteria may

help if you go
back and refine
your search.

DEMOREG Jane

GESITESTYOUTH  Joe

GSITESTTESTZ22 joe

P JOHMN John

GEWOHNADULT  John

Enter page number.

Results View: Summary | Detailed
To sort on any colurmn, click a column title

Click the boxes to select records then
click this link to Save the search list.

Smith 0704 Mo
Smith 5252 Mo
stmith 5225 Mo
Smith 5429 Mo
Smith 1234 No

SEARCH CRITERIA: Last name beginswith sm

Yiewing page 2 of 3

Qi g

| Change search criteria |

Records per page: A ﬂ

Click on a link to display
individual's Summary,
Case Notes, Activities
or Programs tab.

T~

Summary

MNaotes

Activities
Programs
Summary
Motes
Activities O
Programs

1518 01/03/2007

1666 05/04/2007

3458 05072004 Actiities

Programs

Summary
Motes

Activities O

Prograrms

1095 11/04/2005

Specify number of
records to display per
page and click Go.

Individual Search Results, Summary View

To manage search results, perform the following steps:
Click Detailed to change to the Detailed view (described in the next topic).

Click a column heading to alphabetically sort the results by that column value. Click the column heading
a second time to re-sort the list in reverse order.

Enter a page number and click Go to move to that page in the list.

Choose a different number of results per page and click Go to refresh the screen.

Use the arrows @11 118 t5 move back and forth through the different pages of the list.

Click a desired User Name link to access the individual's Profile Screen. Click a desired link in the Action
column to access the individual's Summary Tab, Case Notes Tab, Activities Tab, or Programs Tab from
the Case Management Profile.
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To save the results of this search for future retrieval,
click in the far right column (click the heading to select
all, or click the check boxes for desired records) and
then click Save List.

Manage Individuals

Enter a list title below to save the records you have selected
above so you can review them at a later time.

* List Title:

J Smiths List]
Type a name in the displayed box for the saved list

EN
title, and click Save. The system will display a

“successful confirmation” message when complete. At this point, you can work with your search results
as you originally intended.

Search Results (Detailed View)

The following figure displays sample search results in the Detailed View. This view displays more data to
help you decide which individuals to assists, but takes up more space for displaying the search results.

Results View: Sumrmary | Detailed

You can manage search results with the same tools/links described in the Summary View (the previous

To sort on any column, click a column title

Individual Summary

Crcen L n

Resumes Available:

Indicators:

0 Total, 0 Online

topic). For example:

Indicators: WP - Enrolled in Wagner Peysg  Resumes Available: 2 Total, 0 Online
Occupation Experience:  Automative Master Mechanics (54 months),
User Mame: GEITESTYOUTH created on 07 Autornotive Specialty Technicians (19 months)

User Mame: DEMOREG created on 05/03/2008
Individual Mame Jane Smith
S5N (last 4 digits) 0704
D=l SRS User Narme: JOHM created on 05072004
State D 1213 Individual Mare: John Srith
Address 12.3 Palm Harbor, FL 34683 SEN (st £ digits) 5479
Phane: Prirary: (111) 222-3333 Alt: Date of Birth: 05031979
Education Level 2 Years at College or a Techni
Schaal State ID: 348
Resumes Available: 0 Total. 0 Online Address: 1001 Omaha Cir Palm Harbor, FL 34683
Occupation Experience:  M/A Phone: Primary: (F27) 786-7955 Alt: MiA %ﬁi
Employment Status Warking Part Time Email Address: Ismith@email. com Activities O
Laoking for Work Yas Education Level 12th Grade Completed & Did Mot Graduate Erograms

Individual Mame: Joe Smith Employment Status: Warking Full Tirme

B3N (last 4 digits) 5252 Loaking for Work Yes

Date of Birth 05/12/1983 Indicators

State ID: 1614

Address 1273 street BRANDOM, FL 3351 User Name: GELJOHNADULT created on 11/04/2005
Phone: Fritmary: (812) 456-4544 Alr: by Individual Name: John Smith

SEARCH CRITERIA: Last name begins with emi

“Wiewing page 2 of 3

i i

Occupation Experience: A

hd
Employment Status Warking Full Time Enter page number. m Records per page: |5 m
Looking for Yaork No

Education Lavel 11th Grade Completed SSN (last 4 digits): 1234

Resumes Available: 0 Total, 0 Online Date of Birth: 05/0371979

Occupation Experience:  NAA State ID: 1025

Employment Status Nat Warking Address: 123 Any St Palm Harbor, FL 34583 Summan

Looking for Wark: Yes Phone: Prirnary: (800) 555-1234 Alt: MAA m@

Indicators: WP - Enrolled in Wagner Peysg Email Address: smithi@email.com Activities o
Education Level High School Diplarna Prog-ams

Vst Beie GSITESTIERTZZ created on | pegy s Available: 3 Total, 0 Onling

et (it Ifze ey Occupation Experience:  Accountants (35 months)

S el 4 i L2z Ernployrment Status: Mot Warking

Date of Birth 12091979 Loaking for Wark Yes

State ID: 168 Indicators ‘ - Staff Verified on 0509/2006

Address 123 street LAKELAND, FL 330

Fhone: Primary: (546) 465-4654 Alt Save

Education Level High School Diploma List

Individual Search Results, Detailed View

Click Summary to change to the Summary view (described in the previous topic).
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Click a user name created on... link to access
that individual’s Profile Screen.

Click a desired link in the Action column to
access the individual’s Summary Tab, Case
Notes Tab, Activities Tab, or Programs Tab,
and click last column to save results of the
search to a list (identical to Summary View).

Notable differences are:

Click the Individual Summary column heading
to display a dialog-box control for sorting the
results. This can sort ascending or
descending by fields similar to those in the
Summary View column headings. However,
there is more data in this view and, therefore,
more sort options.

The Resumes link indicates how many resume
the individual has total, how many online, and
lets you click to access the Resume tab for
that individual.

Choose a Profile

When you click a User Name link from the individual search results screen, the system displays the

Profile screen similar to the table figure below. To select a profile, click on the profile folder icon or the
profile name link.

A

A

the following section.

resumes, case notes, and letters.

employers, jobs, and case notes.

_

I N L]

User Name: — S— - — —
Individual Ma <23 [4Marketing 9.0 - Sort Options - Microsoft Internet Expl... E”Elgl
SSM flast 4 Select an option from the pull down list below to set the sort item and
Date of Birth then select the order of your results
State ID:
Address Item to Sort Sort Order
Phane: "
“weteran Indicator v @ Ascending O Descending
Education Lg Address
Resumes Al |Date of Birth
CemmEim Education Level -
b Ernployment Status
First Marme q
Employment] || 2t Name Sorts by the many fields
Looking for Looking for Waork shown in the Detail view.
i hetians |_|Occupational Experience
Phaone P
Resumes Available AOner Feyser
— SN (last 4 digits)
User Mame:  |State ID [4421/2008
Individual Mamna Stall Verified Indicator
User Create Date
S5 (last 4 dig|Uger Name

Date of Birth: an Indicator

State ID: Wagner Peyser Indicator

Address 9658 somewhere Tampa, FL 33647 i
Phone: Primary: (813) 145-1445 Alt: NAA Maotes
Education Level Bachelor's Degree Activities

Resumes Available: 1 Tatal, 0 Online Programs
Occupation Experience:  NAA
Employment Status: Warking Full Time
Loaking for Work: Yes
Indicatars B _ eteran
WP - Enrolled in Wagner Payser

the individual.

Personal Profile — Contains contact and identifying information, skills listed, desired
occupational goals, and background information such as job history. For more details refer to

Employment Profile —Contains job openings that have been researched and stored,

Search History Profile — Contains information on occupations, training programs,

Assessment Profile — Contains functions to work with an individual’s job skill set, personal
skill set, interest level, assessments, and work importance level.

Case Management Profile — Contains an activities tab to record specific job-related
activities and an assessment tab for recording assessment results.

Report Profile — Contains tracking information to show a person’s statistics and site usage.
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For details of each profile option, refer to the topics that follow.

Note: Virtual OneStop provides filter display options for most tabs within each profile folder. Staff (and
individuals) can filter items based on current vs. deleted items, as shown in the following sample

figure:
[ Assist an Individual | Staff Services |
Personal [ Employment Plan [ Search Histo Case Management [/ Assessment [f Report

Resumes Letters Job Applications Online Application Virtual Recruiter

Select 'View All Deleted' to view only deleted items

View All Deleted

Comp & Math Jobs 01/15/2008 Weekly  11/15/2007 Email & Message Center  Run

Delete

Create new Job Alert |

Sample Virtual Recruiter Tab Screen

Managing a Personal Profile

Click the Personal Profile icon or text link to view or modify the information in an individual's Personal
Profile as shown in the following sample figure:
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Click Assist an Individual to Click Staff Services to return
conduct a new search. [ Assist an Individual | Staff Services ] to the main menu for staff.
‘ Personal Employment Plan Search History Case Management Assessment Report
\
{ General Information Background Activities Memo
FI,I,Ck the link or indicates required fields. For help click the question mark next to each section.
+" to expand
lists. Expanded .
profile lists are  !ff Section 2
saved and Registration Date: 07/26/2006
display when Source of Registration: None Selected
you reenter any LWIA / Region- | Pinellas Workforce v The Account Reset feature

profile screen.

rovides user login assistance.
Active profiles Office Location: | Palm Harbor  + P 9

. For details, see the “Resetting
appear in red. Account Reset: Click Here to Reset Account an Individual’'s Account” topic.

Social Security Number: View / Edit SSN

Click View/Edit SSN to modify
Login Information: the SSN. For details, see the
“Viewing/Editing an Individual's

Registration Date: 07/26/2006 SSN” topic.

* User Name: GSISTUDENT
*Password: |eesesesese
Enter Password (4 - 16 Characters, letters or numbers)
* Confirm Password: |eesssessse
Security Question |\What is your mother's maiden name? v
Security Question Response: |gmjth
Hint to help if you have forgotten your password.
ScanCard ID:

Sample Personal Profile

The Personal Profile comprises the following tabs:

General Information — General contact and profile information about the individual as recorded during
system registration (see the following section).

Background — Information about the individual's employment and educational background which
provides the foundation for their resume

Activities — Suggested activities to meet the individual's needs
Memo — Notes written by the individual or staff member about the individual

Note: To expand a profile, click the link at the top of the page (e.g., Personal, Employment Plan, Search
History, Case Management, Assessment, Report). To return to the main Staff Services screen,
click Staff Services from the top of the screen or the Navigation Bar.

General Information Tab

The General Information tab contains screen groups for maintaining an individual’s different login,
contact, and profile information.

To make any changes, click in the boxes or use the drop-down list or other controls, as indicated in the
following sample figures.
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[ Assist an Individual | Staff Services ]

(%) indicates required fields.

Staff Section
Registration Date: 08/03/2007
Source of Registration: Direct - Staff Entered Entry
LWIA / Region: 01 - Flagler/Volusia Workforce
Office Location: Volusia
Account Reset: Click Here to Reset Account
* Social Security Number: View / Edit SSN

Login Information:

Registration Date: 08/03/2007
* User Name: GSIDOCUMENTATION1

Enter Password (4 - 16 harad

Security Question | What is your mother's maiden

Security Question Response: |gmith :I

Hint to help if you have firgotte

ScanCard 1D :|

* Confirm Password: |esesssssssssssss

Your Name

* First Name: | Demetrius
Middle Initial: ||
* Last Name:  Cole

Note: Staff may overwrite the
encrypted password on behalf of the
individual instead of using the
Password Reset option (see next
topic). The individual would enter their
user name and new password (created
by staff) to log in to Virtual OneStop.

Individuals may change their own
passwords while working unassisted.

£ Personal [ Employment Plan [ Search History [ Case Mar [E2] ent [ Report
General Information Background Activities Memo

For help click the question mark next to each section.

Residential Address Information

* Address Line 1: |4220 Roundroast Ct. |

Address Line 2 | |

* City: [TAMPA |

[[cetmaosite Phane +|

*State: *
* Zip Code: (95995-
ip Code:(3 33617 Find Fip Code] ((Cnens in g new wincow)
9999)
* County/Parish: | Hillsborough County +

* Country: |United States

]

[Mone Selected
Cell/Mobile Phone
Relatives Phone
Wiark Phone
Mot identified
Home

Other

£

* Primary Phone

Nurnber: |813 |'|949 |'|DDBB |EXT|

| Type: | Celitvobile Phone [v

Alternate Phone

Murnber: || || | Ext |

| Type: | MNone Selected

X
|

SR |
Email Address: |jdoe@geosso|inc.com |

*

Fax Phone Nurmber: |

Mailing Address Information

[ Staff has reviewed this address for correctness

Check here if mailing
address is same as []
above:
* Mailing Address |414 Hot Sauce Lane |
Line 1:

Mailing Address Line | |
2

* Mailing Address
City:

* Mailing Address
State:

* Mailing Address Zip
Code:

* Mailing Address
Country:

* Accessing the YWeb |ka
Site From:

|PALM HARBOR |

34633

|Un|ted States

Create Email Account

General Information Tab (page 1 of 2)

Staff may use the following tools (indicated by X in the figures):

Account Reset (Staff Section) — Help individuals who forgot their username, password, or security

View/Edit Social Security Number (Staff Section) — Help individuals who incorrectly provided their

SSN. Find ZIP Code (Residential Address Section) — Link to the USPS web page for ZIP Code

[ )

guestion response. For details, refer to the next topic.
[ )

assistance.
°

behalf.

Create Email (Residential Address Section) — Establish a free email account on the individual's
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Individual Information:

would like additional information you can review our Privacy Stateme,

The following information is being requested for statistical reporting and is kept confidential. If you

@

™ Date of Birth: | 04/15/1975

Example (MM/DD/YYYY)

* Are You Attending .
School? | No, Not Attending Any School

Click here fo regis

*

Do you have a substantial disability? (O Yes @ No O

Alien Registration Number: |
Alien Registration Expiration Date: |
* Are you authorized to work in the United States?

* Current Employment Status: |

* Have you recently received a notice of
termination or military separation?

Date of Layoff or Military Separation:

* Type of business worked in: | Private Business

* Are you currently looking for work? @ Yes ) No

* Are you receiving Unemployment Insurance? |No, Neither Claim,

Ethnic Origin:
* Are you of Hispanic or Latino heritage?

" Race - Please check all that apply

Farmwork Information

days in the past 12 months?

Military Service: Veterans may be entitled to additional state and federal benefits

* Are you in the military, a veteran, or the spouse of a veteran?

Have you worked on a farm or as a migrant/ migrant food processor at least 25

* Was at least half your earned income in the last 12 months from farm,

* Was at least half your earned income in the last 12 months from meat
processing, poultry processing, and/or fruit or vegetable processing NOT

orchard, ranch, plant and/or nursery work AND not from the same employer?

including wild seafood processing?

* Did you travel beyond normal commuting distance from your permanent home
to accept any work listed in questions above in the last 12 months?

