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Three main components are used repeatedly in each chapter of this Student Guide. Each component is
used in a building block approach to help participants master the skills required to later apply tasks in
real life. The components are listed below:

Concepts describe the purpose of a feature or a function of the application. Other elements such as tips,
notes, Terminology tables and graphics may also be found within the concept portion of a chapter.

Procedures outline general steps required to perform a task. They may be used both during and after
the course for reference. Throughout the courseware, procedures appear in the following format:

PROCEDURE

Logging in to the JRS

1. Start your computer and log in to the domain according to the normal process.

2. Double-click the Internet Explorer icon on your Desktop to start Internet Explorer.
Internet Explorer will appear on the screen.

3. Log into the JRS.

a. Type the URL address www.manitoba.ca/jobreferral in the Address bar and press
ENTER.

The Job Referral Service page appears.
b. Type the User Id that has been assigned to you.
¢. Type the password that has been assigned to you.
d. Click Login.
The Welcome page will appear.
O O O

Activities provide a real-life scenario and instructional steps to help the participant perform tasks
during the course. This practical application of tasks allows the participant to gain confidence in
performing similar tasks in a real-life situation. Throughout the courseware, exercises appear in the
following format:

Activity 2-A - Entering Organizational, Office, and User Data

In this activity, as an Employment Manitoba staff member, you are required to enter organizational
details on behalf of ABC Corp. (an employer) into the JRS. You first enter the organization’s name and
its two branch offices. You then enter the details of four users from those offices, including their user
ids and user roles, which will permit access to the JRS. Then you specify the primary contact for ABC
Corp. The organizational details to be entered are:

1. Point to the Organization button on the toolbar and then select Browse.

2. Perform a search to confirm that ABC Corp. has not been entered into the JRS previously.
a. Click in the Organization Name field and type ab.

b. Click the Search button.

No search results are found, which confirms that ABC Corp. is currently not entered in
the JRS.

Job Referral System for Employers Employment Manitoba
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The following example displays two sample pages with annotations indicating different components
and elements of the guide.
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Keyboard Actions
Names of keys are bold. For example: Press ENTER.

Key combinations are also bold. For example: Press CTRL+HOME.

Mouse Actions

Click Press and release the left mouse button.

Double-click Press and release the left mouse button twice in quick succession.
Right-click Press and release the right mouse button.

Double-right-click  Press and release the right mouse button twice in quick succession.
Drag Hold the left mouse button down while moving the mouse.
Right-drag Hold the right mouse button down while moving the mouse.

Note that within Activities, bold characters represent buttons or menu commands that are to be clicked
or selected.

Attention Element Tables

These tables appear throughout the courseware material to highlight items of importance.

Business Reference - Located below each activity title, it indicates the section and document you
may reference concerning business process content, not directly related to the use of the JRS.

Business Please see Section A of the Business Reference Guide for business reference
Reference details pertaining to this topic.

Business Process - Located anywhere in the courseware, it explains each generic business process
as it relates to the functionality of the JRS.

You must perform a search for an organization before you can enter it into the
JRS. This process helps to ensure that duplicate organizations are not entered
into the JRS.

Alternative Method - Located anywhere in the courseware, it explains other options or buttons
which, if selected, may result in the task following a different path or result.

Alternate Note that you could click the Save and Return to SP List button instead to select
Method another skills profile and specify the details.
Job Referral System for Employers Employment Manitoba
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Job Referral System for Employers

Through your participation in this class, you will gain confidence in your ability to perform the
following tasks.

Chapter 1 - Understand the purpose of the Job Referral System and learn how to log in to,
search, and navigate the JRS user interface.

Chapter 2 - Learn how to edit your organization details, including offices and users.

Chapter 3 - Learn how to create job orders, process referrals, perform direct hires, view
transfer ins and view notifications.

Employment Manitoba Job Referral System for Employers
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Getting Started

Job Referral System and Training Overview
Initial Access to the Manitoba WebLink and JRS

Accessing the JRS
JRS Home Page

Searching the JRS (Job Seeker Data and Reports)
Common Page Elements
JRS Courseware Training Design and Data

Learning Objective: Understand the purpose of the Job Referral System and learn how to log in
to, search, and navigate the JRS user interface
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CHAPTER 1 Getting Started

Job Referral System and Training Overview

In March 2007, a team of individuals from Employment Manitoba and Protegra (the company awarded
the development contract) began construction of the new Job Referral Service system (JRS). The team’s
mandate was to ensure the new system would meet:

» Hydro’s requirements to deliver services for all projects as per the BNA.
» Floodway’s requirements to deliver services for the Manitoba Floodway Authority project.
In terms of functionality, the team also worked to ensure that the system maintained:

» On-line capability for job seekers and third parties.

Flexibility to add future projects.
* A managed workflow component to assist users in doing their JRS work.
» Reporting capability.

This hands-on training curriculum has been designed with all users in mind, and while the underlying
makeup of the system is intricate, this will be transparent to the users. Our goal in development of the JRS
was to ensure that all fundamental activities, such as registration and job order creation, would become
more efficient and effective as users became more and more familiar with the tool.

During training we will focus on the “Internal Web Site” where some of the job seeker registrations and
all job order activities will be performed. The Public Web Site will be accessed by job seekers wishing to
complete their own on-line registration, and is, for the most part, an identical reproduction of the
registration activities found in the Internal Web Site.

Manitoba WebLink
for Third Parties

Public Web Site D \

for Job Seeker )
Registration Database Internal Web Site
Activities for Employment
Manitoba and Third
Parties

The JRS system is a browser-based application. Third Party users such as employers, unions, registration
agencies, will access the JRS Internal Web Site through the Manitoba WebLink. Employment Manitoba
staff has direct access to the JRS Internal Web Site. All users will access the JRS by entering a JRS User
Id and Password. Each user will be able to perform certain functions based on their assigned role(s). For
example, individuals who only perform job seeker registrations, will have limited “read only” access to
job order activity. However, JRS Job Order Unit staff will access both registration and job order activities,
along with some administrative functions which would include password resets and employer
organization creation.

The structure of the JRS is hierarchical. The top of the hierarchy would begin with the creation of a
project, such as Wuskwatim. Each project would involve various organizations such as employers, unions,
and job seeker registration agencies.

Employment Manitoba Job Referral System for Employers
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One of the key things users will learn about is the workflow component of the JRS, which is very
important in their JRS activities. This new feature is based on a notification and task process triggered by
a specific event in the system. For example, when a job order is approved, the employer, the union
specified in the job order will receive a notification advising them that there is a new job order.

We hope you find this training helpful and easy to follow. Please contact your support services about any
guestions or concerns you may have.

Employment Manitoba and Protegra

Job Referral System for Employers Employment Manitoba
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CHAPTER 1 Getting Started 7

Initial Access to the Manitoba WebLink and JRS

The JRS is a web application requiring two logins. First, using Internet Explorer, you log into the
Manitoba WebL.ink site that hosts the JRS. From here, you access the JRS system and log into it using the
user id and password you have been provided.

Logging into Manitoba WebL.ink

The first time you log into the Manitoba WebLink will force the installation of an application which
ensures the security of the information you view and enter into the JRS system. When your Manitoba
WebLink session is terminated or times out, all data created on your computer during the session will be
removed.

Prior to being able to log into Manitoba WebL.ink,
1. you will be required to:

a. Provide a signed registration from your organization agreeing to the use of the Job Referral
Service On-Line.

b. Have been issued a Manitoba WebLink Security Token (FOB) and User Id by Employment
Manitoba. Note: Your 4 to 8 digits Personal Identification Numbers (to be set by you) together
with the 6 digit numbers from the Security Token will be your Manitoba WebLink passcode.

c. Have been issued a JRS User Id and temporary password by Employment Manitoba.
2. you will need:

a. Access to the Internet. Hi-speed (e.g. DSL) internet access is recommended.

b. A 32 bit version of Windows (Windows XP, 32 bit Vista, 32 bit Windows 7).

c. Access to the Internet Explorer web browser. Please note that the Manitoba WebLink does not
support Firefox or Safari web browsers at this time. If you have any questions, please contact JRS
at 1-866-332-5077 or e-mail jobreferralservice@gov.mb.ca.

3. itissuggested that:
a. Your monitor resolution be set at a minimum of 1024 by 768 pixels.

After having logged into Manitoba WebL.ink the first time, you can set up a shortcut to the Manitoba
WebL.ink on your desktop and access the Manitoba WebLink log in page using this shortcut.

It is important that you return the Manitoba WebLink security token to the Job Referral Service at
the expiration of your contract on the project.

Employment Manitoba Job Referral System for Employers
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Security Token Precautions
1. Never reveal the PIN that you created. Do not write it down.

2. If you think someone has learned your PIN, notify the Job Referral Service at 1-866-332-5077 or
email jobreferralservice@gov.mb.ca.

3. Do not let anyone access the Manitoba WebLink under your identity (i.e. log in with your User Id,
Personal PIN and the Passcode number from your Security Token).

4. Always logout of the Manitoba WebLink when you are finished using it.

5. Your Security Token contains delicate and sophisticated instrumentation. The casing, LCD, and
silicon chip will break if abused. Do not immerse it in liquids, expose to extreme temperatures, or
bend it.

If you have connectivity issues or User Id and Passcode issues or any other issues with the Manitoba
WebLink, contact the Job Referral Service at 1-866-332-5077 or email jobreferralservice@gov.mb.ca.

Logging into the JRS System
Prior to being able to log into the JRS System,
1. you will be required to
a. have successfully logged into the Manitoba WebL.ink

b. have been issued a JRS User Id and a Password

Job Referral System for Employers Employment Manitoba
Version 2.0


mailto:jobreferralservice@gov.mb.ca
mailto:jobreferralservice@gov.mb.ca

CHAPTER 1 Getting Started 9
PROCEDURE
Logging in to the Manitoba WebLink for the First Time/Resetting your PIN
If you are accessing the Manitoba WebL.ink for the first time, or if you need to reset your PIN, you
will need to create a new PIN.
1. Open your Internet Browser.
2. Type the URL address https://access.gov.mb.ca in the address bar and press Enter.
The Manitoba WebLink page appears.
~Z} hteps:/ faccess.gov.mb.ca/__extraweb__authen?id=JAEcchOr¥XY =% alias=workplacefresourcs — =] =]
File Edit  Wiew Tools  Help | il
Q=+ - - [¥] & @a| &
Address [&] hitps:/jaccess. gov.mb.caj__extraweb__authen?id=1AEcchoryxveh3Daalias=workplacedresource=s2FworkplacesezFacces: =« | Go | Links >
Manitoba WP webLink
Log in here to establish a secure connection to your network resources.
Log in to: RS
Usernames: ||
Passcode: I
4l | _'lll
g‘] Done ’7 ’7 ’7’7@ |b Internet
i’tfstartl & =] ”I@ https://access.gov.m... 5 y| =) | = | 103z aM
3. Enter your assigned User Id and the 6-digit number displayed on the Security Token as your
Passcode and click the Log In button.
The New PIN Setup page appears.
“Zj https:/ /access.gov.mb.ca/___extraweb_ authen - Microsoft Internet Explorer = =]
File Edt Wiew Tools Help | &
Qe - O - ¥ [ || B
Address [&] https:/faccess.gov.mb.ca/__extrawsb__authen =1 Go | Lnks >
Manitoba g webLink
Please log in:
Log in here to establish a secure connection to your network resources.
Enter a new PIN having frorm < to & digits: ||
ok ]|
<] | _>|;|
] Done [ [ [ [ [ mnkernet
gﬂstartl & =] ] > |@ https://access.gov.m... U loginz - Paink | = y| =z} | = 1034 AM
Employment Manitoba Job Referral System for Employers
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4. Create and enter a personal or unique PIN that is 4 to 8 digits (example 1234) and then select
OK. Note: You will need to remember this PIN from now on to access the Manitoba

WebLink.