7]
®Yes (O No O The information was not
provided
[ African American / Black
] American Indian / Alaskan Native
[ Asian
[C1Hawaiian / Other Pacific Islander
[V White
[ Information not provided

OYes @ No

L]

OYes ONo

OYes @ No

OYes @ No

OYes @ No
Type of Farmworker
Save Information

General Information Tab (page 2 of 2)

Staff may use the following tools in the sections displayed above:

°
to register the individual online for S

elective Service.

Selective Service Registration (Individual Information Section) — Link to the government web site

Enter any required changes. Click the Save Information button to save your changes.

Resetting an Individual’s Account

If a staff member is contacted by an individual user who has forgotten their username, password, and/or
security question response, this feature will assist staff in resetting the account information so that the
user can log in to the system. When staff click the Click Here to Reset Account link, the system will
display a selection screen, as shown in the following figure:
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General Information Background Activities Memo

) indicates required fields For help click the question mark next to each section

Staff Section
Registration Date: 12/01/2006
Source of Registration: Mone Selected
LWVIA / Region: 08 - WorkSource Florida
Onestop Office
Account Reset

Reset Options

[“IRaset Paszword
[Reset Security Question/Respanse
Downtown Jacksonville YWorkSource Career Se

T [J=end Username in Email

&y

Email Address

This email may be updated prior to sending. If changed, registration information will be updated.

rray@email com

==

Reset Account Options Screen

Staff may exercise any of three options:

Reset the individual’'s password

Reset the individual's security question and response
Send the individual their forgotten user name via email

For details of each option, refer to the topics that follow.

Reset Password (Individual)

If the user has forgotten their password, a staff
member can utilize the Reset Password option
by clicking the self titled checkbox (see sample
above). Staff should confirm the individual's
email address and click Send to complete the
action.

In response, the individual will receive an email
explaining how to access the Virtual OneStop
site (see sample, right). Upon accessing the
Virtual OneStop login page, users will enter their
user name and type “password” as their interim
password.

Next, the system will display a window where the
user is prompted to provide personal information
for security purposes. They complete the data
entry and click Verify to proceed.

Note: If users are unable to provide the required
information, they can click Go To

Subject:  Your I4Marketing &.0 Account

We have reset the password oh your I4Marketing 5.0 account to
PASZWORD. When you sign in to I4Marketing 8.0, plesse enter your
username and the password: PASSTORD.

Please click here to sign in to oga/80/ IdwarketingvB0.

Thank wyou for using I4Marketing S.0.

Your Information

You must reset your password fo something other than 'password’. To do so we must verify your
identity. Please provide the information below for user verification

User Name: GSIJOHN
* First Name
* Last Name

* Date of Birth Example (MM/DD/YYYY)

Contact Staff Page for further assistance | “*°*
(see sample page below).
[ Go To Contact Staff Page ]
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Once the system verifies the user’s
personal information, it prompts them to
provide their security question response.
Users enter the information and click
Verify>> to proceed.

The last step of the password reset
function requires the individual to enter
their new password and confirm it. They
will use this newly created password for
subsequent system logins. Individuals
click Save to secure their changes and
complete the password reset drill.

The following figure displays a sample
Contact Staff page, which users may
access if they are unable to complete the
required information for password reset
purposes:

Security Question Response
Security Question What is your mother's maiden name?

* Security Question
Response

[ Go To Contact Staff Page |

New Password

Your account has been verified. You are now required to reset the password for your account
Enter your new password in the text boxes below.

User Name GSIJOHN
* Password Password (4 - 16 Characters, letters or
numbers)
* Confirm Password

Contact Us Directly

The closest Career Center is:
l4Marketing

Phone: 777-786-7955
Email:

Send Email to Us

description boxes.

* Subject:

* First Name

* Last Name

* Zip Code:

* Phone Number:

Your Email:

Description

You have the option of contacting us directly via means other than this email form. Use the contact
information below to initiate contact with us

Email @geosolinc.com

System Contact Email (non office): Email@geosolinc.com

Please help us help you - provide a short description of your problem, either in the subject or

Reset Account Password

Please contact me at the above phone number or
email address (if available) regarding my
account.

(99999-9999)

Extension

“send [ Cancel |

Sample Contact Staff Page

V9.1 R3 - 05/2008

67 Virtual OneStop - Staff Services User Guide



" Manage Individuals

Reset Security Question/Response (Individual)

If the user has forgotten their security question/response, a staff member can utilize the Reset Security
Question/Response option by clicking the self titled checkbox on the Rest Account Options screen. Staff
should confirm the individual's email address and click Send to complete the action.

In response, the |nd|V|dua| W|” rece|ve an Subjeck: Your [4Marketing 5.0 Accounk
email confirming their security
guestion/response has been reset (see _ . .
. . . We have reset your sSecurity gquestion and sSecurity cquestion

Sample, I‘Ight) Upon |0gglng N tO the response. The next time that you log on to I4Marketing 5.0,

H please bhe sure to select a new security question and security
Virtual OneStop system, users should select Hiorion remponee.
a new security question and response.

Please click here to sign in to ga/80/ I4marketingvs0.

Thank you for using I4Marketing 5.0.

Reset Username (Individual)

If the individual has forgotten their username, staff can utilize the Reset Security Question/Response
option by clicking the self titled checkbox on the Rest Account Options screen. Staff should confirm the
individual's email address and click Send to complete the action.

Subject: Your [4Marketing 8.0 Account

In response, the individual will receive an email

L . . The user name for your l[4Marketing 8.0 account is: GSIJOHN.
confirming their username (see sample, right).

Upon |ogging in to the Virtual OneStop system, Please click here to sign in to ga/80/I4marketingv80.
users will enter this user name and their saved
password. Thank you for using [4Marketing 8.0.

Viewing/Editing an Individual’s SSN

Traditionally, staff members had to access an individual's Wagner-Peyser (WP) or Workforce Investment
Act (WIA) application to view or edit the Social Security Number (SSN). Although staff (with the
appropriate program privileges) may continue to do so, staff may also access the individual's General
Information tab (of the Personal Profile) to view or edit the SSN.

General Information Background Activities Memo
(*) indicates required fields. For help click the question mark next to each section.
Staff Section (7]

Registration Date: 10/03/2007
Source of Registration: Direct - Staff Entered Entry

LWIA / Region: 06 - Trident
Onestop Office: Trident OneStop Career Center Individual Information
Account Reset: Click Here to Reset Account

- : - - GSIDRINDO71003
Social Security Number: View / Edit SSN User Name
Name GSIDRobinson Test
Current SSM: 900-00-0715
+ New SSN

Do not enter dashes. Example
format 999999999,

View/Edit SSN Screen
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As shown in the previous figure, when staff click View/Edit SNN, the system displays the View/Edit SNN
screen. Staff may use this screen to type the updated SSN in the space provided and click Save to
secure their edits. As a result, the system displays the following confirmation screen:

You have successfully changed the selected individual's social security number.

Return to General Info Folder |

[ Home | Services | Site Map | Settings | Staff Account | Reference | Log Off ]

Change SSN Confirmation Screen

Note: The system will modify the SSN as it appears in the WP and WIA application(s) for this individual.

Background Tab

The Background tab provides details of the individual’'s employment, educational, training, desired
locations, salary, availability, and other background data that may be pertinent to matching the individual
with a job.

The Background Wizard steps the user through the process of successfully creating and saving
background information. Once this information is completed, the individual can use the entered
information to create a resume or online application. The following figure displays a sample Background
tab:
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General Information Background Activities Memo

Click here to complete steps 1—
10 of the Background Wizard.

Start the Background Wizard This is ideal for first-timers.

Education and Training Qualification(s) I

' Drivers License Information (2]
mpletion
s (= ‘ D you liexo & il B N
Edi license? °
Associates Degree Southern Florida 06/1290 E 16 State lssuad:
12th Grade Completed & Did Mot Clearwater High - Eel) | [ DTS R D
Graduate Schaol Delete Drivers License Class
Drivers license Endorsernents;
| Add a new Education History | Do you have access to a motar Mo
wvehicle?
Occupational License(s) - Certificate(s) ¢ | Do you rely on public Mo

transportation?

Cerntificats cense Issuing Organization Completion date ‘

MNurses Aide Southern Florida 0R/1950 Edit | Delete Click the Add or Edit link to
| complete or edit desired
| steps. You do not have to

Employment History ¢ I complete all steps. [ | Acion |
Ciliaa Edit
Employer Start/End Dates ‘

[ Add a new Occupational License(s) - Cerificaters) |

Clearwater Hospital 08/1990 - 02/2004 Clearwater Beach Edit | Delete | Edit Desired Location |
[ Add a new Employment History | Desired Salary 2]

Skills | Desired Salary

Skill $14 50 hourly (530000 annually) or more Edit
i A
Catogory Stills you have selected _‘ N

[ Edit Desired Salary |
Education &
Social work with persons with mental disabilities or illnesses
Services o .
- — - Availability Information @
Healthcare  teach personal hygiene, instruct patient in use of supportive device, administer

redications or treatrments, analyze patient activity, evaluate patient response to
therapy, confer with physwcal therapy staff ta discuss treatment, instruct patients in m Days Available m
methods to improve functional activities, assis: patient in walking or exercising, Won, Tue, Wed, Thur, Fri Edit | Delet
assist patient with dressing, undressing, gronming, or bathing, follow dental or
medical ofice procedures, follow patient care procedures { Maore

[ Add a new Availability ]

Senice &
Sales use massage therapy procedures, changs linen
Honors & Activities @
[ Edit Skills | . . X
Several speech, debate, and journalism awards in both high school and college. Belonged to the
college photography club,
N | | Edit Honors & Activities |
Ability Summary {
Additional Information (2]
You have not entered any ahilities
| Edit Abilities | Willing to relocate. Available to start work immediately after college graduation in early June

[ Edit Additional Information |

References (7]

| Mame | Phone Number Emplayer Reference Type

There are no references
Staff may use this
checkbox to note if they e
have or have not approved
the background information.

Staff Approval

As a staff member, you can verify that the background information listed here has been verified by
checking the Staff Approved check box in this section below.

I™ Staff Approved - Currently, this background information has never been approved or disapproved

Background Tab

Using the Background Wizard

The Background Wizard is an ideal tool for individuals who have yet to complete their background

information. The Wizard also helps individuals modify existing background information one step/section
at a time.

To initiate the Background Wizard:

e Click the Start the Background Wizard button. Starting with step one, “Education and Training,”
the Wizard guides the individual and/or staff member through successful completion of all the
sections/steps to record all required information. If background information was provided via the
Common Enrollment/Intake Wizard, it will display when the Background Wizard is initiated.
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e Click the Next button in each section/step to save your changes and advance to the next section.

e Click the link below if the item does not apply to your background.

[This Step does not apply to me

If you omitted any required information, or typed information using the wrong format, the Background
Wizard will display a pop-up box with directions to help you correct the problem. Refer to the topics
below for an explanation of each step/section of the Background tab.

Step 1. Education and Training

When you click the Start the Background Wizard button, the system displays a screen similar to the
following figure:

Step 1 of 10. Enter your education and training Information. When you are finished
click the Save button. To cancel your changes, click the Cancel button. If you do

not want to add any certificates at this time, click the "This sfep does not apply fo
me” link to continue. .
Click here to access help text.

*

indicates required fields. 0 For help click the question mark.

Education and Training Qualification(s)

Do not complete if education level is less than High School.

* Education Level None Selected -
Click Course of study to Use drop-down
indicate a specific *_Education Program Title: lists.
subject area while Educational Category: [ Course of study |

attending this institution.

-

Issuing Institution

-

State (of Institution): Florida v
= Country (of Institution) United States v

* Gompletion Date (mm/yyyy):

-

Currently Aftending this () Yes, | am currently attending this school
School: ' No, | am not currently attending this school

Comments (2,000 characters maximum including formatting)

£ Format - Font | Arial - | Size -

ipraug s is | =ay e |EH .
‘ When you type or insert sample text, use the

formatting controls to create customized data
displays.

Note: You should first select the desired block of
For guidance, click here to text in order to apply a formatting option.

insert sample text. Click
Clear Text to remove it.

| | Click This step does not
Click here to initiate the _llp_yak_ | htp me to effectively
spell check feature. skip this step.

Click Save to save the
information. This step does not apply to me

Education and Training Screen

[ Spell Check | Insert Sample Text | Clear Text |

The fields on this screen are blank, because the individual has yet to record this information.
Complete items marked with a red asterisk (*).
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Click the question mark to access help text, if needed.

In the Comments section, use the formatting controls to create customized data displays. Hover over a

command icon (for example, E )to view a pop-up description. For details, see the “Using Formatting
Controls” topic.

Click This step does not apply to me to effectively skip this step and proceed to the next one.

When you click Save to save the information, the system displays a summary of the Education and
Training information, similar to the following screen:

Step 1 of 10. To add another item to your histery click the Add a new link. To
modify an existing item in your history click the link. To proceed forward and add

other information to your background click the Next >> hutton.

@ ror help click the question mark.

Modify the information
by clicking the desired
Edit or Delete link.

Education and Training Qualification(s)

“ Issuing Institution | Completion Date

High School Diploma Test School 052006 Edit | Delete
Mo High School Diploma or GED 05/2006 Edit | Delete
Jrd Grade Completed Third 121988 Edit | Delete

To record more educational or
training experience, click here.

[ Add & new Education Him%ﬁ 1
Click Next to
advance to step 2.

Education and Training History

You can perform the following tasks from this screen:
e To modify an existing entry, click its Edit link.
e To delete an existing entry, click its Delete link.
e To add another education or training record, click Add a new Education and Training

Qualification.

e To save the data and advance to the next step, click Next.

Step 2: Certificates and Occupational Licenses

In addition to degrees earned, the Background Wizard lets you record any training certificates or
occupational licenses earned. The following figure displays a sample Certificates and Occupational
Licenses screen:
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Step 2 of 10. Enter your certificate or occupational license information. When you
are finished click the Save button. If you do not wish to enter any information at

this time, click the This step does not apply to me link to continue.

* indicates requived fiaids 0 For help click the question mark

Occupational License(s) - Certificate(s)

* Cerificate / License: Dual-Mount Soldering Certificate
# |ssuing Organization: Group Technologies School Program
Certificate Mumber : 123

*

Cormpletion Date (mmfyyyy) [03/1998

Expiration Date (mm/yyyy): (0341008

*

State: Florida A

*

Country: United States v

This step does not apply to me

R =

Certificates and Occupational Licenses Screen

Complete items marked with a red asterisk (*). When you click the Save button to save the information,
the system displays a screen similar to the following:

Occupational License(s) - Certificate(s)
o io Modify the information
Certificates/License Issuing Organization c'“:"_;lti"'" by Clié’king the desired
Edit | Edit or Delete link.
Cert Test C Testing Assoc. 05/2006 e
Delete
Dual-Mount Soldering Group Technologies School Edit |
Cerificate Program Ll Delete
To record more license
information, click Add a new...
[ Add a new Occupational Licensels) - Certificatels) ]
Click Next to

M advance to step 3.

Certificate and Occupational License History

You can perform the following tasks from this screen:

e To modify an existing entry, click its Edit link.

e To delete an existing entry, click its Delete link.

e To add additional license information, click Add a new Occupational License(s) — Certificate(s).
To save the data and advance to step 3, click Next.

Step 3: Employment History

Use Step 3 to record the individual’s employment history. The following figure displays a sample
Employment History screen:
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Complete items
marked with a red
asterisk (*).

Step 3 of 1U. Enter your employment history. ¥When you are finished click the Save
button.

* indicates requited flelds.

Employment History

*

*

*

*

Company Mame:
Job Title:

Occupation Title

Occupation Description:

9 ro help click the question mark.

Click this link to select an
occupational title. Refer to the

|Deck's Jobs and Ammo 2

section “Selecting an

Occupation” in Chapter 2, for

|The Ammo Dude

28105300 Click here to Select Occupation.

details.

|Intern|sts, General

# City: |test |

# Country: |United States V|

# Type of Employment:

# Full-Tirme or Part-Tirme: |Fu|| Tirne (Ower 30 Hours) V|

# Salary:

* Salary is based upon: Day ~ Use the correct date format (mm/dd/yyyy). Click
The system + Start Date Currently Employed if there is no end date.
calculates the job # End Date: I:I [ Currently Employed

duration based
on start/stop
dates.

Duration of job in months:

Mone Selected

*

Reason for leaving?

* Job Duties (2,500 characters maximum including formatting)

§F0rmat - | Font * | Size < ‘

A | | |= & | Ta- [E

Diagnose and provide non-surgical treatment of diseases and injuries of internal organ
systems. Pravide care mainly for adults who have a wide range of problems associated with the
internal organs.

When you type or insert sample
text, use the formatting controls
to create customized data
displays.

Click these links to view
and insert/remove an
occupational description
and/or check your spelling.

Note: You must first select the
desired block of text in order to
apply a formatting option.

[ Spell Check | Insert Occupational Description | Clear Text |

Click Save to save
changes.

This step does not apply to me

D ez

Employment History Screen

You can perform the following tasks from this screen:
e Complete items marked with a red asterisk (*).
e Click the question mark to access help text, if needed.

e Inthe Job Duties section, click Insert Occupational Description to input O*NET data or enter your
own (or both). Use the formatting controls to create customized data displays. Hover over a

command icon (for example, )to view a pop-up description. For details, see the “Using
Formatting Controls” topic.

e Click This step does not apply to me to effectively skip this step and proceed to the next one.
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When you click Save to save your changes, the system displays a figure like the sample below:

Step 3 of 10. To add a new item to your employment history click the Add a new
Employment History link. To modify an exiting item in your Employment History

click the Edit link. To proceed forward and add other information to your
background click the Mext >> button.

O ror help click the question mark.
Employment History

Wallcare Data 0B/2000 - 122004 Clearwatar Edit | Delete

[ Add & new Ermployrnent Histary |

Updated Employment History Screen

To record additional work experience, click the Add a new Employment History link and repeat the
process for each job. When complete, click Next to advance to Step 4.

Step 4: Honors & Activities

You can use the Background Wizard to list any achievements, or any participation in services or
organizations that may be related to an individual's employment goals. To record achievement and
activities, type text in the large text box provided and click Next to save and proceed. Use desired
formatting controls to modify text appearance, if desired.

Step 4 of 10. Enter your honors and activities. When you are finished click the
Next => button. If you do not want to add any information at this time, click the

Next >> button to continue.

0 For help click the question mark.

Honors & Activities

Enter your honars and activities below (2,000 characters maximurm including formatting).

- Format = Font | Adal - | Size v
k ElEElEg W IES

Several speech, debate, and journalism awards in both high school and college. Belonged to ‘
the college photography club.

I U=

Click Insert Sample Text for
Select from various formatting guidance. Click Clear Text to
controls to modify the text you remove the sample text and
insert or type. For details, refer begin typing your own.

to the “Using Formatting
Controls” topic in chapter 2.

Click Update all resumes
to modify all existing
resumes with this text. Click Next to save

M your changes.

Honors and Activities Screen

[ Spell Check | Insert Sample Text | Clear Text |

[ Update all resumes
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Step 5: Additional Information

This step lets you record extra information not included in previous sections. This information should
further “sell” the individual's achievements. When you type text in the Additional Information box
provided, you may format the text using various control options.

Step 3 of 10. Enter any additional information here. When you are finished click
the Next>> button. If you do not want to add any additional information at this

time, do not enter any text, then click the Next>> button to continue.

0 For help click the queshion mark

Additional Information

Enter any additional information below (2 000 characters maximum including formatting)
= Format

B I U|=

Font | Arial ~| Size v

=E=s|sE|lsaE | B

wiilling to relocate. Available to star waork imrnediately after college graduation in early June
dfehi

Click this checkbox to modify
all existing resumes with this
information.

[ 2pell Check ! Ingert Sample Text | Clear Texd |

[ Update all resurnes

Click Next to save

| << Back | M your changes.

Additional Information Screen

When done, or if the individual has no additional information to record, click Next to advance to the next

step.

Step 6: Skills and Abilities

Based on the occupational titles that you selected in Step 3, Virtual OneStop creates a summary list of
skills associated with those occupational titles. In this step, you can modify the list to match the
individual's specific skills.

e Review the skills listed on this screen.

e If the skills list is accurate, click Next to continue.
o |If the skills list is not accurate, click the Modify Skills link.
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Step 6 of 10, Here is a list of your saved skills. If this list is correct continue to the
next step. Otherwise, click the "Modify Skills® link below.

0 For help click the question mark

. adjust computer aperation system

. agsist co-workers with software problems

communicate technical information

conduct computer diagnostics to determine nature of problems
Pre-checked skills
result from the
employment history
step, when you

selected occu-
pational titles 9. evaluate prototype computer software systems

conduct training for personnel

configure computers in industrial or manufacturing setting

R RN

consult with staff or users to identify operating procedure problems

&

evaluate cormputer system user requests or requirements

10. follow data security procedures

1. follow data storage procedures

12. identify appropriate software for project
13. install computer programs

14. install hardware, software, or peripheral equipment

Click Modify Skills to

change the skill set.

Modifs_Skills |

Occupational Skills Summary Screen

This returns you to the skills screen with category tabs displayed for all of the Job Skill
Categories:

Step 6 of 10. Select Your Job Skills. Click save to see a preview of your skills and
continue with the wizard

Click the category tabs
Job Skill Categories that apply to your skills...
General skills Computers & Construction Education & Social Entertainment &
[ Mathematics (0] [)] Services (24) Media (2)

Financial Healthcare Legal & Protective Management & Dffice

Services (0) (1) Services (0) Sarvices (1)

[ Science & Engineering (0] Service & Sales (3) skilled Trades (0] Transportation (0) ‘ ...then click the
subcategory button and
click to select your skills

Subcategories for the skill grovy;: cducation & Social Services from the subcategory.

& Counseling (0} © Education - Administration (3) " Education - Classronm [29)
 Library (0} © Museums & Anthropology () " Religion & Funeral (0}

O Social Serices 2) " Training (0}

Check All Skills | Uncheck All Skills

Click here to check
all skills or here to

-
uncheck all skills. | ounseling

anhalyze psychological testing data

counsel individuals with personal problems

decide which psychological tests to administer to clients
Click boxes to check develop psychological tests, rating scales, or related material
or uncheck as many
boxes as are
relevant.

empathize with others during counseling or related semices
interpret psychological test results

uge counseling technigues

use current social research
Click Save Skills and
Continue after selecting all the
major job categories and

use psychological treatment technigues subcategories that apply to you.
The next step is a summary
skills list for your review.

use grief counseling technigues

use psychological assessment tools

gjajojojojojojajojala

Job Skill Categories, Skills List - Selection Screen
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The occupation title you chose in the Employer History screen automatically populates certain skills
related to the occupation. Modify the skills list as follows:

e Click all the category tabs that apply to your skill set (at the top of the screen).

e On each category screen, select the radio button T for the subcategory.

e Then, click each skill that applies to you. You may also click the box to de-select a checked skill
that is a standard for the occupational title.

e When you finish reviewing all the categories and subcategories, click the Save Skills and
Continue button to view a summary skills list.

o Review the modified summary skills list.

Click Next to save the modified skills and advance to the next step. (Or, click the Modify SkKills link if you
need to return and make more changes to the listed skills.)

Step 7: Summary of Abilities

This step lets you record a text summary of the individual’s key skills or equipment experience. This may
include a summary of special abilities, such as equipment they can operate, software programs they
know, and other key items that do not appear in a regular skills list.

Note: Itis important to enter specialized information here since employers may look for that skill or
ability. Simply type in the text box provided to record this information. A sample of the Summary
of Abilities screen follows:

Step 7 of 10. Enter a summary of your abilities. When you are finished click the
Next >> button to continue. Check the Updafe box at the bottomn of the screen to

apply changes to all your resumes.

@ ror helo click the question mark.

Summary of Abilities

Enter a sumrmary of your abilities and include any key skills below (2000 characters maximurm
including formatting)

= Format ~ | Font ~ | Size M
& | Ta-

Hard warking, highly motivated team player with over 9 years experience in the mechanical
raintenance field. Perform scheduled maintenance on passenger cars, light trucks, and heavy
CONSIUCTION EGUIpMENT

alF

Type in text or
click here to insert
sample text.

[ Spell Check | Insert Sarmple Text | Clear Text |

[ Updare all resurnes

[ << back [ hext>>

Summary of Abilities Screen

Enter text in the Summary of Abilities text box provided.
Click Next to advance to step 8.
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Step 8: Drivers License Information

This step of the Background Wizard lets you document an individual's Driver’s License information (as
shown in the following figure).

Click the appropriate radio buttons, check boxes, and drop-down lists, and enter text to complete this
background information.

Step 8 of 10. Enter your driver’s license information. When you are finished click

the Next>> button to continue. If you do not want to add any driver's license

information at this time, do not enter any text, then click the Next>> button to
continue.

() indicates required fields.

Drivers License Information

o you have a valid Drivers
“D h lid D
license?

“State Issued:
Issued Qutside of United States:
Drivers License Type:

Drivers License Class:

Drivers license Endorsements:

*Do you have access to a motor
vehicle?

“Do you rely on public
transportation?

®ves ONo
FL - Florida
O

@ ro help click the question mark.

CDL - Commercial Drivers License %

O GOWR=2E000 & Towing GYWWR=10000 class
I GCWR=26000 & Tawing GYWR<10001 class
CIGCWR=26001 & Towing GVWR<10001 class
Private Yehicle class

[hdatorcycle class

] Tankers

I Double / Triple Trailers
O Private Yehicle class

O Hazardaus Waste
[rdatorcycles

O Tranzpant Passengers
CCity Gavernment Wehicles

[Inlo Endorsements

OYes @ No
Ofes @ Mo

<< Back ] ex>> |

Driver’s License Information Screen

Most items on this screen are marked by a red asterisk (*), which means they must be
completed.

Review your changes, and click Next to save your information and advance to the next step.

Step 9: Availability

This step lets you identify an individual’s preference for days and shifts for work availability (as shown in

the following figure).

Enter a Description title for the individual's availability (such as days, nights, special hours).

Note: The Description field allows the user to store various resumes for job types that require
different hours.

Click the appropriate check boxes to indicate the shifts and the days for which the individual is
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Step 9 of 10. Enter your desired availability for work. When you are finished click
the Save button to continue.

@ ror helo chick the question mark.

Availability
Description Might Shift Weekends
Employment Type Mone Selected |
Full-Time or Part-Time Mone Selected A

* Check any of the shifts you are willing to accept:
[ Day Shitt [ Swing Shift 2] Graveyard Shift []Rotating Shitt [ Split Shift

* Please check the days you are available for work:
O=unday CManday CTuesday CwWednasday [ Thursday [FFriday ] Saturday

Additional information regarding availability:
Available for midnight shift plust
anyovertime |

Current Characters: 47

[Sog ] Conee

Availability Screen

e Click Save to save your changes.

The system displays an updated screen listing the availability:

Step 9 of 10. To add another item to your availability history click the Add a new
link. To modify an existing availability history click the link. When you are

finished click the Next >> button to continue.

@ ror help click the question marl
Desired Availability

Desired FuII Tlme or Days
m Employment Shiftls) Available

Might Shift Mo Selected Graveyard Fri, Sat Edit |
Weeke;ﬁs Employment Type Delete
Man, Tue .
Weekday Mo Selected ' ' Edit |
Day Shifts Employment Type PR Day WedF,r'iI'hur, Delete

[ Add a new Awvailability |

< back ] Next>>

Availability List Screen

e Review the listing for availability on this screen. If an availability list is accurate, click Next to
continue to the next step.

If the availability list is not accurate, click the title of the availability record in the Description
column that you wish to modify, or click the record’s Edit link. If you want to add another
availability record, click the Add a new Availability link.
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Step 10: References

The final step of the Background Wizard lets individuals list their references (as indicated in the
References screen shown in the following figure):

References

Reference Name

* First Name: Paul

* Last Name: Brooks

Reference Company Information

Employer Name: “iryallet
Job Title: CEOD, Primary Operations

Reference Contact Address

* Address 1: 11 Harbaor Dr.
Address 2:
* City: Tarnpa
* State: Florida v
* Zip/Postal: 33601

Reference Contact Phone Number

* Primary Phone: 813 282 3485

Reference Email Address

Email:

Reference Information

* Reference Type:

* Number of Years Known: |1+

o | Corc |

Ext, 1134

Use drop down to indicate
whether the info recorded
is a Personal or Business
reference.

This step does not apply to me

Step 10 — References Screen

o Enter the name, company information, contact, and reference type of the person that is your

reference.

e When you have completed this form, click the Save button to accept changes.

o The reference name will display in a confirmation screen.

o After you have completed this section/step, click Finish.

Based on the steps completed using the Background Wizard, the system updates the Background tab.
You can modify the displayed information at any time, either by using the Background Wizard again, or by
simply clicking the Edit or Add a new... link for the desired section on the Background tab.
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Adding/Modifying Background Information

The previous topic discussed using the Background Wizard to record details of the individual’s
background. The Wizard helps you complete 10 steps, in order, providing screen instructions for user
assistance. Completing the steps of the Background Wizard updates the Background tab.

You can also access the Background tab directly to build or modify an individual's background data by

simply clicking the Edit or Add a new...

link for the desired section. Use directions provided in the

previous section for guidance on any specific area of the background tab.