The Confirm New PIN Setup page appears.

<2} https://access.gov.mb.ca/__extraweb__authen - Microsoft Internet Explorer =al=]
File Edit Wisw Tools  Help | =
Qe - - x] 2] o] @&

Address [&] https:jjaccess.aov.mb.caj__extraweb__authen =1 G0 |unks >

[ =]
Manitoba WP webLink

Log in here to establish a secure connection to your network resources.

PIMN Accepted. wait for the tolen code to change, then enter the new passcode: I

[ox M concel |
4] | _'l_l
2] Done [ & e ternet
g‘Erstartl & (=] [w] **|&]https:/iaccess.gov.m... 1 Iogind - Paint | = y| =) | = | 10:35 aM

5. Enter your personal PIN you created followed by the Passcode (the 6 digit number) displayed on
the Security Token and click the OK button. Note: Wait until the code on the FOB changes

before you enter it.
The Passcode Accepted page appears.

i https:/ /access.gov.mb.ca/__extraweb__ authen - Microsoft Internet Explorer == =]
u
| &

File Edit Wiy Tools Help

ek - ) - [=] [2] ,h”ﬁ

Address [&] hteps:jiaccess.gov.mb.cal__extraweb__authen | Go | Links >

Manitoba WPp webtink
PASSCODE Accepted
ok | L
4] | _’lLI
&] Done T [& [ nkernet
Histart| 5 (5] [] > [E] httpsi/iaccess.gov.m... W logins - Paint | & 27| @] 2 [1Eram
The Security Token generates new numbers every 60 seconds, so ensure that there
Note! are at least 3 bars are displayed on the left side of the Security Token.
Job Referral System for Employers Employment Manitoba
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6. Click the OK button.
The Aventail Access Manager Install page appears. Aventail is the security software mentioned
earlier that ensures the information you view and submit is handled in a secure manner.

= hl*‘)s /{access.gov.mb.ca/postauth/__EPCinterrogatorpage?success—/workplace faccessh

==

File Edit ‘iew Tools Help | g

Q- O~ A 2

Address I@j https:ifaccess. gow,. mb.cafpostauthy_ EPCinterrogatorpage?success=%2Fworkplace¥:ZFaccess¥2Fhometalias=workplace j Go | Links

Y

Aventail Access Manager

To enjoy broad access to resources on yvour networl:, vou should install the Aventail Access
Manager. This one-time process will set up components used to access your network, and ensure
that they are kept up-to-date on this computer. Alternatively, you can proceed with limited web-
only access and install the Aventail Access Manager later,

Install I Remind me later Don't show this again

Important: Your personal firewall riay ask you to grant permission to this program to access the
internet, vou must "unblock” or "permit" this request for the installation to succeed.

¥ More info

| | _’l_l
(2] Done l_l_l_l_rgla Internet
EE}Startl & @ @ 5 I@ https://access.gov.n... @ login? - Paint I e a‘?| @ | = | 137 am

7. Click the Install button.
The Confirm Run Program page appears.

ccess.gov.mb.ca/postauth; _ EPCinterty == =]
File Edit  View [\ Tools  Help | ."‘l».

Qe - Q- [x] B |

Address |£j https: ffaccess.gov.mb.cajpostauthf_EPCinterrogatarpage?sucress="b2Fwaorkplacev2F access¥2Fhomeralias—workplace = | Go |Links =

— 1A/ ol inl-
oi File Download - Security Warning i 5'

& e Mame: AventalComporents. exe
Aventail Access Manager S5 E
Twpe: Application, 395 KB
The setup program will now dox From: access.gowv.mb.ca

prompt displayed by your web |

File Download - Serurty Wanning Fun Save I Cancel I

Do you want b ran ar save this file?

D Mame: AventallComponents.exe
Vi byt while files from the Intermet can be useful, this file tupe can
potentially harm wour computer. If you da not trust the zource, do not
N or save this software. what's the sk?

AT ST

g Whe e liom Hie Irderat can B usehul this S mos can
> s e dorat

o Computer
v on sl thet ofvaiie bl s the 7

4
4 | »

el [ [ [ [ ntemet

ﬂffstartl a @ @ = @https:,l’,l’access.guv.rnb.c... IIgFile pownload E loging - Paint I ? @| @| = | 10:35 AM
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Depending on the version of Windows and the version of Internet you are using, you

Note!

may not have all of the following installation screens. If you experience some

problems, please contact your technical support.

8. Click the Run button.
The Run Program page appears.

‘T3 https://access.gov.mb.ca‘postauth,; EPCinters =1=1 =]
File  Edit  wiew Tooks  Help | &=
Q= © - =] [@ (| &

Address [&] https:/jaccess, gov.mb.cajpostauth/__FPCinterrogatorpage? success=%2Frorkplaceve2Farcass %2F hometaias—workplace. ~| g Go | Links >

-

MGI'H"DI Do you want to run this software?

- Mame: AventailComponents.exe
¥ IMore options

Publisher: Awentail Corporation

Internet Explorer - Security Warning x|

I Drom'E Fun I =

The setup program w
prompt displaved by

Aventail Access M.

Fii: Download - Secury Warning

while files From the Internet can be useful, this fils bype can potentially harm
wour computer. Only run software From publishers you Erust. What™s the risk?

D you wank b run ar sawes TRS e

Mame:  AventailComponents.exe
Type:  Application
From:  wprexample. com

S e v

| g e e hom tha Irkesat e B useful thi e mos can
AT Cotariiaty uarm s compuser $ mas dka nok iy e s, o ot
TR on zaen e cotvesr . bt e sk 7

1 Cancel |

4l

| sl

(&1 Installing

lt!5tart| & =] ] > &1 https:/faccess.gov.mb.c... “_é Internet Explorer - 5.

[T [& |4 mtemnet
Y4 loging - Paint | @l |§_|| T | 10:35 aM

9. Click the Run button. The Aventail Access Manager will be installed in your computer.

You will need to wait for a few minutes for the Aventail application to be installed to

Note! your computer.

The Aventail Installation bar appears.

Manitobqa P webtink

Aventail Access Manager
prompt displayed by your web browser.
e cambod oty wora &
D0 you wast s num ar sews this Hied
D o dvernad Comasnents s

Tipe:  knphcubian
Fromi  wnAxBmal.com

Cra D oo =]

et e b, o b e L il P e
A oty e s o ¥ g e 1

s

The setup program will now download. To run the setup program, click Rumn in the file download

th v =
et Aventail Access Manager

Aventail

Installing Aventail Access Manager...
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10. After Aventail is installed, you need to accept the add on to run the ActiveX control, Extraweb
Proxy Client Agent.

The Program Add On authorization page appears.

Manitoba P webtin

To access your network, Internet Explorer requires that you accept an add-on.

1) Click the “yellow bar" across the top of the page and select "Run ActiveX control® from the menu.

18 This website wants to run the following add-on: ‘End-Point Interrogator/Installer Madule' from "Aventail Corporation’,

2) Whan the confirmation dialog appears, select "Run”.

[Iemes Expores - Securty Waming o o )

D s il R i thi AUV ceatrol?

e B Prd nteimaga o stalr Medue

Pubisher: Aventail Corparatios

This Actrg ontol mis priviousty scdad o your computer mhan o relaked
ﬁ -pnather program, o when Windows was istaled, ou shoud only it if you
. st e pubiahsr Sl he mebae reduesting i lials the Rah?

11. Click the yellow bar across the top of the page to display menu.
The Program Add On selection appears.

R R S T R P ==

s ]
@Uv || https//access.govmb.ca/postauth/_EPCinterroetorpagelsuc ccess/home - & ‘ B | *?| X | | ¥ Live Seorch Laatnd|
o Faverites @8 https://access.govimb.ca/postauth/_EPCinterro..

[ * 0 g v Pagew Sefetyw Teokv @+
(7] This website wants to run the following add-on: ‘End-Peint Interrogato?staller Module' from ‘Aventail Corporation'. I you rust the website and the add-on and want tna

Run Add-on on All Websites
Manitoba 9 webin

What's the Risk?

I

To access your network, Internat Explorer requires that you accept an add-on.

1) Click the “yellow bar" across the top of the page and select "Run ActiveX control® from the menu.

10 This website wants to run the following add-on: 'End-Point Interrogator/Installer Module' from 'Aventail Corporation’.

2) when the confirmation dialog appears, select "Run”

hnnm:wn-mwamlg i

Do you it £ rue Ehis ActiveX eoatrol?

= EndiPond Interragaler rstaer Medde

Fublsher: Avental Corparation
3 T e eouter

ogram, or 3 iy
vt ihe publnher and Bie e requesiing & (il b ik
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12. Select the Run Add on from the menu.
The Program Run page appears.

? hnps'.’.faccm.I;m.-.rnb.(m‘pmauth!_{l'fmwlngaturpage.’wcrss:fmrkpu(afa&ﬁsr’hume - Windows Intemnet Eqploter [S&EE
G \=) L] 'g https://access.gov.mb.ca/ postauth -_-'-_‘n'_c"c;;"c'nge':.-::c::v.‘\\\-c:lc‘:.". access/home - 5 | B |*9| X | :f' Live Search P
»
i Favorites @ hitps://access.gov.mb.ca/ postauth/_EPCinterro.. Miov B =2 v Pagew Sufetye Tooke v
& This website wants to run the fellowing add-on: ‘End-Paint Interrogator/Installer Module' from 'Aventail Corparation’. I you trust the website and the add-on and want to allow it ta run, click here.. x

Manitobq @ webi
e

To access your network; Internet Explorer requires that you accept an add-on.

1) Click the *yellow bar* across{ m&m_‘&cww‘mm
1§ This website wants ta runthe | Do you want to run this ActiveX controf?

2) When the confirmation dialo Nores Ers Pkt b tornstaler

Ienet xpoe - Seccty Wariag WO pylcher: Aventail Corporation

Do you want b Fum this ActiveX control?

[ na ] (Cominn ]

c This ActiveX contral was previously added to your computer when you instaled
WY another program, or when Windows was installed. You should only run It if you
trust the publisher and the website requesting it What's the risk?

S
Fuisher Awental Corparation

T dctivad cortol s sy s
ﬁ wrother crogram. o when Windows i
ust e publaber and e e requesting L. (1AL B 0 ]

13. Click the Run button. When Aventail is fully installed and added on, you can access the JRS
through the Shortcut.
The JRS Shortcut appears.

8 V- Wik it s =12 i
@U' | hpsfacces qovmbca/verhglace cess home *§|B ‘?|x|‘{"'-'-"”‘5"h e
U Favertes @ Weblink BB m e g sy Ty @
8 This websitz wanis to run the Following add-on: Eraweb Proxy Clint Agent' from 'Aventail Corporation’. I you trus the website and the add-on and want to allow it te ru, click here.. X
: oy P ¥
< § Log out | Help
Ma{“l-oba h WebLink petenson sesson start 14:0
Loadng agent: |EEEEI
Loading agent, please wait... Bookmarks rdit
Shortcuts

]

SoNCWAL

Intranet Address: ek B Help
2 Aventail I

Job Referral System for Employers Employment Manitoba
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14. Click the yellow bar across the top of the page to display menu.

The Run Add On selection appears.