[ Assist an Individual | Staff Services |

Personal Plan [ Search History [ Case Profila

General Information Background

Start the Background Wizard

Education and Training Qualification(s)

Deyree Issuing
4 Institution %

2 ¥ears at Callege or a Technical or

Activities Memo

‘Jocational School Pelican Tech 0B/2000
[ Add & new Education History |
Occupational License(s) - Certificate{s) -
Certificates/License m
L_ngrljgu—ﬂ Cerlfied Office User Pelican Tech 0B/2000 %
[ Add 2 new Occupational License(s) - Certificata(s) |

7]

Data Tech 02/2005 - Present St Petershurg Edit | Delete
0672000 - 12/2004 Edit | Delete

Employment History

Wellcare Data Clearwater

[ Add a new Employment History |

Skills

@
Skill Category Skills you have selected

Computers &  use computer networking technology, follow data security procedures, follow

Mathematics  data storage procedures, assist co-workers with software problems, evaluate
computer system user requests or requirements, evaluate prototype computer
software systems, monitar computer operation, maintain or repair computers or
related equipment, program computers using existing software, provide technical
cornputer training, use knowledge of mainframe computers, test computer
programs or systems, write computer software, programs, or code_{ More

Education &

Sacial Services

Entertainment 5
train warkers in use of equipment

& Media
Financial
. use spreadsheet software
Serices
General Skills  use knowledge of metric system, use computers to enter, access or retrieve

data, use oral or written communication techniques, communicate technical
infarmation, use interpersonal communication technigues

select business applications for computers, use desktop publishing software,
use waord processing or desktop publishing software, consult with staff or users
to identify operating procedure problems, recommend purchase or repair of
furnishings or equipment, select software for clerical activities

Management &
Office Services

Science &
Engineering
Skilled Trades

use geographical information system (GIS) software

monitor operating conditions

| Edit Skills |

The Background Wizard
walks you thru creation of
all 10 areas of background.

D The Background Tab lets
you modify or create only
the selected area.

Ahility Summary (7]

Praficient with Microsoft Office Suite and Windows operating systems
[ Edit Abilities |

Drivers License Information Q

Do you have a valid Drivers

. Yes
licenga?

JL

2egular Drivers License

5

it Drivers License Information |

Desired Location(s) Q

Desired Location

There are no records. Edit
[ Edit Desired L ocation |
Desired Salary (7]
Desired Salary m
Edit
| Edit Desired Salary |
Availability Information (7]

Weekdays hon, Tue, Y¥Ved, Thur, Fri Edit | Delste
[ &dd & new Availahility ]
Honors & Activities @

Awvard for fund raising for SK walk for cancer research
[ Edit Honors & Activities |

Additional Information

Willing to work flaxible hours

| Edit Additional Information | verified the backg round.

When this individual's

References
[ amo | Phone tumbg?” | Employer | otorenc il .
There are no references Inan employer Candldate
search, a gold star will
indicate that staff has
reviewed it.

As 3 staff shember, you can verify that the background information listed here has been verified by
checking the Staff Approved check box in this section below.

[ Add a new Reference |

Staff Approvz

I™ Staff Appraved - Currertly, this background infarmation has never been approved or disapproved

Return to the Directory of Services

Updated Background Tab
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Activities Tab

The Activities tab lets you review any activities stored for future reference. Activities are based on a
series of questions that an individual answers about his/her interests and required assistance. If there
are no stored activities for this individual, you will see the statement, “You currently have no saved activity
items.” If you want to add or change activities, click Add/Modify Activities.

To begin an activity, click the activity statement and follow the instructions for that topic. When this
activity has been completed, check the Complete box to line through the activity. To delete an activity,
click the desired checkbox(es) and click the Delete link. The following figure displays a sample Activities
List screen.

Use this folder to manage your Activity List. Click on an activity in the list to start
a session. If you wish to indicate the status of an activity, click the Complete check

box to add or clear a check mark. Click the Complete
box when you have
finished an activity

[ Assist an Individual | Staff Services ] (it will continue to
display but will
Personal [ Employment Plan = Search History [l Case Management = Assessment [ Report have a line thl’OUgh

it). To remove a
suggested activity,
click the desired
checkbox(es) and

General Information Background Activities Memo

Select 'View All Deleted to view only deleted items

Select a filter display option. click Delete.
R R R T
1 see backaround information on choosing a new career or occupation D f
Delete
Click Add/Modify Apﬁivities tq make

To begin an activity, click
the activity statement link.

any changes or additions to this list.

Activities List Screen

Clicking the Add/Modify Activities button will walk you through a series of questions to ask of the
individual to identify his/her interests and add activities that require assistance.

If you feel that you need assi in ing a
would like to change your career:

career or occupation, or if you

Do you feel that you need background information on how to choose a new career  yog & plg
or occupation?

Would you like to identify your occupational skills and strengths? Yes € Mo @

If you currently have an occupation, would you like to identify other occupations Yeg € Mo %
that match your skills?

Would you like to identify and analyze occupations based on wages, experience,  yeg & plg &
and education?

Would you like to select specific occupations and view detailed infarmation about  yeg & plg

thern?
[ oo Jor>> |

Return to the Assistance Center

Sample Activities Questions

Note: The Indiana site does not contain a Memo Tab. The explanation of this tab was removed from the
User Guide to avoid confusion.
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Managing an Employment Plan Profile

Click Employment Plan to view or modify information in the individual's Employment Plan profile. The
following figure displays a sample Employment Plan profile:

Use this folder to manage your list of resumes. To create a new resume, click the
Create New Resume button. Click on a resume title in the list below to view that 5
resume. You may also use a resume to search for jobs by clicking the Search link T(_J Change proflles,

in the Action column. - click the + to expand

options for that profile

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Case Mar it A 1ent Report
Click a tab to view [ resumes
information in that O Letters
section. [ 30b Applications

[ online Application
[ virtual Recruiter

Resumes Letters Job Applications Online Application Virtual Recruiter

Select 'View All Deleted' to view only deleted items

View All Current +

Note: Resumes that have not been modified in over 120 days are not displayed fo employers. Click
the Activate All Resumes link to update all your resumes to today’s date.

Number Last
Resume Title Online Status of Action
Modified
Requests
0

Shipping/Receiving Offline - Expired as over 120
Clerk Days of inactivity SRNEEYD S
Accountant Online 24 10/19/2007 Search [

Delete

[ Tips on preparing your resume | Activate All Resumes |

Employment Plan Profile

Click the appropriate tab to update, review, or add information in that folder. You may click other links to
use another system function. This profile contains the following tabs:

Resumes — Review, create and modify a list of resumes for an individual, and use a Resume Builder to
walk through steps of building a resume.

Letters — Review, create and modify a list of letters created and saved to the folder for the individual that
can be used to send with resumes.

Job Applications — Review a table that contains any job for which the individual looked at the job and
displayed additional information. From the table you can select the job and display job application and
job detail data.

Online Application —Help an individual to complete online job applications, including review of an
individual's information to be used in the job application.

Virtual Recruiter — View an individual's automated job searches set up through the Virtual Recruiter
tool, and review the results of Virtual Recruiter searches.
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Resumes Tab

Click the Resumes tab in the Employment Plan profile to see a list of the resumes that have been created
and saved to an individual’'s folder. The following figure displays a sample Resumes tab:

Use this folder to manage your list of resumes. To create a new resume, click the
Create New Resume button. Click on a resume title in the list below to view that

resume. You may also use a resume to search for jobs by clicking the Search link
in the Action column.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Case M. it A t Report
[ Resumes
[ Letters

[0 3ok Applicati )
= S Select desired resume(s); then

[ Lnline Application H
U eriine Agplication click Delete to remove them.
D virtual Recruiter

Resumes Letters Job Applications Online Application ¥irtual Recriiter

Select "Wiew Alf Deleted to view only deleted items or "View AJf to view deleted and current items

Select a filter display option.

t
“iew All Deletedly
hiote: Resumes that have not heen mod(visw Al are not displaved to emplovers. Click

the Activate All Resumes link to update alf your resumes to today's date.

Number
Resume Title Online Status of
Requests

John Doe Tester Resume Set Offline 1} 4/25/2008  Search

A Cut-and-Paste Shaort Order Cook Cmline 7 A58 Search [

Eesume... —

Cook Online i 41742008 Search [

John Doe - Cook Resumes DB ] 4252008 Seach [

Incomplete
Delete
[ Tins on preparing your resurne | Activate Al Resurmes |

Click a resume title link to view Click this link to make expired or
or modify the resume. Click set offline resumes available to
Create new Resume to add employers online.

another one.

Resumes Tab

From the Resumes tab, you can:

Review or change an existing resume

¢ Click the Resume Title to review or make changes to the resume. The Resume Builder's
layout screen appears, allowing you to make changes to the resume.

Delete an existing resume

¢ Click Delete in the Action column to remove a resume from the system.
Start a job search with an existing resume

¢ Click Job Search in the Action column to start a job search with the resume.
Compose a new resume

¢ To compose a new resume, click Create New Resume. A series of screens lets you build
a resume. Once completed, the system displays the actual resume.

Get tips/guidelines for creating resumes
+ Click Tips on preparing your resume to view general resume guidelines.

Activate inactive resumes

¢ Click Activate All Resume. All resumes except those deleted or offline because they are
incomplete will be set to Online.
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Note: Click the Resume Title to access and change the online status of a single resume.

The basics of composing/creating a new resume are covered in the following section. The screens that
are used in resume creation, and in the Resume Builder, operate in the same manner as screens used to
edit or change an existing resume. For information on how to make changes in a resume, see the
following section, or refer to the Virtual OneStop / Virtual LMI Individual User Guide for more detailed
information on the Resume Builder.

Creating a New Resume

The system’s Resume Builder tool takes all the guesswork out of creating a professional-looking resume.
Users receive guidance from a wizard so they may effectively build a resume that suits their needs. The
Resume Builder is template based, allowing users to choose from the following template options:

o Work with one of three system templates (chronological, functional, or free text)

o Modify a system template and save it as a customized template

e Create a new template

Once the user selects a template, the system will display a preview of the template using sample text.
The purpose is to display the likely appearance of the completed resume. Users can modify their resume
at any time, and even change template options.

The Resume Builder works with the Background Wizard, which is a container that maintains details of an
individual's background. In an effort to reduce duplicate data entry, the Resume Builder will display data
already recorded using the Background Wizard. If users change this background information using the
Resume Builder, the system will automatically update the user’s background profile (and visa-versa).
This process helps reduce time and effort and streamlines the data for resume building purposes.

System administrators can set various parameters for individuals (and staff) who build resumes, such as:
e The limit of resumes each user may create and maintain (i.e., 20)
e The active duration of each resume (i.e. 120 days)

Note: The Resume Builder is only available to registered system users. Individuals who enter the
system with GUEST access privileges will be prompted to register to create a resume.

For details of building a resume using the Resume Builder wizard, refer to the topics that follow.

Setting Resume Parameters (Accessibility)

To begin creating a new resume, click Create New Resume at the bottom of the Resume tab. The first
Resume Builder screen lets you determine three factors for the resume, as shown in the sample below:
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The first step in creating a résumé is selecting the access level, type and title for
your résumé. Once you have entered this information, click the Next button.

For details of the Cut & Paste
format, refer to the “Building

e Select the employer Accessibility. This

* indicates required fields. Resume Details — VOS Format”
prevents or allows employers to access topic that follows.
your resume when they conduct FEaumaTs nation
resume searches in the system.
) Select a Resume Type Accessibility: O Select if'you do not want your résumé available to employers online

(® Select'if you want your résumé available to employers online
Note: If you use Cut-and-Paste format,

you will need to format the text. The
Virtual OneStop format uses a preset
layout that can be easily modified.

Résumé Type: @& Mirtual OneStop Format - build résumé using a step-by-step process
O Cut-and-Paste Format - transfer résumé's text from an existing copy

° Enter a Resume Title. It should be = Résumé Title Programs AnalystiSenior Developer\Computer Programmer
descriptive but brief, highlighting the Flease be abvbed at 5 = carchabc 1o by Emaloyers T you cheace 1o pav e
|nd|V|dua|’S SkI”S experlence or résumé accessible online. Therefore you may wish to omit identifying information
specialty.

. . .

Click Next. When the system displays a

pop-up window to confirm these
actions, click OK to continue.

Resume Builder Options Screen

Working with Resume Layout Templates

Once you have set resume parameters, you may now establish your desired template option. By default,
the system will display a preview of the Chronological system template as the current template. Click the
drop-down arrow to select another default template, such as Functional or Resume Free Text.

The system alters the display order of resume sections based on the template you selected

As you first create a resume (step 2 in Resume Builder), you can select a Resume Preview link to see a
preview/sample resume displayed in that template’s format. The link is at the right of the selected
template name during step 2 of Resume Builder. See the following sample figure.

At this point, users must decide which option to employ to select and utilize the desired resume template.
For details of each option, refer to the topics that follow:

Note: Use the Resume Free Text template for cut-and-paste resumes.
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2 of 18. To set the formatting and layout of your resume select a template from the
snt Template pulldown. Your current resume layout is previewed below. If you wish to
resume layout click the New Template link. When you are finished

Step 2 of 18. To set the formatting and layout of your resume select a template from the

Current Template pulldown. Your current resume layout is previewed below. If you wish to
create your own custom resume layout click the New Template link. When you are finished
click the Next >> button to continue.

At Step 2in Creatlng a template! o FreeText - System Templat @ ror help clich the question mark
. wr ronhelp click the question mark ree [ ex ystern lemplate
you will select the Template to use.
~
Resume Layout Templates " h‘
Current Template |Chrnnnlng|cal - System Template ~|  Resume Preview This link diSplayS a preVieW John Doe [};
412 E. 57th 5t
| Mew Template ] [ Edit Template | [ Save As | resume for the template Safety Harbor, Flarida 34695 US
format, before going on to Phane: 727-555-1212
J Resume Sections ‘ ‘ Resume Format ‘ ‘ Section Specfic Format | define the template and john_doe@gmail. com
Display Section User-Defined Titlg create a resume.
Contact Information Contact Information | | Looking far & position of increasing responsibility as a corporate forensic accountant,
with emphasis on fraud investigations.
Objective Objective | |
Abilities Abilities | Employment History
Employment History Employment History | | Lead Accountant . Eraud Division
(Bl Bl (B el BTk B 02/2000 - Current Wickham Stollenham, Inc Cleamwater, FL
Ctllilenllis Cealif=ns B Lead and manage investigations into potentially fraudulent financial
Honors Honors || applications. Analyze financial infarmation and prepare financial
— - — - reports to determine or maintain record of assets, liabilities, profit and
Additional Information Additional Information H loss, tax liahility, or other financial activities within an organization
References References u
Resume Free Text Resume Free Text | | Education History
Completion Issuing Degree Course of Study
Date Institution Received
<< Back
S > Ao and B v
< >
—
Copyright 1002 2005 Geographic Solutions. All rights reserved
For more information contact &eographic Solutions.

Sample Preview Display (for Chronological Template Layout)

Option 1 — Use System Template

If users employ option 1, they will select the Chronological, Functional, or Free Text resume template and
click Next. This will ensure the completed resume appears exactly as the Preview template, with regard
to section title, section order, font style, and font size.

Option 2 — Modify System Template Using “Save As”

If users employ option 2, they will select the Chronological, Functional, or Free Text resume template and
click Save As. This will allow the user to customize default settings that control the section title, section
order, font style, font size, and other display characteristics of the completed resume.

Note: The Edit Template option is used mainly for modifying existing resumes, not creating new ones.
If users click this link when creating a new resume, the system will display the following message
in addition to the screen shown below:

Although the default resume templates that are included in the system cannot be changed, they can be
copied for use in creating a customized template that you can tailor to your specific job search needs. You
have selected the Chronological - System Template - the appearance and settings of this template have
been copied and can now be modified. Type a name for your customized resume template in the Template
Name box and click the Save button when you have finished, to save your work.