&
@Uv |g, hitps://access.gov.mb.ca/workplace/access/home

'ﬂ|§|"!|)ﬂ“’.”_wc§cam s

{h * () v = mm v Pagev Safetyv Toch~ a' i

o Faverites @ Weblink

7 This website wants o un the follewing add-on: Extraweb Proxy Client Agent’ from ‘Aventail Corporation’. I you trust the website and the add-on and want te allew it to run, elick here..
- Run Add-on

Run Add-on on All Websites

Manitoba h WebLink Lodout | Helo | ypsphe it
Loading agent, please wait... nnnhnarlr.s """"""""" r_d“ i
Shortcuts
a . 1 r 3 mw ...............
S : ‘ SONICWALL
15. Select the Run Add-On.
The ActiveX control page (Extraweb Proxy Client Agent) appears.
T Weblink - Widows Intemet Bplore EEE
@l\;},v ‘!_ https://access.gov.mb.ca/workplace/access'home * & B ‘r| K|‘ff Live Search P~

m L3 a = m Fagew ngglyv Toals » 'a' L

o Faverites 8 Weblink

kg This website wants to un the following add-on: ‘Extraweb Proxy Client Agent' from 'Aventail Corporation'. I you trust the website and the add-on and want to allow it to run, click here... X

u

s Log out | Help
Monﬂoba h Wehhnlt jpeterson session start: 14:07
Home Loadng agent: [ECEEN
Loading agent, pleasewait.. rks """"""""" m "
Shortcuts P e — e — z
TnternetExploes - Scurity Warning =
O e | oyt onnthisAdieXantolt [
\gents
Mame: Extraweb Proxy Clent Agent rk Explarer
F i gl -':J 'M fies and folders
[ ] iy
SONICWALL
Intranet Address: T p
. , Aventail €
i This ActveX controlwas previously adoed to your computer when youmstaled |
anather pragram, o when Windows was nstalled. You should only run Itif you AR AL T,
trust the publsher and the website requestngit, What's e isk?

Employment Manitoba Job Referral System for Employers
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16. Click the Run button.
The Extraweb Proxy Client Agent Permission page appears.

@ WeblLink - Windows Internet Explorer

@ Y ® | https,//access.gov.mb.ca/workplace/access/home

==
= 5|2|#,|x!!f'1;wmm* A

g Faverites @ WebLink MNov B v v Pagew Safetyr Tookv v i

Logout | Help

s
Manitoba h WebLink

Loadng agent: NI

Loading agent, please wait... Bookmarks Edit
ks Intemet Explorer Securly
"] A website wants to open web content using this
/' program on your computer

This program wil open outsde of Frotected mode, Internet Explorer's
Brotected mode helps protect vour computer, TF you do not trust this
webste, donot open this program.

] Mteme Extraweb Proxy Client Agent SONICWALL®

Intranet Address: B ppisher: il
S S ARII AT Aventail

| B nat shaw me the waming for this program agan

=) Detals [ aon [ ooritallon

17. Click the Allow button.
The Shortcut page reappears. Note: The Job Referral Service appears as a link.

e B
@k}' ;g.. hitps://access.gov.mb.ca/workplace/sccess home = & ‘ —I|"| )-,!:f.'L--z L e
o Fevortes 8 Weblink R Br B 00 o g Seye Toosw @+

Log out | Help

Munuobahwwum

L) Access: Web  Zone: Desfauit zone | Details

To accass & resource, click ts name from the list below, Bookmarks Edit
Shortcuts
' Job Referral Ssrvice Job Refarral Service

SONICWALL

Intranet Address: Type & URL or netwerk folder name here Help ?
0 Aventail [

Employment Manitoba
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Logging in to the JRS for the First Time/Resetting your PIN

Employment Manitoba

Version 2.0

Note! You must be successfully logged into the Manitoba WebLink Shortcut page.

1. Click the Job Referral Service shortcut link.

The Job Referral Service Log On page appears. Note: The JRS will open in another Window.

¥ Job Referral Service - Windows Internet Explorer [ | = ]
) |# hitps://access.govomb.caljrsrsimtermalchentwe - ﬁ i'__‘, bl B . |:" Live Search B -
ix Fevorites @8 Job Referral Service i =~ Bl ~ = ®mm ~ Page~ Ssfety~ Tools~ @~

5

-

Job Referral Service

Lagin
UseriD: |
Password:

Login

Eorgot youl password?

2. Type in your assigned JRS User Id and your temporary Password.
The Change Password page with message appears.

Government Business Resldenls Toursm Services Search [cle]
——
Y ] fE - N
] m ®
Done & Intermet | Protected Mode: On g = WI100% -

Manitoba 9%

|‘ Job Rﬁgferral Service - Change Password

Build 1.0.5.1 (Release 4.0)

User ID: sponsor?

Login | Contact Us | Help

= Entry required

ol
— Chall a i Microsoft Internet Explorer
wou must answer the fallowing challenal etyour password
1} E fou have been assigned a temporary password. You must set your password.

Question 1: =

Question 2:

*Answer 2;
— Change Password

* Old Password: Please choose a password that:
* New Password: - s a minimurm of 7 characters (case sensitive)
. - containg a mix of: upper and lower case, special characters, and numbers
Confirm New Password: - does not contain your userid, first name or last name.

Save | Cancel |

B i

Job Referral System for Employers
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3. Click the OK button on the message.
The Change Password page remains.

Address @ http:ffmail protegra.com{RPTIRSINternalClientwebSike /Login, aspx?ReturnUr=4ZfRPTIRSINternalClientwebSite % 2FMain, aspx M Go | Links 7 e Snaglt Iﬂl '@
: Manitoba 9%
|‘ Job Referral Service - Chan ge Password Build 1.0.5.1 [Release 4.0)

Login | Contact Us |Help

User ID: sponsor2

* Entry required
— Challenge O

You must answer the following challenge questions. These challenge questions are used to canfirm your identity if you forget your password

Question 1: | [+]
*Answer 1:
Question ;| [+]
*Answer 2:

— Change Password
* Ol Password:

Flease choose a password that:

* New Password: -ig a minimum of ¥ characters (case sensitive)

- containg a mix of: upper and lower case, special characters, and numhbers
- does not contain your user id, first name or last name

Save | Cancel
<] i | [l

* Confirm New Password:

4. Complete the Change Password page by selecting your challenge questions and entering your

Answers, enter the temporary password and new password and confirm new password. Click the
Save button.

The JRS Log On page with message appears.

Address @ http: {imail.proteqra. comRPTIRSInternalClientWebSite lLoginChangePassword, aspx t] G Llinks P @ Snaglt [
|‘ J Ob REfEI‘I‘a | Se I‘Vi ce Build 1.0.5.1 [Release 4.0]

Login | Contact Us | Help

Login
User ID:

Password: Microsoft Internet Explorer ~

Login ! E Your password has been successfully changed.
.

Forgot your pa:

Government  Business Residents  Tourism Services | Search.. G@o
N
Mundoba Mews | Departments | Disclaimer | Copyright | Privacy| ContactUs 1-B65-626-4362 Mcmitobah
spmtedcmgq

Job Referral System for Employers Employment Manitoba
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CHAPTER 1 Getting Started 19

5. Log in using your assigned JRS User Id and new Password. Click the Login button.
Your Home page with message appears.

o Manitoba @M

‘ Job Referral Service - Home Buld 1051 Release 4)

User: JO Notification Receiver | Office: Office 1

m Notfications and Tasks

Lodout | Contact Us | Help

Welcome back JO Notification Receiver

Logging out of the JRS System

1. Click the Logout button at the top right corner to logout of JRS.
The JRS Login page reappears.
2. Close the Window.

The Manitoba WebLink Job Referral Service Shortcut page reappears.
[18 Webink - Mozila Firefise

Lo -
File Edit Yiew Hitory Bookmarks Took Help

9 hé c ﬁ} mthse.-‘"a(ctss‘qw-mb.:afwolkpim‘acms.-‘hurne

2 Moat Vsited I Geting Stated 5, Latst Headlings | hitgefmusicshawfi.

 Weblink [+

o

Manilnbahw""“”" L |
Home

Access:Web ZoneDefauit e | Details

T access a resource, click its name from the list below,

Bookmarks it
Shortcuts
‘ Iob Aeferra| Service Job Referral Service A'mﬁ'lem
= SONICWALL®
Intranet Address:

pe a LRL or network foder name here m Help

Avel_rtaill!

Employment Manitoba Job Referral System for Employers
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Logging out of Manitoba WebLink

1. Click the Logout button at the top right corner to logout of JRS.
The Log Out Successful page appears.

@ Mazila Firefox [E=SEE S = |
File Edit View History Beokmarks Tools Help

9 Al S~ g mhttpil‘-’n(c:ss.quv.mh.cof’_ottrawtb_\ugoff

« | |RE]* Googie ge: £ p
£ Most Visited @ Getting Started 5. Latest Headlines | hitp://music.shaw.ca/i...

| https//access.gov... extraweb_logoff ! s

Manitoba §p westin

You are now logged out of your network.

TMPORTANT NOTE: To log out of a Web-based application on your network, you must also close any browser windows in use by that application.
This ensures that your user credentials are remowved from the computer cache.

2. Close the Window to return to your Desktop.

Job Referral System for Employers Employment Manitoba

Version 2.0
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Accessing the JRS

Once the Aventail program is successfully installed in your computer, you can access the JRS application
seven days at week. The JRS application is maintained nightly between 2:00 a.m. and 6:00 a.m. If you
access the JRS between those times, you may experience some problems. You may try to logon after 6:00
a.m.

It is important to note that business and technical support for the JRS shall be available
between 8:30 a.m. and 4:30 p.m. Monday to Friday, excluding weekends and statutory
holidays.

When you are no longer using the JRS, it is a good security practice to log out of the JRS and the
Manitoba WebLink. Note that you will be logged out of the JRS automatically after approximately 30
minutes of inactivity.

If you forget your JRS login password, you can reset it by creating a new one. You will need to know
your User Id, as well as the answers to challenge questions, in order to verify your identity. If you forget
your User Id or the answer to the challenge question, you will need to contact the JRS System
Administrator at 1-866-332-5077 or email jobreferralservice@gov.mb.ca. You can also obtain the
required e-mail or phone number by clicking the Contact Us link, located in the upper-right corner of the
Job Referral Service page (shown below).

It is a good security practice to change you passwords periodically. The JRS maintains functionality that
allows you to perform this task. You will be prompted to change your password every 90 days, assuming
that you have not already done so within that period.

PROCEDURE

Logging in to the JRS

1. Log in to the JRS.
a. Type the URL address http://jrs.access.gov.mb.ca in the Address bar and press ENTER.
The Manitoba WebLink page appears.

@ https:/faccess.gov.mb.ca/___extraweb__authen?id=JAEccn/XXnY =Galias=workplace&resource=/workplace - Microsoft Internet Explorer E]@.%
File  Edit Vie& Favorites  Tools  Help i
QBack - e x _E D | S ) Search ¢ Faverites  {E4) = ﬁ
Address [8] https: fiaccess.gov.mb.caf__extraweb__authenzid=JAEccn®:2Fxsn "% 308alias—workplaceBresource —ZFworkplace T 2F access nzfhor| v | B 60 Unks & Snagl & -

Manitoba e webLink

Please log in:

Log in here ta establish a secure cannection ta your network resources

Loginto:  IRS

b. Type your User Id in the Username box.

c. Type the personal PIN (e.g. 1234) you created followed by the Passcode this is displayed on
the Security Token (e.g. 1234XXXXX).

Employment Manitoba Job Referral System for Employers
Version 2.0
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d. Click the Log In button.
The Manitoba WebLink Job Referral Service Shortcut page appears.

e. Click the Job Referral Service link.
The Job Referral Service Log In page appears.

f Job Referral Service - Windows Internet Explorer

(S 12 M |@, httpiffmaiproteara,com/IRSInternalClientiebSite/Login, aspx V| ([ X | | Folihg

ﬁ' B @D'.'_:‘:PaQEv-ijunISv =

Manitoba 9

i:; & [@Joh Referral Service [_I

Job Referral Service

Login | Contact Us | Help

Login
L —
Passwors ||
Login I
Forgot your passwaord?
Government Business Residents Tourism Senices GO
——
Manitoba News | Depariments | Disclaimer | Copyright | Privacy| ConlactUs 1-866-626-4852 mnﬂobqh
spirited encrqy
\ e

f. Type the JRS User Id that has been assigned to you.
g. Type the password that has been assigned to you.
h. Click Login.