The following figure displays a sample Modify System Template screen:
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Step 2 of 18. If you are creating a new template, or modifying an existing template, you can
make customizations by clicking on ona of the three tabs below. Click on a resume section

and drag it up or down to change the display order of sections on your resume. Use the
Resume Format and Section Specific Format tabs to change fonts and other display options.

@ ror neip ci [ Resume Sections | | Resume Format | | Section Spechic Format
AN Resume Section Titles
* Templale Nams
* Title Alignment Left =
e L -
1 * Titke Size
Resume Sections Resume Format | Section Slpecﬁl: Format T Font Reaume Sections | | Resume Format | | Section Spechic Format
ISy a———————— L _ _ -
Display Section User- * Title Font Style: Contact Section Only
&~ Contact Information Contaet Infarm « Titie Undering * Contact Alignmeant Carnler =
% Objective Cbjective * Contact Size oesmal |
= Abilities Abilities AN Section Bodies " Contact Font Ariel
= Employment History Employment H| " By Abgnmant * Contact Font Style Bekd -
& Education History Education Hist|  * Body Size
I Certifications Certifications * Body Font Employment History Section Only
. * Employment Dales Show. 0]
) Honors Honors Body Font Style: o Yo e
= = = * Erngloyment Date Format MMAYTYY v
) Additional Information Addibional Infof
* Employment Dite Align ot B
s R Eevaniss Py Al Employment, Education and
* Sub Headers Show * Employmant Dascriphons Indant Yes (® No
Resume Free Text Resume Free
* Sub Headers Algn * Employment Occupatons Show: ® Yes O No
* Sub Headers Size
S Heders Fort Education History Section Only
* Education Dates Show
* Sub Headers Font Styla ®Yas Olo
* Education Date Format MMYYYY
* Education Date Align Laft -

Modify System Template Screen

To modify a system template, users perform the following:
o Enter a template name (for example, “My Marketing Resume Template”).
e From the Resume Sections tab...

+ Inthe Display column, click desired checkboxes to add or remove resume sections that will
display on the completed resume. Click the Resume Free Text checkbox to add a self-
titted section (for example, “Software Skills”).

+ Inthe Section column, click and drag desired sections to change the order of appearance.

¢ Inthe User-Defined Title column, highlight a desired section title and type a new title (for
example, use “Software Skills” instead of “Resume Free Text").

Note: Do not click Save until you have made all changes among all tabs.

e From the Resume Format tab...
¢+ Modify settings for each section, as desired.

Note: Do not click Save until you have made all changes among all tabs.

e From the Section Specific Format tab...
+ Modify settings for each section, as desired.

Click Save to secure your edits, or Cancel to escape without saving.
Note: Failure to include both the Employment History and Education History will result in an “offline”
resume that won't be displayed to system-registered employers.

When the screen updates to display a Preview screen for your customized template, click Next to
proceed. Refer to the “Building Resume Details” section that follows for more information.
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Option 3 — Create New Template

If users employ option 3, they will click the New Template link. The system will display the Modify System
Template screen (see sample above) so users can add or delete resume sections, change their order of
appearance, redefine the section titles, and change other data display options. For more information, see
the previous topic.

Note: Once users create a new resume template or modify a system template using the Edit or Save As
features, they may retrieve their template(s) to create additional resumes in the future.

Failure to include both the Employment History and Education History will result in an “offline”
resume that won't be displayed to system-registered employers.

When the screen updates to display a Preview screen for your new template, click Next to proceed.
Refer to the “Building Resume Details” section that follows for more information.

Building Resume Details — VOS Format
Once you have selected your resume template, the system continues the wizard process by soliciting
details of your background. Much like the Background Wizard, the system displays the following steps /
sections that you may either complete or skip if not applicable:

e Education and Training Qualifications

e Occupational License(s) — Certificates

¢ Employment History

e Honors and Activities

e Additional Information

e Job Skills

e Summary of Abilities

e Driver's License Information

e Availability

e Desired Occupation

e Desired Salary

e Desired Location

e Objective

e Contact Information

o References

o Resume Free Text field (if applicable)

If you already completed the Background Wizard, the system will display the information for it's related
Resume Builder section (for example, Education History). You may choose to maintain the information or

exclude it from the completed resume (see sample checkbox below). e (T

c et e data in the completed resume.
ompletion 0
Issu"‘g Insntunon m

High School Warren Peabody High 06/1998 Edit | Delete
Diploma School
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Upon successfully completing the Resume Builder, the system will display the completed resume as the
final step. The following figure displays a sample resume created from the Chronological system
template:

Here is your completad resume. To modify a saction, click on a Section Title (8.9.
Objective, Employment History). You may also change the default formatting of
this resume as well as customize the display order of each section.

Resume - Last Time
id Resume Title Accessibility Modified

11/9/2007 4:51:00
FM

144 Programs AnalystiSenior DeveloperiComputer
Programmer

Resume Layout Templates Additional Information

My IT Resume Template - Willing to work most weekends with advanced notice. Available to start work immediately .

Onling

[ New Tempiata | [ Edit Template | [ Save As |
References

Adam Sandl Sarlma Hammock

Adam sandles 5681 Blue Jay Dr Custard Grove SC 28202
2537 Whippoorwill Ln 100-555.3579 shammack@email.com

Columbla, SC 29201 US Porsonal roference known for & year(s)
Phone: B00.555.6429
asandles@email.com S0 re Skilla

Career Strategy

Lecking for o job with a fos paced company with many chances to advance. ® Mac OS5 X
* Unix
& Windows NT
Abilities * Java
® Oracle
Program analystcomputer programmer with mere than 7 years” experience. Coordinated two = 5
financial racking projects and ane retall project. » SOL Sarver 2000
= Windows
» Cos
Work Experisnce * NET
Senior Developer, Computer Programmers . ASP
* VB
S2004 - 112007 Geekbusters Inc. Cabumbi
Convert project specifications and of problems and p o

detailed logical flow charts for coding into computer language. Develop and wi
compurter progsams to stare. locate, and retrieve specilic docurments, data, and
information. May program web sites.

Additional Employer Searchable items

Computer Comguter

WI00Z - 42004 Digital Revaluti Calumbi
g alutien oum¥Y | Dasired Occupation Computer Programmers

Convert project specifications and of problems and p to
dutailed logical flow charts for coding inta computer language. Develop and wil  Dasired Salary $26.50 hourly ($55,000 annually) or mone
comguter programs to store, locate, and retrieve specific documents, data, and

information. May pragram wab sites. Desired Job Location @ South Carolina

Desired Availatility Days: Mon, Tua, Wed, Thur, Fn

Education History Shifts: Day

[ Date  Issuing Degree Recelved Course of 5w Drvers Licansa Requiar Drivers License

61998 Warren Peabady High School  High Schoal Diploma [ Donees
Certifications

Certificaton Titde Issuling Ox C Date Date
MCSE Microsoft Corporation 0WH005

[ Edit Title | Delete Resuma | Job Search | Print View ]

Honors | Download Resume (HTML) | Download Resume (MS Waord) | Email Resums ]
Several speech, debate, and journalism awards in both high school and college. Belonged o o
college photography club. [ Contact Info | Refer job{s) to this candidate ]

Sample Chronological Resume
Staff may perform the following from this screen:
e Edit Title — Click the resume title link (top) or the Edit Title link (bottom) to change the title. Click
Save to secure your edits.

e Modify Accessibility — Click the accessibility link (Online vs. Not online) to change this resume
parameter.

e Change resume layout — Click the Edit Template link. Staff can change which resume sections
appeatr, their titles, and their order of appearance. For details, see the “Option 2 — Modify System
Template Using Save As” topic previously presented.

e Change resume sections — Click a section title to access the data directly.

o Modify additional employer searchable items (grey area) — Click a desired item title (or the
Details link to access all items) to modify its value.
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e Use the VOS Resume Toolbar — You can perform the following tasks by clicking one of these
links:

+ Edit Title — Modifies the resume’s title, same as above.

Delete Resume — Deletes the resume but NOT the background information.

Job Search — Performs a job search based on desired occupation, salary, and location.
Print View — Provides print preview and print capability for the resume.

Download Resume (HTML) — Downloads the resume in HTML format to a diskette or
another drive on the computer (not available on all systems).

¢ Download Resume (MS Word) — Converts the current resume to MS Word format and
downloads a copy of the document to a file location of your choice.

¢ E-mail Resume — Copies the resume and sends it by e-mail (not available on all systems).

¢ Contact Info — View the individual's contact information with the ability to send them a
system message.

¢ Refer job(s) to this candidate — Allows selection of a job order, and referral of the
individual to that order.

* & o o

Building Resume Details — Cut & Paste Format

Once you have selected your resume parameters and clicked Next, paste the resume data into the
window provided (as shown in the sample figure below).

Note: If this text was previously formatted, you will likely lose those settings.

Use the formatting control toolbar to re-establish any previous format settings and/or create new ones.
(For details of using these formatting options, refer to “Using Formatting Controls” topic on page 45.)
When complete, click Save to secure your edits.

The first step in creating a résumé is selecting the access level, type and title for
your résumé. Once you have entered this information, click the Next button.

This page allows you to paste a copy of your resume from another source. You
may paste all or portions of your resume into the form below. When you are
finished click the Save button to continue.

* indicates required helds 0 Fo|

Résume Information

9 For halp click the question mark.

Accessibility: ) Select if you do not want your résums av

(@ Select if you want your résumé available
Paste Resume

Résume Type: (O Virtual OneStop Format - build résumé us|  Texl thal you paste | wable by employers. Do not enter any information that you would
(&) Cut-and-Paste Format - transfer résume's|  Prefer to keep confi

For security r

= Reésumeé Title: IT Support Specialist (CAC)Y
. ude words that heghlight yous
by Empl
aasible onling. Thereforn you may wish ta am|

m Christophar L. Jackson Al
3280 Complin Crt (800) 666-1234

Palm Harbor, FL 34683 CJackson@email.com

Summary of Qualifications
Education Master of Science in Engineering Management, USF, December, 1999
Tech-MBA tramming. Technology Marketng, Strategic Management, Operabons Research, Total

When working with a Cut &

Paste format resume, use the Clusalty Manags Qualty N Stabisbos, Capital Analysis, Complex Vanable
. \ Analysis, Human Relations and Occupational Safety & Heaith
formatting control options to Bachelor of Science in Electrical Engineering, USF, August, 1884
, Honors: Alpha Pi Mu National Honor Society

enhance the resume S Experience Strong, adaptable professlor\alrsknlls in management, marketing and automation.
appearance. For details, see the Management: Proven shills in project management, team-building, training, budgeting and
o e X o negobiation

USIng Formattlng Controls Engneenng: Implemented IGC, HYAC, ERP, MRP, SCADA, developed and integrated utisty
topic in chapter 2. Click Save to automation systems and applied Human-hachin embedded microcontroliers -

Sy T Y e S -

continue. [ Spell Chack | Clear Taxt | Remove All Formaiting |

Sample Cut & Paste Resume Setup
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The system will continue to prompt users for additional information, including the following:

e List of Job Skills

e Desired Availability

e Driver's License Information
e Desired Occupation

e Desired Salary

e Desired Location

e Contact Information

If you already completed the Background Wizard (or previously created a resume), the system will pre-
populate the default value previously selected (for example, Desired Salary).

Upon successfully completing the Resume Builder, the system will display the completed resume as the
final step. The following figure displays a sample Cut & Paste resume created from the “Free Text Entry”
system template:

Here is your completed resume. To modify a section, click on a Section Title (e.g.
Objective, Employment History). You may also change the default formatting of

this resume as well as customize the display order of each section.

Click the Resume Free Text link to access resume
details. This is the same data you pasted into the
resume window. Here you can modify the data or
select new formatting options.

Note: The Resume Free Text link will NOT be

displayed in the printed or print preview resume.

Resume Id Resume Title Accessibility Last Time Modified
146 IT_Support Specialist (C&C) Onling 11/13/2007 10:07:00 AM

FroaTest - System Template
[ New Temglate ] | Edi Template }{ Save As |

Resume Free Text Professional Experience

Christopher L. Jackson Dumar Colleges, Inc., Clearwater, FL — Department Chair, Computer Infarmation Science
3280 Complin Crt  (B00) 555-1234

Palm Harbor, FL 34683 CJackson@email.col

2003 to Present.

* Developed department, Additional Employer Searchable ltems
metrics.

led computer sc Desired Occupation Computer Programmears

Desirad Sal 50 h 55,000

Summary of Qualifications * Gathered an industry a e 20 M ey (335,000 annial) Wit

Desirad Job Location : South Carclina
i i i i i * Taught classes on syst

Education Master of Science in Engineering Management, USF, D: g ! Desired Ausiliabil Days: blon, Tus, Wad, Thur. Fri

4 Shifts. Day

Tech-MBA training: Technology Marketing, Strategic Management Developed several com|

Total Quality . Quality N g istics, Capita Drrvers Licensg Reguiar Drvers License

Complex Variable Analysis, Human Relations and Occupational 53

| Details |
Bachelor of Science in Electrical Engineering, USF, August, 1984, Leflaver and Associates,

Save Resume & Return

Honors: Alpha Pi Mu Mational Honor Society 2000 to 2002.

i fessional skills i % and closed rg
Experience Strong, adaj P skdlls in | Edit Titie | Delete Resums | Job Search | Priot View |

[ Download Resume (HTML) | Dovwrload Resurme (M5 Word) | Emad Resume |

Management: Proven skills in project management, team-building, | Created two databases
negofiation integration, industrial au -
. [ Contact Infio | Refer pb{s) to this candidate |

Engineering: Implemented 1&C, HVAC, ERP, MRP, SCADA, develj * Negotiated contract terms and conditions with corperate officers on a commission basis.

automation systems and applied Human-Machine Interfaces (HMI X - .
micr . prog logic controllers (PLC), electro-of  1€listar Inc., Pinellas Park, FL — Department Manager, Utility IT Project Management

1886 to 2000,

App Software: MS Project, Visio, Access, Excel, Word, PowerPoi
AutaCAD. * Directed engineering project management and manufacturing of tumnkey integrated systems.

HMI Software: Wonderware, FactoryLink, A-B Panelview, RSView  * Interviewed, hired, assigned workloads, coached, trained and evaluated staff performance.
Programming: C, C++, VB, SQL, Assembler, HTML, Allen-Bradley  * Developed department and project forecasts and presented reports to VP of Operations,

PLCs.
Polaxis Inc., St. Petersburg, FL — Technical Writer, HMI Software

Sample Cut & Paste Resume

When you have completed resume changes, click Save Resume & Return.
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Editing an Existing Resume

In first creating a resume, the system’s Resume Builder walks you step-by-step through all of the areas to
choose or fill out in creating the resume. Once the resume is completed, you can select the resume by
clicking on the title (displayed on the resume tab). It displays the completed resume just as it does at the
completion of building the resume. In editing the resume, just as in creating it:

e You can access an Accessibility area to change the title and mark the resume online or offline.

e You can use the Resume Layout Templates tool to change the template used, modify a template,
or create a new template.

e You can click on all of the resume headings to access, change, and/or add to the information that
was created for the resume

Note: The only change in screens that open from clicking on these heading is that the a step number
will no longer display with each section, and saving the information will return you to the
Completed Resume screen rather than moving to the next section/step.

Clicking Title or Accessibility
from here will open the Resume
Access Level screen.

Here is your completed resume. To modify a section, click on a Sec
Objective, Employment History). You may also change the defa
this resume as well as customize the display order of each

Résmmd nformatlon

Accessibility: @ Seluct if you do ot want your risumé available to employes onling

3 Select if you wiant your rbsurmé svalable 1o employers onbre

Last Time Modi
14372008 2:31:00

1464 John Doe - Cook-Helper ot pnline

Résume Type: = Vitual Ons o Format - build résume using a step-by-step process
7 Cut-and-Paste Formal - transier rasume’s 1ext kom an existing copy

* Rébsumi Titky Jobn Doe

Resume Layout Templates Helper

“Watiant Template A
| Mew Ternplate | [ Edit Termplate | [ Save As ]

After creation, you can still
change templates, or define a

John B Doe new template.
4220 Roundroast Ct.
TaMPA FL 33617 US |

Phone: 813-949-0088 | | jnis on the resume screen open
the same pages/areas that were

Employment Histo steps in building the resume.

Sauce and Soup Chef, Chefs and Head Coolwe

7/2006 - 82007 Bakers du Normandie Salt Lake[ o
Direct the preparation, seannimg, and COOkiﬂg of Employment Hestory Stn'End Dates Actlon Add To Resume
salads, soups, fish, meats vegetables, desserts or Lotz oy Bsimanl 07i2006- 08/2007 | i | Dalste =

other foods. May plan and price menu items, order
supplies, and kesp records and accounts. iay
participate in cooking

Education History

Completion Is Education and Training Qualificationfs)
Date In

=) Eauing Campletion P Add 1o
References " Institution Date btk Resume

East High 0371967 Edi | Delete 0

Additional Employer Searchable ltems

Desired Occupation : Chefs and Head Cooks

Desired Salary : $9.50 hourly (520,000 annually) or more

Completed Resume Screen
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Letters Tab

Click the Letters tab to review a list of employer letters created and saved to the folder. The following
figure displays a sample Letters tab:

[ Assist an Individual | Staff Services ]

Personal [ Employment Plan Search History [f] Case Management 1ent [t/ Report

Resumes Letters Job Applications Online Application Virtual Recruiter

Click the letter title to Select 'View All Deleted to view only deleted items
review that letter or to View All Current v, Select a filter
make changes. display option.
== = = =T
Programmer Cover Letter - Default Tuesday, October 09, 2007

Delete
To build a new letter

to add to this list, click ‘

Create New Letter.

Letters Tab

From this tab, you can perform the following tasks:

To review a letter or make changes, click the letter title. The Letter Builder’s layout screen
appears. You may review Sample Letters, Download a Letter, E-mail a Letter, or see a Print
Preview of the letter on the Letter Builder’s layout screen by clicking the appropriate link.

To return to the Letters tab, click the browser’s Back button. This will take you to the My Folders
option screen. Click Employment Plan Profile and return to the Letters tab.

To compose a new letter, click Create New Letter. Select the letter type from the drop-down list.
Please follow the appropriate steps, referring to help, if needed. Each individual can create and
store multiple letters. For more information about the Letter Builder, consult the Virtual
OneStop/Virtual LMI Individual User Guide.

To remove a letter from the list, click the Delete link for that letter in the Action column.

Job Applications Tab

When you click the Job Applications tab, a table appears that contains any job that the individual has
applied for, and assists staff members with information for job referral management purposes. The
following figure displays a sample Job Applications tab:
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[ Assist an Individual | Staff Services ]

Click the Details
link to view or
record application

Personal ¥ Employment Plan [# Search History */ Case Management | Assessment [/ Repor

Resumes Letters Job Applications Online Application Virtual Recruite details. To remove
an application, click

Select 'View All Deleted to view only deleted items the desired check-
. box(es) and click
View All Current Delete.

'V'u'é'iﬁ s o 1L L

Select a filter display option.

\."lew All Deleted

Job ID Job Title Employer Online Apply Date mn |

Chefs and Head Cooks Von Deli's Deli 10/04/2007 Details ‘

Delete
Click Search for a Job to

conduct a job search. For

details, see “Finding a Job” in

Chapter 2. Search for a Job |

Job Application Tab

The table displays basic information about the job, such as job title, employer, and the date the individual
applied. Click the Details link to view more information about the application, as shown in the sample
figure that follows.

(*) indicates required fields. For help click the question mark next to each section.
Job Information [ 7]
Job Order ID: 58 = — ;
Individuals indicate their
Job Title: Chefs and Head Cooks interest level by selecting
. . Interested, Not Interested,
Employer Von Deli's Deli or On Hold. Then, they
actively provide status
Job Bank Source VoS updates (with dates) as they
Staff or individuals may click this [ View Job Delails | progress with the employer.
link to access job order details.
Job Application Information 0
* Your interest level for this job: None Selected +
] Applied
[] Scheduled Interview
Your current status for this job [ Interviewed
[] Hired
[] Notified of Non Hire

Notes

©

Please enter any notes about this job that you would like fo provide

Individuals should provide notes
to further assist staff as they
manage job referral results,
clicking Save when complete.

Application Details Page

When you have finished entering the details about the Job Application, click the Save button to accept
changes and return to the Job Applications Tab.
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Online Application Tab

The online application makes it easier for staff to review an individual's background information. Printing
and carrying the form also helps job seekers maintain pertinent dates and other historical data to properly
complete applications for employment. When users click the Online Application tab, the system
displays a screen similar to the following sample figure:

[ Agsist an Individual | Staff Services |

Personal ploy t Plan Search History LCase M. t A t Profile

Resumes Letters Job Applications Online Application ¥irtual Recruiter

The online application is a brief ¥ of your previously saved background history.
Use the Background Wizard to change the information in this V.

Personal Contact Information

Last Hame: First Name: MI:
Wiggins John
Social Security Numher® Address:
4321 Any St

City: State: Zip Code:

Palm Harbor FL 34683
Telephone Number: Alternate Phone Number: Email:

80015553697 sreadi@yeosolinc.com

* Social Security Number Mot displayed

Online Application (Partial Screen View)

The Online Application contains information from the individual’'s background. If the individual has not
entered information in the background section, click the Background Wizard link to complete the
application data. Follow the instructions on the screen to enter required information and save the
application.

To print an application, click either the Print a “Blank” Application button or the Print Application
button. The application preview appears. Click the button to Print the Application or Return to the
previous screen.

Virtual Recruiter Tab

Click the Virtual Recruiter tab to view an individual's job searches. The figure below displays a sample
Virtual Recruiter tab.

[ Assist an Individual | Staff Services | Click Run to run a

job search alert.

Personal Employment Plan Search History LCase M nent Profile

Click a search
agent title to view
its information

and eriera. |___Tite | Expires |Schedule | NextRun | MWotificaton | _Adkon |

Computer Search  07/24/2005 Weekly 06/24/2005 Email & Message Center  Run | Delete

Resumes Letters Job Applications Online Application Virtual Recruitrr

Click this button

to create a new Create new Job Alert Click Delete to

job alert. ‘ remove a job alert.

Virtual Recruiter Tab
From this tab, you can perform the following tasks:
e To modify a job search alert’s information or criteria, click that job alert’s title.
e Torun a job alert, click its Run link.
e Toremove a job alert, click its Delete link.
e To create a job alert, click the Create new Job Alert button.

V9.1 R3 - 05/2008 97 Virtual OneStop - Staff Services User Guide



" Manage Individuals

Managing a Search History Profile

The Search History profile contains information about the searches an individual has performed in the
system. Each tab option represents a series of “bookmarked” information the individual generated when

they previously employed that service option. The following figure displays a sample of the Search
History profile:

Use this folder to manage your list of occupations. To add occupations to your list,
click the Search for an Occupation button. Click on an occupation in the list below

to view a guick profile.

[ Assist an Individual | Staff Services |

Personal [t Employment Plan =] Search History Case Management [ Assessment Profile
a Occupations
Click a tab to j Programs
change information ~Eenplovers

in that section. Jaobe
J Merno

Occupations Programs Employers Jobs Memo

P oo L ion
1 Kipdergarten Teachers, Except Special Education in Pinellas County Delete
2 Ci; d Care Workers in Hillshorough County Delete
illin st, and Rate Clerks in Hillsborough Count Delete

Search for an Occupation

Search History Profile

Click the appropriate tab to update, review, or add information. This profile contains the following tabs:

Occupations — Lists occupational profiles the individual previously created, and allows users to
generate new ones.

Programs — Lists education/training programs the individual previously researched, and allows users to
generate new ones.

Employers — Lists the employers the individual previously researched from InfoUSA® User may
customize employer contact information for their records only, and also conduct new employer searches.

Jobs — Lists the jobs that the individual user has previously viewed and lets you conduct new job
searches.

Note: The Memo tab has been removed from the Indiana example of the user guide. Indiana has not
opted for a Memo tab as part of the Search History profile.
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Occupations Tab

The Occupations tab contains a list of occupations that the individual has previously researched. The
information contained within each occupational link derives from the ALMIS database. Click the

Occupations tab to see a screen similar to the one shown. Any occupations viewed during the user’s
research will be listed.

To review
information on a
listed occupation,
click the title.

To look for an
occupation not on the
list, click Search for
an Occupation.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Lase Management Assessment Profile
Occupations Programs Employers Jobs

Search for an Occupation ‘

Occupations Tab

From this tab, you can perform the following tasks:

Memo
To remove an

occupation from
Hk Occupations the ”Et click
1 Kindergaggn Teachers, Except Special Education in Pinellas County

2 Child Sare Workers in Hillshorough County
3 Billing, Cost, and Rate Clerks in Hillshorough County

Delete Delete.

Delete

Delete

The system automatically
“bookmarks” previously
viewed occupational data from
the ALMIS database.

e To review details of a listed occupation, click its title (an information screen displays as shown in
the following example).

e To look for an occupation not on the list or to add an occupation, click Search for an

Occupation.

e Toremove an occupation from the list, click Delete.

Here is a summary of the current labor market for Kindergarten Teachers, Except
Special Education in Pinellas County. Click the Display more information about

this occupation hutton helow to view johs and employers, education and training,
labor market data, and job requirements.

Kindergarten Teachers, Except Special Education - Teach elemental natural and social science,
personal hygiene, rmusic, art, and literature to children fram 4 to 6 years old. Pramaote physical,
mental, and social development. May be reguired to hold State certification,

To view jobs available in the system specifically for Kindergarten Teachers, Except Special
Education in Pinellas County click here. To view more jobs available in the system for the related
occupational group of Education, Training, and Library Occupations in Pinellas County click here.

The mean annual wage or galary wage for Kindergarten Teachers, Except Special Education in 2003
was §42 053 In Florida in 2003 as a whole, the mean annual wage or salary for Kindergarten
Teachers, Except Special Education was $42 033,

The number of Kindergarten Teachers, Except Special Education employed in Pinellas County in
2004 was B92. It is projected that in 2012 there will be 834. This represents an annual average
growth rate of 3.4 percent, faster than 2.1 percent growth rate for all occupations in Pinellas Courty

Growth plus replacement needs for Kindergarten Teachers, Except Special Education in Pinellas
County are estimated to average about 33 openings per year. Ofthese estimated 33 openings per
year, 75.8 percent of these openings are due to growth (new positions) and 24.2 percent of these
openings are due to replacements. This compares with all occupations in Pinellas County where
43.5 percent of annual openings are due to growth and 50.5 percent of annual openings are due to
replacements. These figures da not take into accaunt haw many workers will be competing for these
Openings

The industry with the highest employrment for Kindergarten Teachers, Except Special Education in
Pinellas County for 2004 wag Industry Group (4 digit ) Child Day Care Serices with 3.9 percent of
the total employment. The next largest industry for this accupation was Undefined Self-Employed
‘Workers, Primary Job with 2.2 percent of the total employment. The third largest was Industry Group
(4 digit ) Offices of Gther Health Practitioners with 0.2 percent of the total employment

[ Display in & | fiorriat | Print “iew |

Display more information about this occupation

Information on Occupation 1 -- Kindergarten Teachers
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Programs Tab

The Programs tab contains a list of training programs that the individual had previously searched for and
viewed. The system automatically creates program title links in the Programs tab, so users may return to
the data at any time. The following figure displays a sample Programs tab:

Use this folder to manage your list of training programs. To add a program to your
list, click the Search for Training Programs link. Click on a training program in the

list helow to view details.

[ Assist an Individual | Staff Services |

. . i Personal [ Employment Plan [ Search History [ Case Profile
To review the information
on a training program, click Occupations Programs Employers Johs Memo
the program title.
Prod T e
1 Computer and Information Sciences, General at Pl PINELLAS Delete

Management Information Systems and Business Data Processing, at GOSHEM Delete
COLLEGE

To look for an educational program
not on this list, click Search for )
Training Programs. ;I'he system”automatlcally
bookmarks” previously
viewed training programs.

Programs Tab
From the Programs tab, you can perform the following tasks:
e Click the program title to review information about the school and educational program.

e Click Search for Training Programs, to find a training program that is not on this list. For more

information about researching programs, refer to the Virtual OneStop /Virtual LMI Individual User
Guide.

e Click the Delete link to remove a program from your list.

Employers Tab

When individuals review an employer’s company and contact information using Virtual OneStop, the
system automatically bookmarks these entries and displays employer title links in the Employers tab so
users may access that data in the future. The following figure displays a sample Employers tab:

Use this folder to manage your list of employer contacts. To add contacts to your
list, click the Search for an Employer link to search for contacts OR click the Enter

New Employer Contact link to type in employer contact information. Click on an
employer contact in the list below to view details.

[ Assist an Individual | Staff Services |
. | | - , I « el To remove an
Personal Employment Plan Search History Lase Profile employer from the
; list, click Delete.
Occupations Programs Employers Jobs Memo
To review or make G e o]
changesio the employer, 1 ALL ABOUT LEARMING DAY CARE - 6033 MEMORIAL HWY Delste |
click the name link.
2 04 G DAY CARE & KINDERGARTENM - 14415 DR MARTIN LUTHER KING JR Dielete
3 BARRINGTOM ACADEMY - 5595 W LUTZ LAKE FERN RD Delete
4 BAYADA MURSES - 4100 WY KEMNEDY BLYD #128 Delete

To look for a new employer to Search for an Employer
add to this list, click Search

for an Employer.

[ Enter Mew Employer Contact | .
To add new contact info for a

saved employer, click Enter
New Employer Contact.

Employers Tab
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From the Employers tab, you can perform the following tasks:

Click the Employer title to review information about the employer.

Click the Search for an Employer button to search for additional employers and add them to the
displayed list.

Click the Delete link for an employer in the Action column to remove that employer from the list.

Click Enter New Employer Contact to add an employer contact profile to an existing employer
company link (see the following sample screen). This does not change the default employer
database from which this information derives.

Here you may add or change information for this employer contact.

Firm Name: |

Contact:

Title:

Address 2:

|
|
Address 1: |
|
|

Sy Type any changes
State: [ in the text boxes
Zip: l— - I—
Telephone: | | | Ext.
Fax: | - |
DO NOT include the hitp:dd in yeur URL. EXAMPLE: wan.YourlRL. com Click Save

Web URL: | Lawici Information when

- you have finished.