The Welcome page will appear.

The first time you log in to the JRS, you will do so with a temporary password. Upon

Note! clicking Login as instructed in step 3d, you will be prompted to define a set of
challenge questions and answers, as well as create your own regular password. You
will need to know the answers to the challenge questions if you forget your

password.

PROCEDURE

Logging out of the JRS

1. Click the Logout link located at the upper-right corner of a page.
The Manitoba WebLink Shortcut page will reappear.

2. Click the Logout link located at the upper-right corner of the page.

3. Close the Browser.

Employment Manitoba

Job Referral System for Employers
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PROCEDURE

Creating a JRS Desktop Shortcut
1. Right-click on your Desktop and select New > Shortcut.
The Create Shortcut dialog box appears.
2. Type the URL address http://jrs.access.gov.mb.ca in the text box and click Next. @

3. Type a name to identify the shortcut, such as JRS Application, and click Finish. -
The shortcut will appear as shown to the right. Double-click the shortcut instead of mﬁm
launching your browser and manually entering the address.

= It is recommended that you create a JRS shortcut on the desktop of the computer
Process back in your office.

PROCEDURE

Resetting Your Forgotten JRS Password

1. Log on the JRS through the Manitoba WebL.ink site.

2. Click the Forgot your password? link.
The Forgot Password page appears.

3. Type your User Id in the text box and click Continue.

The Forgot Password page appears.

{= Job Referral Service - Forgot Password - Windows Internet Explorer |'._||'E‘g|
@.\— B |g http: fimail. prategra.com/JRSINternalClientWebSite /LoginForgatPassword. aspe V| +1 [ X% | | L2~

— . >
W e I@Jnh Referral Service - Forgot Password l I ﬁ - B 0% v |:2h Page v () Tools ~

Manitoba 9

Job Referral Service - Forgot Password

Login | Contact Us | Help

User ID: Deanmayer
* Entry required

— Challenge Questions
You must answer the following challenge questions. These challenge questions are used to confirm your identity if you forget vour password.

Question 1: Who was your mast memorable school teacher?

* Answer 1: | ‘

Question 2: Whatis your Father's mothers maiden name?

* Answer 2. | |

— Reset Password
Please choose a password that:

* New Password: l:| -is a minimum of 7 characters (case sensitive)

- contains a mix of: upper and lower case, special characters, and numbers

* .
Confirm New Password: I:' - does not contain your user id, first name or last name

Save | Cancel
— ‘_—-‘_-—"i——_‘_._--_--__ PR
Employment Manitoba Job Referral System for Employers
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Type the answer to the first question in the Answer 1 text box.
Type the answer to the second question in the Answer 2 text box.

EENESSY  If you forget your User Id or the challenge question, you will need to contact the
O JRS System Administrator at 1-866-332-5077 (toll free) or 1-204-677-6544 or
email jobreferralservice@gov.mb.ca.

Type the new password in the New Password text box.

Remember that the password should be a minimum of 7 characters (case sensitive). It should
contain a mix of uppercase, lowercase, special characters, and numbers. Also, it should not
contain your User Id, first name, or last name.

Type the new password again in the Confirm New Password text box.

Click the Save button.

If the answers to the challenge questions are correct and the new password conforms to the
guidelines, a message indicating that your password was successfully changed appears.
Click OK.

You can now return to the Job Referral Service page to log in using the new password.

o 0O ad

E]

PROCEDURE

Changing Your JRS Password

1.
2.
3.

Log into the JRS.
Point to Person on the toolbar and select Person Details.

Click the User tab and then click the Change Password button.
The Change Password page appears.

Type the current password in the Current Password text box.
Type the new password in the New Password text box.
Remember that the password should be a minimum of 7 characters (case sensitive). it should

contain a mix of uppercase, lowercase, special characters, and numbers. Also, it should not
contain your User Id, first name, or last name.

Type the new password again in the Confirm New Password text box.

Click the Save button.
If the new password conforms to the guidelines identified in step 5, a message indicating that
your password was successfully changed appears.

Click OK.

Job Referral System for Employers Employment Manitoba
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JRS Home Page

The JRS home page is the point of entry into the JRS. It is central to navigating the system, as it
contains various links and a toolbar, from which commands are selected to access other pages. It also
displays specific user information. Note that the browser’s Back button and Forward button should
not be used to navigate the JRS.

Browser's Back and Logout link - Click to log out of Help link - Click to obtain help

Forward buttons the JRS. information pertaining to the JRS.
(= Jub Referral Service - Home - Windows Internet Explorer E”E”g\
@\:/. - |é. http:)fmail. protegra.com/IRSInternalClientWebsitefLogin. aspx "‘ 42| % | | Pl
f:? *{% [@JobﬂefarralService-Home ]_l ffﬁ - B Eﬁ - l-_:_}’Page - ).f Tagls - B

Job Referral Service - Home

User: Training Sponsor | Office: Hydro Office L Logout|ContactUs|Help ——§)

Job Order Notifications and Tasks Reporting
Hired Job Seeker Browse
Referral List Browse ‘h

Welcome back Training Sponsor

L Toolbar - The toolbar contains buttons that
allow you to access specific pages. Point to
any toolbar button to open its associated
menu. Then click a menu command to open
the associated page. An explanation of each
toolbar button is located below:

hittp:/fmail. protegra. comfIRSInkernalClientwebSite/Member fJobSeskerHiredBr awse, aspx 0 Inkernet # 100% <

Click this button to go tothe  Point to this button to access a Point to this button to access

Job Referral Service - Home ~ command that allows youto ~ commands that allow you to search for

page. change your organization's hired job seekers, and referred job
detalils. seekers.

Note that not all project sponsors will
have access to this functionalitv.‘

Job Order Notifications and Tasks Reporting

Point to this button to access | Point to this button to access ' Point to this button to access

commands that allow youto ~ commands that allow youto ~ commands that allow you to
either search for people within  search for notifications and generate and view reports.
your organization, or locate  tasks in general.

your personal user details.

Employment Manitoba Job Referral System for Employers
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Searching the JRS (Job Seeker Data and Reports)

Upon selecting a command from one of the toolbar buttons, you will likely notice that the page that
appears is form-like in appearance. This is a common occurrence because the JRS is used to review
data, enter data, and edit data.

Much of the functionality that you will use in the JRS involves locating data (records) in the form of
job order, hired or referred job seekers (assuming that you have been provided with that level of
functionality), and reports. As a result, you may find yourself performing searches in the JRS, which
will require you to enter search criteria to locate the desired job order, job seeker(s) and/or reports.

There are a few search guidelines that you can follow to more effectively locate the records.

» Generally, you will enter or select criteria within a browse page to query the data that you wish to
display. A search is initiated by clicking the Search button.

 Search criterion is not case sensitive. For example, using “benson” to locate a last name would return
records containing uppercase characters, lowercase characters, or both, such as: benson, Benson,
BENSON.

* You need not enter the entire text string or words for the data you wish to locate. For example, using
“ben” to locate a last name would return records such as: Ben, Benson, Benjamin, Corben, etc. Such
searches are called “fuzzy searches”.

» Enter more criteria (as required) to perform more specific searches, thus resulting in few records
returned. Such searches require that all criteria match.

» Use the most effective criterion to locate the records you desire. For example, using a a job order
number to locate a job order is more effective than using the job order type.

Below is an example of a search where a hired job seeker named Debbie Brookes was located. In the
example below, you will see that “deb” (a shortened text string) was entered in the First Name field
and that “brookes” was entered in the Last Name field. In both instances, lowercase characters were
also entered. Also, you will notice that Wuskwatim was selected from the Project drop-down list and
ABC Corp.01 was selected from the Employer drop-down list.

€7 Job Referral Service - Hired Job Seeker Browse - Microsoft Internet Explorer M=
Eile Edit Wiew Favorites Teols Help o
Qe - D [=] [B] @D SO search g Favorkes €2 - - Fel
Address @] hitp: /10, 103.24.132{ IR SInternalClientWebSite Member [TobSeekerHiredBrovse. aspx ~|Edse ks ¥ & snagr - -
~
I‘ Job Referral Service - Hired Job Seeker Browse Bl s Rareaasia0)

User: Kami Godoy | Office: JRS Centre Logout | Contact Us | Help

| Home | Person | | Project | Job Order Job Seeker Notifications and Tasks System Administration Reporting

* Entry required
— Searchfor aHired Job Seeker
To report a Failed to Report, Laid Off and ta Recall a iob seeker.

“Project: | wuskwatim [+] Employer: ABC Corp. 01 [+]
SIN: Reference #:
Last Name: |brookes FirstName:  [deb
Hire Type: [all ~ Job Seeker Status: [ all ~
Job Order ID:

Search Clear |

1 search resultis) found
Last Name = First Name  Ref# JO I Type Status JTD Recall Expiry Date  Stage #

Brookes Debhie 7729 1570 regular  Hired Belly Dump Driver 1 - Morthern Manitoba Details

A
v

& % | ocal inkranst
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JRS will return up to 500 search results. Search results will be displayed in a grid with rows and columns
with 10 results per page. The searches are generally sorted based on the first column, e.g. Last Name

column in the Job Seeker Browse page. You can change the sort base by clicking on title of

the column

you want the sorting to be based, e.g. Reference #. The ascending or descending order of the sorting can

be changed by clicking on the title of the sort base column.

[@ Job Referral Service - Job Seeker Browse - Microsoft Internat Explorer =1 <]
File Edit ‘iew Favori tes  Tools  Help "
P oack -~ (D = (2 D D search ¢ Favorites 62 - B W - ] #

Address (@] http:ffmail.protegra.comrpt IRSInternalClientivebSite fMember f JobSeckerBrowse. aspx [~] Go  Links 7 & Snaglt = - -

ke Manitoba %

~

I‘ Job Referral Service - Job Sececker Browse Bulao s ) Raleazaie0)

User: Vita Arguello | Office: JRS Centre

Notification Browse
Task Browse
— Searchfor a Job Seeker

Logout | Contact Us | Help

Social Insurance Number: || Reference #

Last Name: First Name:

Also Known As: Account Status: [ all [~]

Job Seeker User Id: Registration/Renewal Status: [ All [~]
JSM: | Al [l

Created By User Id: From: =~ To: =~

Modified By User Id: From: =~ To: =~

Search Clear I
Register |
97 search result(s) found

Last Name + First Name Also Known As Reference = Aecount  Registration Expiration  Changes

Brookes cal Big Guy 5348 Active Approved 2010-04-16 Details | | Documents
Brookes Bill willy 5350 Hired Approved 2010-04-16 Detans | | Documents

Brookes Helen Helen 5351 Active Approved 2010-04-07 Details I Documents I
Brookes Debhie Dehk 5451 Active Approved 2010-04-19 Details I Documents [v]
<] m ] (=)
& Done = & Internet
Employment Manitoba Job Referral System for Employers
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Common Page Elements

As you select commands from the toolbar and perform searches to locate records, you begin to
navigate the JRS. While navigating, you will see various page elements that you will use to continue
to navigate the system. In addition, you will see other page elements that are indicators to draw your

attention to specific requirements.

Some pages contain tabs along the top of the page. Some pages contain a @con next to a data field. In this
Click a tab to view a different page that pertains to the example, it is the Phone 1 data field. When the mouse
same task or process as the current tab. For example, pointer is positioned over the icon, a box appears

the Details tab below is active, which allows the entry or providing contextual help or specific instructions as they
editing of the data pertaining a person. Clicking the pertain to the data.