Notes:

|

Save Information m

New Employer Contact Screen

To review or make changes to the contact information for an employer on the list, click the
employer name. The Employer Information screen appears, allowing users to modify the
information for their purposes. Click Save Information to secure your edits.

Note: Updates made to the employer contact screen do NOT update the InfoUSA® database from
which the default information derives.
Jobs Tab

The Jobs tab contains a list of jobs that the individual has previously viewed. If the individual clicks
Display more information about this job while viewing job order details to potentially apply for the job,
the system displays Yes in the Viewed Details column. When you click the Jobs tab to access job order
details, the system displays a screen similar to the following sample figure:
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Use this folder to manage different types of job searches. Click on a job search in
the list below to perform a search. Some saved jobs may no longer be available

online.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Case Management Assessment Profile
To see the details

of a job search, Occupations Programs Employers Jobs Memo
click the title.
S T T
v AR Billing Specialist 04/01/2005 Delete
2 Billing Specialist fes 04/01,/2005 Delete

To conduct a new

job search, click Search for a Joh

Search for a Job.

Jobs Tab

From the Jobs tab, you can perform the following tasks:

e To review the details of the job order, click the job title link. (A job information screen displays
that contains a summary of the job order.)

e Toremove the job from the list, click the Delete link for that job in the Action column.
e To conduct a new job search to add to this list, click Search for a Job.
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Managing a Self-Assessment Profile

The Self-Assessment profile (as shown in the following example) displays details on the job skills,
personal skills, work interests and work importance the individual has identified and saved through
assessments they have completed. If your system is licensed to provide WorkKeys® assessment data,
you will also see the Workplace Skills tab.

Note: The Self-Assessment profile option may not be available in your system.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Case Management 5elf AssessmentProfile
ok skills
The default setting is the Interests tab. Click a jpe'La'Sk'”s
desired link or tab to view another folder. Wotkplace Skills

Uinterasts

Jwwork Irmportance

Job Skills Personal Skills Workplace Skills Interests Work Importance

Work Interests (7]

Score (out of 30)
Social 21 EE——
Investigative
Artistic
Enterprising

L |

Realistic

Edit Work Interests

Sample Self-Assessment Profile Screen

This profile contains the following tabs:
Job Skills — Lists job skills that the individual has selected, or that are associated through occupations
that are part of his/her resume and/or background. The tab lets you edit/modify the list of skills.

@ If Self-Assessment tabs are empty, particularly the Job Skills tab, you may want to walk
the individual through the Background Wizard to gather initial job skills, rather than
identifying skills one at a time.

Personal Skills — Lists personal skills that the individual has selected, or that are associated to their
skills analysis. If no personal skills have been selected yet, no table appears.

Workplace Skills — Displays a table that shows a rating of WorkKeys skills with numeric values.

Note: The Indiana module does not contain an Interests tab or a Work Importance tab. Examples of
these appear in the previous screenshot. An explanation of these two tabs has been removed from the
customized Indiana user guide.

Job Skills Tab

Individuals may assemble their job skills list in many ways:
e Using Career Services>Career Explorer>Match Your Skills>Your Job Skills
e Completing the Background Wizard
e Completing the Resume Builder
e Using the Job Skills Tab of the Self-Assessment Profile
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The Job Skills tab—a sample of which follows—displays a listing of the individual's selected job skills for
review or edit purposes. The following figure displays a sample Job Skills tab:

-

[ Assist an Individual | Staff Services |

Personal Employmeant Plan Search History Case Management 5elf Assessment Profile
Job skills = Personal Skills Workplace Skills Interests Work Importance

Skill Category Skills you have selected

test computer programs or systems, understand computer equipment operating

Computers &
Wathernatics
Education &
Social Services

rmanuals

establish and maintain relationships with students, develop course or training
ohjectives, work with persons with mental disabilities or illnesses, use early
childhood education technigues, use motivational technigues in education,
assess educational potential or need of students, cormrmunicate student
progress, convert information into instructional program, coordinate educational
content, arganize social behavior learning activities

Entertainment & ensure correct grammar, punctuation, or spelling, use knowledge of multi-media

Iedia
Healthcare

technology

teach correct eating habits, instruct patient in use of supportive device, collect
specimens frorm patients, instruct patients in methods to improve functional
activities

Managerment &

. direct and coordinate activities of warkers or staff
Cffice Semices

Service & Sales change linen, use massage therapy procedures, clean rooms or work areas

[ cat o s |

@

Sample Job Skills Tab

From this tab, you can:

/@Q If no job skills exist, the quickest way to identify general skills is to walk the individual
through the Background Wizard.

e Click Edit Job Skills to modify the job skills list. The job skills screen displays, as described in
the following topic, “Editing Skills.” Check each skill that applies from the various job categories.
The new selections and changes to skills will replace your previous skill set.

e Click another tab (such as Personal Skills or Workplace Skills) to assist the individual in
assessing skills or interests beyond standard skills defined for their previous employment.

Editing Job Skills

The process to modify skills utilizes several steps, depending on the scope of an individual's skill setin a
number of job categories and subcategories. The skills screen is similar to the following figure:
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Job Skill Categories i l
1: Click the tab for the

Construction Education & Social { JOb Skl” Category you

General Skills Computers &

mMathematics (0) ()] | Services (1) want to m0d|fy
Financial Agriculture & Healthcare Legal & Protective M. Then
Services (0] Vildlife (0) (21) Services (0]
|
Science & Engineering () Service & Sales (3) skilled Trades (0) Transportation (0)

Tabs & subcategory
links show the Subcategories for the skill group Healthcare

number of skills

Healthcare - general Laboratory & Pharrnacy (1 Mursing (3)

already selected. Nutrition (0 Office (1) Patient Care (4] 2: Click the link (as
Patient Support (2] Professional {0 “eterinar needed) to move down
Dental {0} Diagnaosis & Treatment (31 to a subcategory.

Check All Skills | Uncheck All Skills

analyze dental data

collect dental laboratory diagnostic data
operate dental equiprment

perform dental hygiene procedures
prepare patient far dental work

set up dental equipment

use dental treatment procedures 3: Check or uncheck

skills, as desired.
Then...

aj|a|ajajaja|alga

uge knowledge of dental terminology

:

& Treatment
administer radioactive isotopes
v | agsist patient in performing breathing exercises

[T calculate radiation dosage, fallowing physician's prescription

¥ | conduct madical tests

4: Continue through
categories/subcategories
Veterinary until all skills are selected.

|L

advise animal owners regarding treatment of animals
examine animals to detect illness, disease, or injury (Click to move to top as
perform animal euthanasia needed to select other

categories)
recognize digease or parasnes in animals

understand animal habits or needs

o o o o )l

uge animal disease control technigues

5: Click to save skills
Save Skills and Continue k and view them on a

basic Skills List screen.
Skill Categories Screen (for Editing Job Skills)

From this screen, you can:

Select job category tabs — Click the subcategory links to view and check or uncheck boxes to add or
remove the appropriate skills.

Check all skills, or uncheck all skills — Click Check all Skills to select all skills or Uncheck all Skills to
deselect all skills for the category. This selects or deselects skills for the entire category.

Save Skills and Continue — Click a button to save selected skills in all categories and display them on a
Skills List screen. You can modify this list before clicking Continue. When all changes are made and
you click Continue on the Skills List screen, changes are saved and you are returned to the original
screen (i.e.., the Job Skills tab).
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Skills Listed

After you click Save Skills and Continue, a screen appears (as shown below) that displays a list of the
skills that you checked.

1.
2,
3.

L e =2 BN & & B

10

1.
12
13.
14.
18.
16.
17.
18.
19.
200
21
22
23

assess educational potential or need of students
change linen

clean rooms or work areas

. collect specimens fram patients

. communicate student progress

. corvert information into instructional pragram

. coordinate educational content

. develop course or training objectives

- direct and coordinate activities of workers or staff

. ensure correct grammar, punctuation, or spelling

establish and maintain relationships with students
instruct patient in use of supportive device

instruct patients in methods to improve functional activities
organize social behaviar learning activities

teach correct eating habits

test computer programs or systems

understand computer equipment operating manuals
use counseling technigues

use early childhood education technigues

use knowledge of multi-rmedia technology

use massage therapy procedures

use motivational techniques in education

wark: with persons with mental disabilities or illnesses

=

tadify Skills

Skills

O [ 1[0 Q"0 007 Q03

e Click Continue to accept the selected skills and return to the Job Skills tab.

Sample Selected Skills List Screen

e To change the selected skills, uncheck boxes next to a skill by clicking on the box OR click the
Modify Skills link and use the skills process to select new skills. This will return to the Editing Job

Skills screen without saving the recent changes reflected on this screen.
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Personal Skills Tab

When you click the Personal Skills tab, a table appears that contains a list of personal skills selected in
the system. (If the individual has not selected personal skills, no table appears.) This function lets you
review or edit these skills.

The following figure is a sample of the Personal Skills tab:

Use this folder to manage your Personal Skills. Click Edit Personal Skills to modify
your selections.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History [t Case M. t A t Profile
1ok skills
Upersonal Skiﬁs
workplace Is
Dinterests

[Jwork Importance

Job Skills Personal Skills Workplace Skills Interests Work Importance

Personal Skills (7]
Basic Skills Active Listening Writing Active Learning

Social Skills Persuasion, Megotiation

Complex Prohl Solving Skills  Complex Problem Solving

Technical Skills Cuality Contral Analysis

Systems Skills Judgrnent and Decision Making

Resource Management Skills Time Management Management of Personnel Resources

Edit Personal Skills

Personal Skills Tab
From this tab, you can perform the following tasks:

e Click Edit Personal Skills to modify the personal skills you have selected. The personal skills
screen displays. Check each personal skill that applies. The newly selected personal skills will
replace the previous personal skills.

e Click another tab (Personal Skills or Workplace Skills) to change the service function in which you
are working.

e To select Personal Skills for the individual, use the process described in the next section.

Matching Personal Skills

When you start the personal skills analysis process, a screen appears—similar to the following figure—
that lets you review and select the individual’'s personal skills.
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Click the box
to select it as a
personal skill.
Select skills
from each
category, if it
applies.

Basic Skills | Social Skills | Complex Problem Solving Skills | Technical Skills
Systems Skills | Resource Management Skills

I Reading Comprehension

¥ Active Listening

¥ Writing

[ Speaking

I~ Mathematics
™ Science

™ Critical Thinking

¥ Active Learming
™ Leaming Strategies

™ Monitoring

™ Social Perceptiveness

™ Coordination
W Persuasion

Fkr\legonalian

™ Instructing

I” Senvice Orientation

Basic Skills

Und ling written

Developed capacities that facilitate learning or the more rapid acguisition of knowledge

in work

related documents.

and |

Giving full attention to what other people are saying,
taking time to understand the points being made, asking
guestions as appropriate, and not interrupting at

inapproptiate times

Cornrnunicating effectively in writing as appropriate for

the needs of the audience.

Talking to others to convey information effectively

Using mathermatics to solve problems

Using scientific rules and methods to solve problems:

Using logic and reasoning to identify the strengths and
weakneszes of alternative salutions, conclusions or

approaches to problems.

Understanding the implications of new information for
both current and future problem-solving and decision-

making.

Selecting and using training/instructional methods and
procedures appropriate for the situation when learning or

teaching new things.
Manitoring/Assessing per
individuals, or organizatior
take comective action

Developed capacities used to work with people to achieve goals

Being aware of others' rea
they react as they do.

Adjusting actions in relati
Persuading others to char

Bringing others together a
differences.

Teaching others how to do

Adctively looking for ways 1

Technical Skills }

Developed capacities used to design, set-up, operate, and correct malfunctiong involving application
of machines or technological systems

Analyzing needs and product requirements to create a
design.
Generating or adapting equipment and technology to

™ Operations Analysis

™ Technology Design
™ Equipment Selection
I~ Installation

I Programming
™ Operation Monitaring

™ Operation and Control
I Equipment Maintenance

serve User needs

Determining the kind of tools and eguipment needed to
do a job

Installing equipment, machines, wiring, or programs to
meet specifications.

Writing computer programs for various purposes

‘Watching gauges, dials, or other indicators to make sure
a machine is waorking properly.

Controlling operations of equipment or systems
Petfarrming routine rmaintenance on eguiprment and

Complex Problem Solving Skills
Developed capacities used to solve novel, ill-defined problerms in cormp
Identifying complex proble
information to dewelop anc
implement solutions.

" Complex Problem Solving

Once the skills are selected,
click the Find Matching
Occupations link.

determining when and what kind of maintenance is
needed
Determining causes of operating errors and deciding

™ Troubleshooting
wihat to do about it

™ Repairing Repairing machines or systems using the needed tools

(m Quality Control Analysis Conducting tests and inspections of products, services,

or processes to evaluate quality or pedformance.

Systems Skills
Developed capacities used to understand, manitor, and improve socio-technical systems
Considering the relative costs and benefits of potential
actions to choose the most appropriate one
Determining how a systermn should work and how
changes in conditions, operations, and the environment
will affect outcomes.
Identifying measures or indicators of system
performance and the actions needed to improve or
correct performance, rel - -

™ Judgment and Decision Making

™ Systems Analysis

™ Systems Evaluation

Only click Save if you do
not want to find matching
occupations. The skills
Determining how money WI” be Saveq to the

done, and accounting fo Personal Skills tab.

Obtaining and seeing to tie appepiacs wee o
equipment, facilities, and materials needed to do certain
work.

I~ Management of Personnel Resources  Motivating, developing, and directing people as they
work, identifying the best people for the job

[ Find Matching Occuuatmma[m)

Resource Management Skills

Developed capacities used to allocate resources efficiently
[ Time Management Managing one's own tire

™ 1 of Financial R

™ Management of Material Resaurces

Personal Skills Selection Screen

From this screen, you can perform the following tasks:

e Click the check boxes in each category that applies to the individual’s skills.

e Click Save to secure your edits and return to the Personal Skills tab.

¢ Click the Find Matching Occupations link after the check boxes are selected.

The matching occupations screen that displays is similar to the following figure:
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The following occupations were the best matches based on your personal skills.
Click on the View More Information on this Occupation column to see more data

about that occupations including current jobs and employers, education and
training information, labor market data, the nature of the work and job
requirements.

Occupations that match your personal skills. (7]

To sort on any column, click a calumn title.

Total Skills Skills Preparation View More Information
Click the Occupation Title skils | YoU | | 2ckin Nzeded about this occupation The w
Match g including jobs Detail, and
] 3 2

Occupation Title
link to see how
the skills match
those required for
the selected
occupation.

Wellhead Purnpers Considerable  Summary Detail Report Report links )
Bill and Account ) provide detailed
Collectors 1 v 2 S0 Summary Detail Report labor market
Poets and Lyricists 7 4 3 Considerable  Summary Detail Report information
Law Clerks 21 12 9 Considerable  Surrmary Detail Report from the ALMIS
Loan Counselars 16 9 7 Considerable  Summary Detail Report (America’s
Loan Officers 16 9 7 Considerable  Summary Detail Report Il‘a;bor Mfarkm
Adrninistrative Law nformation
Judges, Adjudicators, and 16 9 7 Extensive Summary Detail Report System)
Hearing Officers dat_abqse,
Arhitrators, Mediators ; : which is part of
and Conciliators iz € 7 Exensive | Summary Datail Repod the Virtual
Financial Exarniners 18 10 8 Considerable  Summary Detail Report OneStop
Tax Examiners database
Collectors, and Revenue 18 10 g Considerable  Summary Detail Report structure.
Agents

Enter page number: m Records per page: | 10 % m

Wiewing page 1 of 9

[Change Personal Skills ]

Personal Skills Occupation Match Screen

From this screen, you can perform the following functions:

Click the job title in the Occupation Title column to review how the skills match required skills.

Click the link in the Preparation Needed column to review O*NET information related to
experience and skills needed for the job. (Note: The recorded skills do NOT influence the value
for preparation needed; this is a “stand alone” summary.)

Click the Summary link to view an occupational summary for the selected occupational title
(available in narrative or numeric formats). For details, refer to the VOS/VLMI Individual Services
User Guide.

Click the Detall link to view detailed occupational information for the selected occupational title.
For details, refer to the VOS/VLMI Individual Services User Guide.

Click the Report link to create an “on the fly” report for the selected occupational title. For details,
refer to the VOS/VLMI Individual Services User Guide.

Click the Change Personal Skills link to modify the skills selection.

Note:

If more than one screen exists, enter a page number, or records per page, and click Go, or use
the arrow button to navigate to other screens.

By clicking the title in the Occupation Title column, a screen appears that is similar to the following
figure:
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Listed below are the skills you have that match those normally associated with
Paperhangers. Also listed are the sKills you lack. Click the Find training for this occupation

link to look for programs that may help you obtain these skills.

To sort on any column, click a colurmn title.

Skill
Importance

v Eguipment Cetermining the kind oftools and equipment needed to do a

Selection joh. 54
v Equiprment Determining the kind of tools and equipment needed to do 5 (S
Selection job. 54
. I
W Mathematics \qin 0 athematics to solve prablems. I
Monitaring MonitaringfAssessing performance of yourself, other ]
v individuals, or organizations to make improvements or take 33
corrective action.
Guality Control  Conducting tests and inspections of products, services, or F

Analysis processes to evaluate guality or perfarmance.

[ Choose Another Qecupation | Find Training |

Display more information about this occupation

Personal Skills Match Screen

From this screen, you can access the following:
e Determine the individual's suitability for the selected occupation.
e Click the Choose Another Occupation link to return to the match results.

¢ Click the Find Training link to explore training programs for the selected occupation. For details
of training and education program searches, refer to the VOS/VLMI Individual Services User
Guide.

e Click the Display more information about this occupation button to view detailed labor market
information for the selected occupation. For details, refer to the VOS/VLMI Individual Services
User Guide.

Workplace Skills Tab

The Workplace Skills tab appears in systems that are licensed for WorkKeys® assessments. When you
click the Workplace Skills tab, a table appears that contains workplace skills that a staff member entered
into the system for the individual. (If you have not entered workplace skills, no table appears.) This
function lets you review or edit the entered skills.

Note: Your system may or may not include this tab/function. WorkKeys is a unique job skills assessment
system measuring real-world skills. The commercially available assessments give students and
workers reliable, relevant information about their workplace skill levels. If your system does
include this tab, the scores from these assessment tests can be recorded in Virtual OneStop to
help individuals make better career and educational decisions.

V9.1 R3 - 05/2008 110 Virtual OneStop - Staff Services User Guide
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Use this folder to manage your Workplace Skills. Click Edit Work Keys to modify
your selections.

[ Assist an Individual | Staff Services |

Personal Employment Plan Search History Lase Management A t Profile

Job Skills Personal Skills Workplace Skills | Interests Work Importance

Work Keys (7]

Work Keys Work Keys Score

‘fou have no saved Work Keys

Edit Work Keys

Workplace Skills Tab

e Click the Edit Work Keys button to continue with a Work Keys assessment entry for the

individual.
Displayed below are your workplace skill levels for the WorkKeys assessments. Click the
Continue hutton to view a list of occupations that match your workplace skill levels.
0 Far help click the question mark.
3 4 i g s
Applied Mathernatics e o e e 8
3 4 5 & I
Reading for Inforrmation e o e e 8
3 4 i g
Locating Inforrmation e o e e
3 4 i g s
Applied Technaloogy e « e e s
1 2 2 4 2 Click Reset to alter
Click Continue to see Listening o & e & e scores temporarily and
matching occupations. 3 4 i 8 explore occupations that
Obsesation oo one match higher scores.
3 4 i g
Tearmwiork [ o [ v
1 2 3 4 i
Wiriting e o e e 8
=1

Work Keys Assessment Selection Screen
e Click the button to select the skill level score.
Each assessment must have an answer before you can continue to the next screen.

e Click the Continue button to proceed with an occupation skills match.

The occupation skills match screen is similar to the following example.
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This page shows a list of occupations that match the sKill levels that you selected for your
WorkKeys assessments. To view detailed information about an occupation, click the link for

that occupation in the Occupation Title column.

To sort on any column, click a column title. o For heln click the question mark.

Brickmasons and Blockmasons 3 3
Credit Authorizers 3 3
Editars 3 3 3

Electric Home Appliance and Power
- 3 3 4
Tool Repairers

Gaming Chanoe Persons and Booth
; 3 3 3
Cashiers

Hoist and YWinch Operators 3 1 3
Molding and Casting YWorkers 3 3 4 3 3 3

Mumetrical Tool and Process Control

4 3
Frogrammers
Fressers, Hand 3 3 3
Sewing Machine Operators, Mon 3 3 3 3 3

Garment

Enter page number:l m

Click here to return to
_...> assessment screen and

Wiewing page 1 of 2 reset skills.

Return to Workkeys Skills

WorkKeys Skills Occupation Match Screen
e Click the link in the Occupation Title column to see more on the occupation.

Note: If more than one screen exists, enter a page number, or records per page, and click Go,
or use the arrow button to navigate to other screens.

e Click Return to WorkKeys Skills to go back to the assessment screen and reset the skill levels.
You can use the Reset button to explore options with improved scores (without changing saved
scores). The Reset button does not change saved scores. It allows staff to explore occupations
for the individual with higher scores in various categories.
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Managing a Case Management Profile

The Case Management profile provides a Web-based solution for counselors, case managers, and other
supervisory staff members to enter and share information on participants who receive core services
through a federal program.

Note: The Indiana module does not contain a Summary tab, Case Notes tab, Plan tab, or Programs tab.
These tabs are available in some case management systems. This system is not used to report
outcomes from federal programming. These tabs have been removed from the user guide to avoid any
confusion.

Parsonal Employment Plan Search History Case Management Assessment Report
Activities Assessments
Internal Job Referrals Activity History / Service Plan
Select this option to review internal job order Select this option to review the selected
referrals for the selected Individual Individual's Service Plan. This includes

external job referrals

Employment History Alternate Contacts
Select this option to review the selected Select this option to review alternate contact
Individual's employment history infarmation for the selected Individual

Sample Case Management Profile
Click the appropriate tab to update, review, or add information in that tab:

e Activities Tab—contains information on job referrals, activity history, employment history, and a
place for listing alternate contacts

e Assessments Tab--- contains links to record assessment results for basic skills, aptitudes,
WorkKeys, and other miscellaneous assessments.

Activities Tab

The Activities tab maintains a variety of information about the individual that helps staff to manage the
individual's account. Your staff member privileges control access to each option, and the capacity within
which each may be used. The following figure displays a sample Activities tab screen:
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Manage Individuals

Personal Employment Plan Search History

Activities

Internal Job Referrals

Select this option to review internal job order
referrals for the selected Individual

Employment History

Select this option to review the selected
Individual's employment history

Case Management

Assessments

Actiity History [ Serwvice Plan

Assessment Report

Select this option to review the selected
Individual's Service Plan. This includes
external job referrals

Alternate Contacts
Select this option to review alternate contact
information for the selected Individual

Activities Tab Screen

You can manage the following information for an individual using this screen:

Internal Job Referrals — Create job referrals (for an internal job) or manage job referral results for the

selected individual.

For more information, refer to the next section.

Employment History — View or edit existing work experience information, or add a new work history
record for the selected individual.

Activity History/Service Plan — Access details of an individual’s service or activity record.

Alternate Contacts — View alternate contact information for persons related to the selected individual.

Internal Job Referrals

Use the Internal Job Referrals option to manage job order referral information for the selected individual.
When you click the Internal Job Referrals link on the Activities tab, the system displays a screen similar to

the following figure:

Here is a list of referrals for the selected Individual. Click the Results link in the
Action column to view or enter referral results.

All columns are
now sortable.

Social Security Number: 700-06-20058
Individual’s Name: YWILLIAMS, Kih J

Ratary Drill Operators, Oil

Job Referral
Job Title company Name “

and Gas Slippery Sludge Ing 1272008 - Hired Results
G20 Rotary Drill Operators, Ol Williams Drilling 17202008 0- Mot Hired  Results
and Gas Incorporated —
625 Qilfield Driller Garfield Drilling 1272008 5 - Other Results

[ Add a Referral ]

Phone: 701-876-0957

Address: 123 Featherwing
Bismarck, MD 58501

Referrals Screen

You may perform the following tasks from this screen:

o View/record referral results — click the Results link for a desired job order. For details, refer to

the “Record Job Referral Results” topic that follows.

e Create a job referral — click the Add a Referral

link.
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Record Job Referral Results

Job referrals may be either user- or staff-generated, depending on the nature of the job order. When you
click the Results link for a desired job referral, the system displays a screen similar to the following figure:

Please provided information for the following fields and click the Save button
when you are finished. Otherwise click the Cancel button .

Job Order Referral results for SMITH, JOHN

M ed
0 - Mot Hired

1 - Hired

2 - Interviewed not Hired
3 - Mot Qualified

4 - Applicant Refused Job
i

]

7

Job Order: 103 - Bookkeeping, Accounting, and Auditing Clerks

Employer Name: Geo Technology

Referral Result: |N0ne Selected j
Hire Date: I
Hourly Wage: I 000 99

Comments: ;'

- Other
- Filled by Employer
- Did not report to interview

=
[Sme | cancel

Referral Results Screen

Perform the following steps to record job referral results:

Select the appropriate referral result from the drop-down list. Choices include:
0 - Not Hired

1 - Hired

2 - Interviewed not Hired

3 - Not Qualified

4 - Applicant Refused Job

5 - Other

6 - Filled by Employer

7 - Did not report to interview

If you selected O - Hired, enter the person’s date of hire by:

Typing the date using MM/DD/YYYY format (for example, 07/15/2005), or
Clicking the calendar icon to select month, date, and year. Click Select to save your changes.

If you selected 0 — Hired, type the person’s starting hourly wage using XXX.XX format (for example, type
14.50).

Enter details in the Comments text box if applicable.
Click Save to secure your edits, or Cancel to exit.

Add a Referral

To create a job referral for the selected individual only, click the Add a Referral link on the Referrals
screen. For more information on how to add a job referral, refer to the section “Mass Job Referrals.”

Employment History
The system maintains the individual’'s employment history record in several places, including:
e Personal Profile>Background Tab
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¢ Case Management Profile>Activities Tab (Employment History link)

e Case Management Profile>Programs Tab (Common Intake form, Wagner-Peyser Application
form, WIA Application forms)

Any modifications made to this employment history record, whether individual or staff-generated,
automatically update in each holding place in the system. This reduces data entry effort, and maintains a
uniform record for timeliness and accuracy purposes.

When you click the Employment History link in the Activities tab folder, the system displays a screen
similar to the following figure:

To add a new item to your employment history click the Add a new Employment
History link. To modify an existing item in your Employment History click the Edit

link.

0 For help click the question mark.
Employment History

ABC Kinder Cars 12/2002 - 04/2005 Land O Lakes Edit | Delete
Clearwater Hospital 08/1990 - 02/2004 Clearwater Beach Edit | Delete

[ Add a new Employment History ]

Return to Activities Folder

Employment History List Screen

From this screen, you can perform the following tasks:
e Click Edit in the Action column (or the Employer name link) to modify the employment history.
e Click Delete in the Action column to remove the employment history.

e Click Add a new Employment History to create an additional work history entry (see sample
screen below).

Employment History

= Company Name:

= Job Tithe:
* Job Duties (2,500 characters maximum including formatiing)
= Decupation Title,

£ Format - | Font - Siz

= Occupation Dascription

ol 8

am

= State: South Carclina -
« City

= Counlry. United States w

Type of Employmeant: None Selecled |+
= Full-Time or Part-Tima Mone Selacted -

= Salary. s 0.00

« Salary s based upon None Selected

[ Spell Check | Insert Occupational Description | Clear Text |

fal

& Start Data

= End Date: = M7 currently Employed

Duration of job in months:

= Reason lor leaving? None Sclected |+

Add a New Employment History Screen
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Activity History/Service Plan
The individual’s activity history (or service plan) is a list of activity services provided to the individual. Itis

especiall

y useful when monitoring federal program adherence, such as the Wagner-Peyser (WP)

program.

Some of

these services may have been manually entered by staff, while others were automatically recorded

by the system (for example, job referrals, labor market research, and others). Most often, those services

recorded

by the system do not display a scheduled date/time value on the list screen.

When you click the Activity History/Service Plan link in the Activities tab folder, the system displays a
screen similar to the following figure:

Listed below are the Services the selected Individual has been assigned. Click
the Add Service link to create a new Service associated with this Individual.

“acial Security Number: 999-12-1212 Phone: 727-786-7955
Click Add Service or Add | |pgivigual's Name: SMITH, CARA Address: 1001 Omaha Circle
Multiple Services to add Palm Harbor, FL 34683
new acthlty services.
Click_Print View to [ Add Serice | Add hultiple Services | Print iew |
preview or print the list. Click View to see the
Return To Activities Folder Service Plan. Click
Delete to delete this
To Sont, click Column Title Service Plan.
Service Service Descrintion Scheduled Actual Completion
Code F Date/Time End Date Code
JO 24 - Referred To iew
Job Over 150 Days Wi e Delete
o1 First Registration WP 4/4/2005 1 Wi
Year Delete
JO' 8 - Referred To iew
St Job Owver 150 Days Wi e { Delste
Provision Of Labar iew
oy Market Research W “WiAE i Delete
External ¥Web Site Wiew
e Job Referral e Rzl { Delete
External Yeb Site iew
7 Jab Referral W ies i Delete
Recards per page: |1D 'l
[ Add Service | Add hultiple Services | Print Wiew
Return To Activities Folder

Service Plan Information Screen

From this screen, you can perform the following tasks:

To manually add a single service to the individual's service plan, click Add Service. For
details, refer to the Add Service topic that follows.

To manually add multiple services to the individual's service plan, click Add Multiple Services.
To preview the individual’s list of services, click Print View.

To print the individual’s service list, click Print View, and select Print under the File menu
option of your browser.

To access activity service details, click the desired View link.
To remove an activity service, click its Delete link.

Note: The system only deletes job referrals wit