Offices tab allows specific office details to be entered or

edited. ——

/= Job Referral Service - Maintain Person - Windows Internet Explorer E”EW'S:(\

VH"A| |P'

@.\-— I \g htkp:ffmail. protegra,.comfIRSInkernalClientWebSite/Member [PersonBrowse, aspx
I l - B e~ |k Page - (0F Todks - ”

T
~

w o [@ Job Referral Service - Maintain Person
u

Logout | Contact Us | Help

User: Training Sponsor | Office: Hydro Office

Job Order Notifications and Tasks Reporting

Person: Donnie Osmond Organization: Manitoba Hydro

Details Offices

* Entry required
Personld: 56
*First Hame: |Donnie

Middle NHame(s):

* LastHame: [gsmaond

* Stats:

Job Title: ‘B\g Cheeses ‘

* Receive Notifications Via:
Reporting Levek:

E-mail: ‘precuntaa\:I]t.pn:uspunsar.sys.hydr(‘

*Phone 1: | Work Phone | [204-111-1111 | @ Extension: l:l Primary contact number
Phone 2: | Cellular Phone  +| | | @ Extension: l:l
Phone 3: | Cellular Phone  +| | | @ Extension: l:l
Fa [ @ Extension: | |

Apply | | save | | cancel |

Done € mkernet H 100 -
Some pages contain an asterisk #;ymbol. This symbol Command buttons are one of the most common page
indicates that a data selection or data entry is required in  elements. They are used to perform a variety of tasks. In
that data field. this example, the Apply button saves any data additions

or changes and keeps the current page active. The Save
button saves any data additions or changes and navigates
to the previous page. The Cancel button navigates to the
previous page without saving any changes.

Employment Manitoba
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B Command Buttons

As you work with the JRS, you will see various command buttons on the pages. The table below
describes the function of the most common command buttons.

COMMAND BUTTON DESCRIPTION

Search Click this button after entering search criteria in text boxes (fields) as required to locate
data, such as job seekers, projects, etc.

Clear Click this button to clear the current search results, as well as clear the current search
criteria from text boxes (fields).

cancel Click this button to close the current page without saving any changes.
Save Click this button to save the changes on the current page and return to the previous
page.
Apply Click this button to save any data additions or changes and keep the current page
active.
Edit Click this button when the current page is not accessible (read only) to allow editing to
take place.

Prev Click this button to save changes made in this page and to jump to the previous page.
Note that you should not use the Internet Explorer’s Back button to jump to the previous
page.

Mext Click this button to save changes made in this page and to jump to the next page. Note

that you should not use the Internet Explorer’s Forward button to jump to the next page.

Show All Click this button to clear the current search criteria from text boxes (fields) and return all
results.

B Page Display

Users who have view access to the data, the page is displayed in a light, gray color. The fields are
not available for data entry and only the buttons for navigating through the pages are available.

Users who can create, modify or edit data, the page is displayed in a darker color. The fields are
available for data entry and command buttons are available for saving the data and navigating
through the pages.

JRS Courseware Training Design and Data

The training materials that follow are primarily based on hands-on activities, which effectively
facilitate adult learning.

The activities are based on scenarios describing mainly realistic situations where users will need to
view records or perform tasks using the JRS.

In order to facilitate the completion of the tasks, a sample database of job seekers, organizations,
offices, users, projects, and job orders has been created, primarily with the Wuskwatim project in
mind.

Employment Manitoba Job Referral System for Employers
Version 2.0



30 | Getting Started

CHAPTER 1

Note!

Due to the many layers within the JRS application, there may be time delay

between actions. It is recommended that users allow up to 2 minutes in between
each action to complete the data processing. Insufficient time in between actions
may cause events to fail, for example, when recording a job seeker being Laid of

Subject to Recall and requesting the recall of the same job seeker less than a
minute apart will cause notifications not to be generated.

Activity 1-A: Logging In and Out of the JRS

In this activity, you will practice logging in and out of the JRS.

1. Logging in to the JRS.
a. Type the User Id that has been assigned to you.

b. Type the temporary password that has been assigned to you.

The Change Password page remains.

fiddress | ] http:fmail. prateqrs.comfRPT RSInternalClientWebsite L ogin. asp?Reburnl H="2FRPT IRSInternalClisntehita%2F Main. ssp

A

v aGo Links > 65naglt =i '@

Manitoba 9

Job Referral Service - Change Password

Build 1.0.5.1 (Relesse 4.0)

User ID: spohsar?

Loqin | Contact Us | Help

* Entry reguired

r— Challenge Guestions

You must answer the following challenge questions. These challenge questions are used to confirm your identity if you forget your passward.

Cuestion 1: v
“Answer 1:
Question 2: |
“Answer 2
— Change Password
* Old Password: Flease choose a password that:

*New Password: - is @ minimum of T characters (case sensitive)

* Confirm New Password:

- does not contain your user id, first name or last hame:

- containg a mix of, upper and lower case, special characters, and numbers

Save Cancel |

Type in the temporary password in the Old Password

- ® a0

Job Referral System for Employers

Select a question in Question 1, type in your answer in the Answer 1.
Select a question in Question 2, type in your answer in the Answer 2.

Type User1234 in the New Password and the Confirm New Password.

Employment Manitoba
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g. Click Save button
The Job Referral Service page reappears.

ob Referral Service - Windows Internet Explorern
TISE |8 httpifmail.proteqra.comf JRSInternalClient website/Login. aspx o [#2|[x] | |[2]-
— - = »
W g [@Jub Referral Service ] ] - B - - [ Page « (G Todks -

Manitoba 9%

Job Referral Service

Login

Login

Forgot your password?

Government Business Residents Tourism Services | Search... Go

Login | Contact Us | Help

—
M-Gnlfoba Mews | Deparments | Disclaimer | Copyright | Privacy| ContactUs 1-866-626-4862 Mq.nﬂobah
spirited energy

R ————

h. Type the User Id that has been assigned to you.
i. Type User1234 in the Password.
j. Click Login.

The Welcome page will appear as follows.

(= Job Referral Service - Home - Windows Internet Explorer,

@.;_}. - \g, http:/fmail.protegra. comf JRSInternalClientwebSite /Login. aspx V‘ || % | ‘ 2 |-

W [@Jub Referral Service - Home l I

a8 =~ |2 Page ~ ) Tools + =

Manitoba 9

Job Referral Service - Home

User: Training Sponsor | Office: Hydro Office

Job Order Notifications and Tasks Reporting

Welcome back Training Sponsor

Am——— K

Logout | Contact Us | Help

2. Click the Logout link located at the top right of the Welcome page.
The Job Referral Service page reappears.

Employment Manitoba
Version 2.0
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Activity 2-A: Reviewing and Editing Your Organization, Offices, and Users Data

In this activity, as an on-line user, you will review your organization setup, including offices and users, to
determine its configuration.

Only appointed Employment Manitoba staff will be responsible for the setup of your

Note! organizational details. Consequently, making changes in the training session may
not be relevant for all users.

1. Point to the Organization button on the toolbar and then select Organization Details.
Your Organization Details page appears.

User: Vita Arguello |%Iﬁce: JRS Centre Logout | Contact Us | Help
mm Job Order Job Seeker Notifications and Tasks System Administration Reporting
Browse
‘Organization Details

Organization: Benson

Details Projects

* Entry required
— Organization Details
Organizationld 104

* Organization Name | Benson English :v
* Legal Name |EBenson English :v
Status | Active [v]

Business Number

Primary Contact [v]

Apply | | save | | cancel |

Mew |
— Offices
Office # Address Primary Contact  Contact Phone Status
Office 1 123 Training 2041111111 Active Details Delete |
< (2]

2. Review your organization details and projects.
a. Scroll down to display and review the organization details and the offices.
b. Click the Projects tab to display the projects.
c. Click the Details tab to return to the previous page.

Employment Manitoba Job Referral System for Employers
Version 2.0
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Activity 2-A: Reviewing and Editing Your Organizational, Offices, and Users Data... Cont’d

3. Review and edit Office 1 details and its members.
a. Click the Details button in the record associated with the Office 1.
b. Scroll down to display and review the office details and the contact information

c. Click the Members tab to display the users from the Office 1.
Your screen will appear as follows.

Ffob Referral Service - Maintain Office Bl Rl )
User: Vita Arguello | Office: JRS Centre Logout | Contact Us | Help

mw JobOrder | JobSeeker | MoffficationsandTasks | System Administration | Reporting

Office: Office 1

Organization: Benson

Details Members

— Members

Name # Person ld
Employer, One 9597 Details
Employer, Two 9598 Details

d. Click the Details button of your name.
Your Persons details appear.

e. Review the offices, user, and user roles details according to your instructor’s directions.

4 Click the Cancel button when finished.
The list of members reappears.

5. Click the Cancel button again.
Your organization details reappear.

Point and click the Home button on the toolbar.
Alternate

Method

Job Referral System for Employers Employment Manitoba
Version 2.0
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Activity 2-B: Reviewing and Editing Your Own Data

In this activity, as an on-line user, you will review your own data.

1. Point to the Person button on the toolbar and then select Person Details.
The Maintain Person page appears.

Hoi Person ‘Organization Project Job Order Job Seeker Notifications and Tasks System Administration

Person: One Employer Organization: Benson

Details Offices User User Roles

* Entry required
Personid: 9597

*First Name: | One
Middle Name(s):

*Last Name: |Employer

* Status: | Active ]
* 7]
Job Title:
* Receive Notifications Via: | Email v
Reporting Level: ]
E-mail: |employerone@benson.mb.ca
*Phone 1: | work Phone v| [204-111-1111 @ Extension: Primary contact number

Phone2: |cellular Phone || @ Extension:

Phone 3: [ Cellular Phane | v @ Extension:

Fax: (2] Extension:

Applyl Savel Cancel

2. Review your details, offices, User and User Roles.

a. Scroll down to display, review and edit your personal details.

b. Make changes to your personal details and click Apply button.
c. Click the Offices tab to display the offices you are associated to.
d

Click the User tab to display User Id, to review and edit Challenge Questions and Answers and
to change Password.

e. Click the User Roles tab to display and review your role in a project.
Click the Cancel button.
Your Home page appears.
| | |
Employment Manitoba Job Referral System for Employers
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Learning Objective: Learn how to create job orders, process referrals, perform direct hires, and .ﬂ.
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Version 2.0 Q‘H






CHAPTER 3 Performing Job Order Tasks and Viewing Notifications 37

Activity 3-A: Creating a Job Order

In this activity, as an Employer from the Benson organization, you will enter the job order details, define
the job profile, and then submit the job order. It is recommended that employer performs a job order

search before creating a new job order.

1. Point to the Job Order button on the toolbar and select New Job Order.

The Maintain Job Order page appears.

I‘ Job Referral Se b\\nce - Maintain Job Order ELuiosliaieesits)
User: Training Employer | Office: Office 1 Logout | Contact Us | Help
riome | Job Order | Noiiicaiions and Tasks

Project: Job Orderid: Status:
# of Positions: O Original # of Positions: O # of Filled Positions: O
Details Job Profile Referral Agents Positions Job Posting History
= Entry required
— Job Order ificati
Job Order Id: Date and Time Recefved: [E==2 @
* Project: =]
*Employer:
Contract:
*Job Order Type:
Job Title Definition: ] ]
NOC Code:
Union:
— -Job Order Details
*NMumber of Positions: |0 Original Number of Positions: 0
Wage:
Estimated Start Date: =~ Estimated Duration:
Comment: [English [+]
Entered Date: Activation Date:

_Awnty | [ cancer |
2. Specify the job order identification details.

a. Note that the date picker button adjacent to the Date and Time Received field is not accessible.

The date and time will be stamped when the job order is submitted.
b. Select Wuskwatim from the Project drop-down list.

TSN The JRS may be configured with different projects.
Process

Note that Benson is already selected in the Employer drop-down list.

d. Select the Ben#10 - Ben - Carpentry contract from the Contract drop-down list, which was

previously created for you.
e. Select Regular from the Job Order Type drop-down list.

L ECCN  The project and the contract selected (in this case, Wuskwatim in step 2b and 2d.)

1G5 dictate the list of job order types that are available.

f. Click the Lookup button.
The Job Title Definition Lookup page appears.

g. Type carp in the JTD Names text box.

Employment Manitoba
Version 2.0
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Activity 3-A: Creating a Job Order... Cont’d

h. Click the Search button.

i. Click the Select button in the Carpenter - Journeyperson, Other Carpenter or Apprentice record.
Carpenter - Journeyperson, Other Carpenter or Apprentice is now listed as the Job Title
Definition.

j. Select 343 (147L) - Carpenters & Lathers from the Union drop-down list.
Specify the job order details.

Type 9 in the Number of Positions text box.

Type North Road site in the Location text box.

Click the Estimate Start Date date picker button and select a date two weeks from today.

a
b
c. Type As per the collective bargaining agreement in the Wage text box.
d
e. Type 6 months in the Estimated Duration text box.

f

Click the Apply button to save the data entered on this page, and then click OK to
acknowledge that the data has been saved.

Note that the status is set to ““Draft”. The job order will remain in this state until it is submitted
to JRS. Your screen will appear as follows.

“ Job Referral Service - Maintain Job Order Lo easnian)
User: Training Employer | Office: Office 1 Logout | Contact Us | Help
[ tome | _Person | Organzation | Job Order | Notwications an Tasks |

Project: Wuskwatim Job Orderld: 1758 Status: Draft
# of Positions: 9 Original # of Positions: 0 # of Filled Positions: O
Details Job Profile * Referral Agemts Positions Job Posting History

= Entry required

— Job Order ldemtification
Job Order ld: 1758 Date and Time Recelved: |j|v 3 -]
“Project: | wuskwatim .
“Employer:
“Contract: | 14002 - Ben#10 - Ben - Carpentry ~ |
* Job Order Type: | Regular ||
“Job Title Definition:  Carpenter - Journeyperson, Other Carpenter, or Apprentice Lookup Clear I
NOC Code: 7271
“Union: | 343 (147L) - Carpenters & Lathers [+]
— Job Order Details
* Number of Positions: |3 Original Number of Positions: 0
Location:  porth Road Site English |»
Wage: |as per the collective bargaining agresment English [+
Benefits: English |
Terms: English [+
Estimated Start Date:  20n9-10-29 v Estimated Duration: |5 rmnonths English [+
Comment: English [+
Entered Date:  2009-10-15 Activation Date:
Apply I Cancel
Submit I Cancel Job Order | | I I

4. Specify the job profile details.

a. Click the Job Profile tab.

b. Enable the Journeyperson check box under Carpenters in the Credentials area.
c. Select Less than 1 year from the Experience drop-down list.

Job Referral System for Employers Employment Manitoba
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Activity 3-A: Creating a Job Order... Cont’d

d.
e.

Select the 1 - 2 years option button in the Experience area.

Enable the Speak English check box and the Write English check box in the Languages area.
Note that the Read check box was not enabled.

Enable the Rough carpentry check box and the Framing check box in the Area of
Specialization area.

Enabling both check boxes suggests that both areas of specialization are required, meaning
that a job seeker must have both skills in order to qualify.

Type Fall arrest training is an asset in the Addition Instructions text box.

Type Please note that the employer will consider hiring an individual skilled in either
rough carpentry or framing, meaning that not both are required. in the Additional Rules
text box.

LGN Entering a note such as the above indicates to Employment Manitoba staff that the
S0 Job Profile Rules should be manually changed to accommodate the employer’s
reduced requirement, thus matching is more flexible.

This note is for Employment Manitoba use and will only be displayed to the job order
Employer and Employment Manitoba.

Click the Apply button to save the data entered on this page and then click OK to acknowledge

that the changes has been saved.

Note! The Job Profile and selected options may not be changed after the job order is
approved.

5. Submit the Job Order.
a. Click the Submit button.

Employment Manitoba

Version 2.0

Alternate The Cancel Job Order button is used to cancel a job order prior to approving it.
Method

b. Click OK to acknowledge that the job order has been submitted.

Note that the status is now changed to “Pending”.

. Notifications are sent to Employment Manitoba staff automatically indicating that
CLULESE  the job order has been submit. Employment Manitoba staff will review the job order
SN and make adjustments as required. For example, a staff member may need to
adjust the profile rules to allow for matching as per step 4h above. Once the job
order is valid and complies with requirements, it will be approved.

At approval, the job order will not be available for five minutes to complete

Notel  processing of the transactions, such as notifications. Employer may view their
job orders at any time after the five minutes by performing a job order search
from the Job Order Browse page.

Employer may generate and print blank job titles from the Generate Blank Job
Profile function located at the Job Order menu toolbar.

A base contractor can access, view and manage their sub contractor’s job orders.

39
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Activity 3-B: Processing Stage 1, Stage 2, and Stage 3 Referrals

In this activity, as an Employer from the Benson organization, you receive an e-mail notification that the
previously submitted job order has been approved. You take ownership of the task of processing stage 1
referrals.

The job order will be available five minutes after it is approved to allow JRS to

Note! . : S
complete processing of the transactions, such as notifications.

The e-mail notification referenced above identifies that a task is to be performed. The
e-mail is received by a user or users within the employers organization, from which an
individual will take ownership of the task and follow it through to completion. If
required, the owner of a task may relinquish ownership if he/she is unable to follow
the task through to completion.

Business
Process

1. Point to the Notifications and Tasks button on the toolbar and select Task Browse.
The Task Browse page appears.

2. Search for all of the tasks.

a. Click the Show All button.
A list of all tasks appears.

If too many results are possible, as message indicating as such will appear. If this
Note! happens, your instructor will guide you through performing a more specific search.
For example, specifying search criteria to locate tasks received today (only).

b. Scroll down to display the results.
Note that there may be different types of tasks.

{1 [--50  Note that a name listed in the Owner column indicates that a user has taken
[I01--L0  ownership of that task. Tasks with no name in the Owner column have not been
assigned to a specific user.

3. Take ownership of a task as assigned by your instructor.

a. Write the assigned task id number here
You may use this id later to locate the task.

b. Click the Details button pertaining to your task.
The Task Details page appears.

7 Job Referral Service - Task Details - Windows Internet Explorer EIEE
@ - e it el o cige s £oon) BTN mrAb R W s Marsbar [T btk ot g0 || 5| o
WS | b Refermal Service - Task Detals Fi v B b Pege - (R Tek -
_ Manitoba 9%
IJob Referral Service - Task Details ‘
User: Training Employer | Ofice: CMce One Looout | Contact U | Help
Crvameer-
wrson, Other Seatus:  Open
Created Date:  Z008-12-14
164920
Dua Datee  2008-12-24
02:30:00
Date Complatas:
View Partorm Task | | | Take cwmarshin |
Faturn to Task List
Job Referral System for Employers Employment Manitoba
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Activity 3-B: Processing Stage 1, Stage 2, and Stage 3 Referrals... Cont’d

c. Click the Take Ownership button.

d. Click OK to acknowledge that you have taken ownership of the task.

Business
Process

When taking ownership of such a task, it is your responsibility to assess and
process the referrals.

Click the Remove Ownership button if you need to disown a task, which then
becomes available for other users to take.

4. Perform the task of processing the referrals by hiring two of them.

a. Click the Perform Task button.
The Referral List page appears.

b. Scroll to the bottom of the page to display the list of referrals.

Note that the status of job seekers is “Referred™.

You may see a
larger list of job
seekers. Their
names may also be
different than the —
names listed here.

ol

I‘ Job Referral Service - Referral List

Build 1.0.5.1 [Release 4.0]

User: Training Employer | Office: Office 1

— Job Order and Match Stage Details

Logoit | Contact Us | Help

Project:
Job Title Definition:
Job Order I

NOC Code:

1758
7271

WU s kwatim

Carpenter - Journeyperson, Other Carpenter, or Apprentice
Job Order Status: In Progress

Match Stage: Marthern Manitaba

View Job Order

Job Order Type: Reular
Stage =1 1

— Referral List Details

1098
# of Positions: 2
# of Referrals: 2

# of Unprocessed Referrals: 2

Created Date:  2009-10-16 07:55:43
# of Unffilled Positions: 2

Maximum # of New Referrals Allowed:

Last Updated Date: 2008-10-16 07:55:50

# of Hired Positions: 0

uUnlimited

Employer Details

Employer:
Contact Name:

Referral List Id:

Benson
Training Employer

Contract # 14002

Phone: 204-343-1045

This list must be processed top down

Wi |

Ref #  Job Seeker (Also Known As) Phone Numbers Status Rejection Reason Reporting Date
5253 Gal Brookes (Big Guy) (H) 204-999-9993 | Referred [s] | [~] =
; (H) 204-999-9982 =
5254  Bill Brookes (Willy) ISM(C) 204-T72-77T7 | Referred [>] [>]
Print
appy | | save || cancel |

c. Click the Ref # Link of a referral.
The referral’s Employment History and Complete Skills Profile pages appear.

I 3ob Referral sService - Employment History uils 1.0.0.4 eteaze 7.0 |
Lcns | manme ua | e
Emcan Garvan Reference % 12301
mton. Aotiee Regintation St Approved
e
- -
e &
e
)
L
1
p— =

Employment Manitoba
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Activity 3-B: Processing Stage 1, Stage 2, and Stage 3 Referrals... Cont’d

d.
. Click the Next button to review the Skills Profile.

e
f.
g9

Review the Employment History page.

Click the Cancel button to return to the Referral List page.

. Select Hired from the Status drop-down list, as assigned by your instructor.

Note that normally you must process this list from the top down.

Click the date pick button associated with the referral referenced above and select a
date two weeks from today as the reporting date.

Repeat substeps c. and d. to hire another referral, as assigned by your instructor.

Click the Apply button, and then click OK to acknowledge that the changes have been
saved.

5. Reject the other referrals.

a.

Select Rejected from the Status drop-down list associated with the first job seeker that
you wish to reject, as assigned by your instructor.

Select Unable to Contact from the Status drop-down list.

Click the Notes button beside the rejected referral.
A Details area appears with the rejected referral’s reference # and a Notes text box.

by

This list must be processed top down
Job Seeker (Also

Ref# Known As)

Phone Numbers Source Status Rejection Reason Reporting Date

(H} 5134773813

12301 Estell Galva
12301 EetsiGaban (C) 8094551256

Search | Referred v v [El* Motes

Details

Ref# 12301

Hotes:

Print Preview Print Preview with Notes

Apply Save Cancel

Type Tried 3 times within 24 hours and no answer in the Notes text box.

Click the Apply button, and then click OK to acknowledge that the changes have been
saved.

Only authorized persons can view the Notes, for example, the Project Sponsor. The
Note! Local Union, Job Seeker Manager and the Job Seeker do not have access to the
Notes.

Click the Print Preview with Notes button to view the notes entered.
The Referral List with the notes appear in a pdf form.

Click the Cancel button to return to the Referral list page.
Reject the other job seeker based on that person not being qualified.

Click the Apply button, and then click OK to acknowledge that the changes have been
saved.

Employment Manitoba Job Referral System for Employers
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Activity 3-B: Processing Stage 1, Stage 2, and Stage 3 Referrals... Cont’d

Performing Job Order Tasks and Viewing Notifications

6. View the positions to review the processing details of this stage of the job order.
a. Click the View Job Order button.

b. Click the Position tab and scroll down to view the list of positions in the job order. Note the

details of all the Positions — status, match stages, match stage status.
Your screen will appear as follows.

%1 Job Referral Service - Maintain Job Order - Microsoft Internet Explorer

===

File Edit  view Tools  Help

QDo - © - [E B €| O seare

¢ Favortes  4£2) - o [ e

i

Address [4] http://mail protegra.com/RPT IR SInternalClientWebsite/Member/JobrrderDetails. aspy. [~] G links * @ Snaglt - -

Manitoba 9%

I‘ Job Referral Service - Maintain Job Order @ 105 (Release 4.0)

Project: Wuskwatim Job Orderid: 1771 Status: In FProgress
# of Positions: © Original # of Fositions: 2 # of Filled Positions:

Dotails Job Profile Roforral Agonts Positions Job Posting History

ch resuit(s) faund
Status Job Seeker Match Stage Match Stage Status  Actions

User: Lexie Pagan | Office: Office 1 Loguut | Contact Us | Help

Unmiied

unniied

Unmiied Running (1 d 4:22)

unniied

Unmiied Running (1 d 4:22)

Fillou Bill Bruukes MU Manilubs Details

Unmiied Morhern manitoba Running (1 d 4:22) Deranis

unniied Morhern manitoba Running (1 d 4:22) Derans
Running (1 d 4:22) Deranis
Running (1 d 4:22) Derans

f

Running (1 d 4:22) Der.

|

unniied Morhern manitoba Running (1 d 4:22) Derans

1 >0

[l
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changes to “Completed”.

In the current job order example, not all positions are filled, thus the employer would
continue processing this job order until all the positions are filled. This may or may not

It is the responsibility of employers to process all referrals that are provided by either hiring
them or rejecting them (with a reason as to why the referral cannot be hired). Once all of the
positions defined for a job order have been filled, the job order is satisfied and its status

=Ealses| require processing referrals during others stages, for which stage 2 and stage 3 referrals are

=Itsls-o | Processed using the same steps as stage 1.

referrals.

» The employer receives a notification and task to process the referrals.
» He/she takes ownership of the task and processes it, which includes hiring and/or rejecting

Note that employers will not receive a notification or task when the job order moves from
stage 1 to stage 2, until the referral agent (or Employment Manitoba on behalf of the
employer) adds a job seeker to the referral list and submits the referral.

Other users in your organization may perform the same task by locating the Referral List

from the Referral List Browse:

1. Pointto the Job Order button on the toolbar and select Referral List Browse. The

Alternate Referral List Browse page appears.

Method 2. Type in the Job Order Id, click the Search button. A list of incomplete Referral List of

the job order appears.

3. Click the Details button of the referral list you wish to process. The referral list

appears.
4. Process Referral List.
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Activity 3-C: Registering and Processing Stage 4 Named Hires

CHAPTER 3

In this activity, as an Employer from the Benson organization, you receive an e-mail notification to
perform stage 4 named hires. You take ownership of the task to process the Stage 4 referral list. In
addition, you manually register and hire the named hire.

Employment Manitoba

Version 3.0

In order to effectively work through stage 4 of this job order during this training
session, the instructor will manually move the unfilled positions (currently in stage 1)
to stage 4, thus simulating the passing of the 48-hour time periods for stage 2 and
stage 3. Note that Employment Manitoba staff members are NOT allowed to
manually override the system, unless directed to do so by your project sponsor.

Note!

When unfilled positions are move to the Named Hires stage, a task is sent to the
employer telling him/her to perform a named hire. Within that task, there is text that
tells the employer that he/she can choose to advertise the job order, for which they
would create a job posting. It is up to the employer to act on this. If he/she chooses
to request a posting, a task is sent to Employment Manitoba to perform the posting.
Although a search had been performed and provided to the employer, the employer
is under no obligation to hire from the list.

Business
Process

Point to the Notifications and Tasks button on the toolbar and select Task Browse.

T

he Task Browse page appears.

Search for the tasks relating to Wuskwatim that have been received today.

a.
b.
C.

d.

Click the Date Received date picker button and select today’s date.
Select Wuskwatim from the Projects drop-down list.

Click the Search button.
A list of all tasks appears.

Scroll down to display the results.

Take ownership of a task as assigned by your instructor.

a

. Write the assigned task id number here
You may use this id later to locate the task.
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Activity 3-C: Registering and Processing Stage 4 Named Hires... Cont’d
b. Click the Details button pertaining to your task.
The Task Details page appears.
Qe - ) \ﬂ @ -_;j /"._" Search \::?Favoribes & - :_,". o i
Address E-ELI http:/fmail. protegra.com/rptIRSInternalClientWebSite Member, TaskBrowse.aspx |VIGO Links > @Snaglt Eﬁ @'
Job Referral Service - Task Details Build 1.0.6.0 (Release 5.0
User: Two Employer | Office: Office 1 Logout | Contact Us | Help
R
— Details
TaskId: 12692 Owner: Two Employer
Title: Perform Mamed Hire - JO # 1808 NOC: 7271 Job Title: Carpenter - Journeypersaon, Other Carpenter, or Status: Open
Apprentice
Project: Wuskwatim Created Date: 2009-11-17
11:30:59
Due Date:  2009-12-17
11:30:59
Date Completed:
View Task Details Perform Task | Complete Task | Take Ownership Remove Ownership
Return to Task List |
¢. Click the Take Ownership button.
d. Click OK to acknowledge that you have taken ownership of the task.
. When taking ownership of such a task, it is your responsibility to assess and
CUULEE  process the referrals.
Process
Click the Remove Ownership button if you need to disown a task, which then
becomes available for other users to take.
4. Perform the task of processing the referrals, where you will hire two of the referrals.
a. Click the Perform Task button.
The Referral List page appears.
Employment Manitoba Job Referral System for Employers
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You may see a different
list of referrals.

46 | Performing Job Order Tasks and Viewing Notifications CHAPTER 3
.. . . . . y
Activity 3-C: Registering and Processing Stage 4 Named Hires... Cont’d
b. Scroll to the bottom of the page to display the list of referrals.
H 7 (19 77
Note that the status of job seekers is “Referred”.
@ Job Referral Service - Referral List - Microsoft Internet Explorer E]@
File Edt ‘iew Favorites Tooks Help &
%Eack - ﬂ IEL| N ) sarch ‘\* Favartes {2} - & i
address (€] hetp:/mail. protegra. comRPTIRSInternalClientiwebitefMember| TaskDet ails. aspx v a Go links ™ €& snaglt [ & -
-~
— Job Order and Match Stage Details b |
Project: s kwatim
Job Title Definition:  Carpenter - Journeyperson, Other Carpenter, or Apprentice
Job Order Id: 1772 Job Order Status: In Progress Job Order Type: Regular
NOC Code: 7271 Match Stage: Named Hire Stage # 4
View Job Order
r— Referral List Details
Referral List Id: 1123 Created Date:  2009-10-1910:368:31 Last Updated Date:  2009-10-19 10:36:36
# of Positions: 7 # of Unfilled Positions: 7 # of Hired Positions: 0
# of Referrals: 3 # of Unprocessed Referrals: 3 Maximum # of New Referrals Allowed: Unlimited
— Employer Details
Employer: Benson Contract# 90084
Contact Name: Lexie Pagan Phone; 687-311-7274
Add Named Hire |
Ref#  Job Seeker {Also Known As) Phone Numbers Status Rejection Reason Reporting Date
5349  Cal Brookes {Big Guy) (H) 204-333-6666 Referred v R v
— 5351  Helen Brookes (Helen) (H) 204-111-3222 Referred v R v
5451  Dehhbie Brookes (Deh) (H) 204-959-3894 Referred v v v
Print
Apply Save Cancel
(]
& B ) Intermet

5. Hire a referral from the referral list (stage 4) with a reporting date of today.

Note!

It may be unrealistic to specify a report date that is the same as the hired date. We
are doing so in the example for training purposes.

6. Click the Apply button, click OK to confirm that you want to hire the referral, and then click OK
to acknowledge that the data has been saved.

7. Add a named hire to the job order.
It is important that the data specified below be entered accurately in order to add this job seeker to the
referral list.

a. Click the Add Named Hire button.
The Select a Job Seeker for Named Hire page appears.

b. Type a social insurance number as assigned by your instructor in the SIN text box of the Enter
SIN and Name area.

c. Type a name as assigned by your instructor in the Name text box of the Enter SIN and Name

area.

Job Referral System for Employers
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Activity 3-C: Registering and Processing Stage 4 Named Hires... Cont’d

d. Click the Next button.
The Account Information page appears, although there are no account details or a status
pertaining to this job seeker, as he/she has not previously been added to the JRS. Your screen
will appear as follows.

liob Seeker: Brooke Also Known As: Reference #
Status: Registration Status:

Registration

© 6 o o o

Account Contact Choose Declare Submit
Information Information Projects Eligibilities Named Hire
* Entry required
— Account Information
Expiration Date:
* First Name:
Middle Name:
* Last Name: |Brooke
Also Known As:
* Preferred Language: ™)
* Social Insurance Number:
Date of Birth: =~ @
* Receive Notifications By: v a
Email Address:
Qo
Apply Cancel Next
e. Enter the job seekers account information as specified by your instructor and click the Next

button.
The Contact Information page appears.

f. Enter the job seekers contact information as specified by your instructor and click the Next
button.
The Choose Projects page appears.

g. Enable the Wuskwatim check box, enable the On behalf of job seeker,... check box, and click
the Next button.
The Declare Eligibilities page appears.

h. Enable the Evidence of Identity check box (Entry required), and select from applicable drop
down list of Aboriginal Ancestry, Band, Hydro Project — CBNR, Hydro Project —
Residency, Union Membership, and click the Next button.

The Registration Approval page appears.

i. Specify the reporting date as today.

It may be somewhat unrealistic to specify a report date that is the same as the hired
Note! date. We are doing so in the example for training purposes.

Employment Manitoba Job Referral System for Employers
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Activity 3-C: Registering and Processing Stage 4 Named Hires... Cont’d

J. Click the Hire Job Seeker button.

k. Scroll down to review the details in the Named Hire stage.

The referral is hired to the job order. Your screen will appear as follows.

@'Job Referral Service - Referral List - Microsoft Internet Explorer . E]@
File Edit View Favorites Tools Help :'

eBack M > |ﬂ @ _h /T\ Search ‘S:‘thavor\tes @ ;J- :,'. " | _J ﬁ

Address }@ hittp:ffmail.protegra, com/rotIRSInternalClientyebsite Member JobOrderPositionDetails, aspx?cache =yes i"l Go links @ Smaglt ' @ %

[a]

— Job Order and Match Stage Details
Project: ‘Wuskwatim

Job Tit]Definition: Carpenter - Journeypersan, Other Carpenter, or Apprentice

Job Order Id: 1820 Job Order Status: In Progress Job Order Type: Reqular
HOC Code: 7271 Match Stage: MNamed Hire Stage#: 4
View Job Order
r— Referral List Details
Ref I Li D il Referral ListId: 1192 Created Date: 2009-12-02 09:39:12 Last Updated Date: 2009-12-02 09:53:47
ererra ist Details # of Positions: 7 # of Unfilled Positions: 6§ # of Hired Positions: 1
#of Referrals: 4 # of Unprocessed Referrals: 3 Maximum # of New Referrals Allowed: Unlimited

— Employer Details

Employer: Benscn Contract# Ben#10
Contact Name: One Employer Phone: 204-111-1111
Add Named Hire
Ref# Job Seeker (Also Known As) Phone Numbers Status Rejection Reason Reporting Date

5467  Paul Rutter ;ﬂ)‘f‘%ﬁzza:gzag | Referred [a] [ v = =
Named hire referral 1
5466 Joseph Meta Eg)) ;:gii;::z [referred [] [ v =i
5465 Jon Bell (H) 204-579-8790 | referred [s] [ [»] =
5433 Stella Smith {H) 111-111-1111 Hirs 0091228 |l
| prnt |

<] i | (3]
€] Done B © Internet

The Referral List Details provides users with the status of referrals and positions for the

Note! current stage. In this job order, the status obtained are as follows: There were seven
positions available, three referrals were provided, two referrals were hired, and there are
still five unfilled positions.

Once all of the job order positions are filled and the job order has been satisfied, its
status is marked as “Completed”.

If the job order has not been satisfied, as in the current example, there are two options
that may be performed in order to complete it:

1. The employer may reduce the number of positions required to satisfy the job order.
2. After the 30-day time frame for the Named Hire stage has expired, within each
unfilled position (Positions tab) an action called Re-Initiate will become available within
the action drop-down list. Similar to manually moving a position to the next stage, re-
initiating a position will restart the process beginning with the stage 1 (Northern),
assuming that no changes to the job order are required.

Business
Process

If job order changes are required, a new job order should be submitted.

Job Referral System for Employers Employment Manitoba
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Activity 3-C: Registering and Processing Stage 4 Named Hires... Cont’d

9. To satisfy the job order requirements, change the specified number of positions from nine to four.

a. Click the View Job Order button.
The Maintain Job Order page appears.

b. Click the Details tab and change the current number of positions from nine to four.
c. Click the Apply button and then click OK to acknowledge that the changes have been saved.

Click the Submit button and then click OK to acknowledge that changes were made to the job
order.

A task is sent to Employment Manitoba staff when job order changes are submitted. In
this example, because the number of positions for the job order was reduced, the job
order status is be changed to “Completed with Reduced Positions” after Employment
Manitoba approves the changes.

Business
Process

Upon displaying the job order details, the employer will see the status displayed at the
top of the page, as shown below:

Service - Maintain Job Order - Windows Internet Explorer |L”EH£|
http:)fmail. protegra.com/IRSInternalClientwebSite/Member JobOrderBrowse. aspx. "‘ 42| % |Gnngle | R
— . »
2eferral Service - Maintain Job Order l I @ A 5 | @ - |5k Page ~ {J Tools ~
JobOrder | Motifications and Tasks | Reporting | o
Nuskwatim Job Orderld: 1728 Status: Completed with Reduced Positions
Job Profile Referral Agents Activity View Positions Job Posting History
En equire
rder Identi 1
Job Orderid: 1728 (2]
* Project:
* Employer:
* Contract:
Job Order Type:
Job Title Definition: [Lookup Gledr:
NOC Code: 7.
Union: | 343 (147L) - Carpenters & Lathers
ob Order Details
Number of Positions: |:| Original Number of Positions: 9
Location: | lorth ||Eng|ish v|
Wage: [as pe ctive bargaining agreement | [English |
Benefits: | | [English |
Terms: | |[English |
Estimated Start Date: E~ Estimated Duration: [5 months | [English +] b
Comment: | ||Er|g||sh -
Entered Date: 2008-12-14 Activation Date: 2008-12-14
b
& € mkernet F o0 -
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Activity 3-D: Processing Referrals (Layoff, Recall, and FTR)

In this activity, as an Employer from the Benson organization, you learn that one of the named hires from
Activity 3-C: "Registering and Processing Stage 4 Named Hires" failed to report to the job site; thus you
must update the JRS with this data. In addition, you receive a call from a job site supervisor informing you
that there is an unexpected slow-down on the job site and you must lay off the other referral processed in
Activity 3—-C: "Registering and Processing Stage 4 Named Hires".

1. Perform a search to locate all of the referrals hired to the job order.

a. Point to the Job Order button on the toolbar and select Hired Job Seeker Browse.
The Hired Job Seeker Browse page appears.

b. Select Wuskwatim from the Project drop-down list.
Select the job order id for the job order you been working with.

d. Click the Search button.

The list of referrals hired to this job order appear. Your screen will appear as follows.
&] Job Referral Service - Hired Job Seeker Browse - Microsoft Internet Explorer E]@
File Edit Vview Favorites Took Help ','

. - A
: N ) <5 3 - - ﬁ
0 Back ~ x ) | S Search ;;,_\;:‘ Favarites 6’-‘! = W

Address @ http:f{mailprotegra. com/rptIRSInternalClientiWebSite MemberJobSeekerHiredBrowse, aspx I el ' Go Links ** 6 Snaglt [&1' @ 4
] ~
|‘ Job Referral Service - Hired Job Seeker Browse Baiau0c0 Eacaea0)
User: Two Employer | Office: Office 1 Logout | Contact Us | Help

* Entry required
r— Search for a Hired Job Seeker
To report a Failed to Report, Laid Off and to Recall a job seeker

* Project: | Wuskwatim [v] Employer:

SIN: Reference #:

Last Name: First Name:
Hire Type: | Al [v]  Job Seeker Status: Al ]

Job Order ID: 1820

Search | Clear
3 search result(s) found
Last Name # First Name Ref# JOID Type Status JTD Recall Expiry Date Stage #
- ; Carpenter - Journeyperson, 1 - Morthern .
GES ST SEJ TR TR | Other Carpenter, or Apprentice Manitoba ﬂl
; Carpenter - Journeyperson, 1 - Morthern .
Keematch Karl 5455 1820 regular Hired Other Carpenter, or Apprentice Manitoba Details |
. Carpenter - Journeyperson, " 4 -Mamed _
Smith Stella 54383 1820 regular Hired Other Carpenter, or Apprantica 2010-04-13 Hire Details |
v
ﬁj % B Internet

2. Specify that the first person hired in stage 4 has failed to report to a job site.

a. Click the Details button in the record pertaining to the referral that is to be marked as failed to
report.
The Job Order Position Details page appears.

b. Click the Failed To Report button in the Failed to Report (FTP) area.

Job Referral System for Employers Employment Manitoba
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Performing Job Order Tasks and Viewing Notifications | 51

Activity 3-D: Processing Referrals (Layoff, Recall, and FTR)... Cont’d

c. Click OK to acknowledge that the job seeker has been marked as failed to report.

The Job Order Position Details page will appear as follows.

@ Job Referral Service - Job Order Position Details - Microsoft Internet Explorer

=]
Fie Edt vew Favories Toos Help a*
Oﬂack - d Igl N /'3 Search ‘-_‘"'\':'Favnntes &) = @

Address | ] hitp: mail. protegra. com{RPTIRSINternalClientwebSite/Member/ JobOrderPositionDetails. aspx
User: Lexae Pagan [Officel Office T

v| B s

links ® & snaglt B @D~
Logou Contact Us [Help ~

Project: Wuskwatim
# of Positions: 1

Job Orderld: 1772 Status: Completed with Reduced Positions
Original # of Positions: 7 # of Filled Positions: 0

r— Paosition Details

Pasition #: Status:  Uniilled

Match Stage: Named Hire
Stage Time Remaining:

Match Stage Status: Completed
Type of Clock: Calendar Days
Job Seeker: Also Known As:

Reporting Date:

Reference #5349

View Referral List

— Layoffs

Type of Lay Off:
Laid Off Date: B~

EEE

— Recall A Layoff
Recall Expiry Date:
Recall Status:

Reporting Date: |i|v

’7 Failed To Report (FTR}

<] 2

& 3

& Internet

3. Click the Cancel button to return to the list of hired referrals.
4. Specify that the other referral hired in stage 4 is to be laid off.

a.

Employment Manitoba
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Click the Details button in the record pertaining to the referral that is to be laid off.
The Job Order Position Details page reappears.

Notice that the
status of this
position is now
“Unfilled”.

If desired, the
position may be
filled by
navigating to the
Referral List

page.

Select Laid Off Subject to Recall from the Type of Lay Off drop-down list, in the Layoffs

area.

Click the date picker button next to Laid Off Date and select a date after the reporting date.

Note the “x’” on the dates. This indicates that you cannot select those dates.
Click the Lay Off button.
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Activity 3-D: Processing Referrals (Layoff, Recall, and FTR)... Cont’d

e. Click OK to confirm that you wish to lay off this referral.
Notice that the status of this position is still filled, but indicated *“(Laid Off)”, as the referral
may be recalled to the job order. Your screen will appear as follows.

etail ticrosoft Inter

File FEdit  View Favortes Tools  Help .lf
Qe - © - ¥ B & ) search 7 Favartes {2 (- 7 - I
fcldress | @] hitpsijmail, proteqra, cam/RPTIRSInksrmalClisnt ekt Membsr] JobOr derPositionDetails aspx [¥] B0 tnks ? @onect B @Y -
Project: Wuskwatim Job OrderId: 1771 Status: Completed with Reduced Positions 5
# of Positions: 1 Original # of Positions: 9 # of Filled Positions: 1
r— Position Details
Position#: 2 Status: Filled (Laid Offy
Match Stage: MNamed Hire Match Stage Status: Completed
Stage Time Remaining: Type of Clock: Calendar Days
Job Seeker: Cal Brookes Also Known As:  Big Guy Reference #5349
The Reca” EXpII’y Reporting Date:  2008-10-20
Date iS the |a5t date in View Referral List View Job Seeker I Jiew Redntiated Jol Grder
which an employer
may recall the laid off A—
referral. Assuming Type of Lay oft: || jectto
that a worker is Vala omate:: B -
required after this
date expires, a new
job order must be — la |
created. Recall Expiry Date:  2010-02-18 i
Recall Status: Subjectto Recall
Reporting Date: -
Request I Approve Refuse | Upiate Reporting Date
’7 Failed To Report (FTR)
Cancel
s
&l e
4 ) £ Internet
. After a job seeker has been laid off, the employer may log into the JRS to specify a
LU recall date and click the Request button. This action would generate a task that
Process would be sent to Employment Manitoba, where they would contact the referral to
determine if he/she would like to be recalled to the job. If so, they would click the
Approve button; If not, they would click the Refuse button.
Job Referral System for Employers Employment Manitoba
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Activity 3-D: Processing Referrals (Layoff, Recall, and FTR)... Cont’d

5. Click the Cancel button to return to the list of hired referrals to review the result of these actions.
Your screen will appear as follows.

(= Job Referral Service

Hired Job Seeker Browse - Windows Internet Explorer

@ ) =[] https/imailprotegraucomt RSInternalCient Webiite{Member/ JobOrderPositionDetals, aspx | [#2][x] | |[2]-
= ) . »
T:f b [@Jnh Referral Service - Hired Job Seeker Browse I 1 ﬁ - B ;I l-_;\;Page v L Tods
- - ~
I‘ Job Referral Service - Hired Job Seeker Browse
User: Training Employer | Office: Office One Logout | Contact Us | Help
Job Order Notifications and Tasks Reporting
* Entry required
— Search for a Hired Job Seeker
To report a Failed to Report, Laid Off and to Recall a job seeker.
*Project: | Wuskwatim - * Employer:
SIN: | | Reference #: | |
Last Hame: | | First Name: | |
Job Seeker Status: [ Al - Job Order ID: 1725 |
Search | Clear
4 search result(s) found
First Reference
Last Name Job Order ID Status JTD Recall Expiry Date  Stage #
A Name #
; Failed to Carpenter - Jouneyperson, Other :
Brookes  Debbie 5178 1728 4 - Named Hire
Report Carpenter and Apprentice —I
Carpenter - Journeyperson, Other ~ n
Brookes  Cal 5177 1728 Hired ! 1 - Morthern Details
Carpenter and Apprentice —I
Brookes  Bill 5176 1728 Hired Carpenter - Journeperson, Gther 1 Northem Details |
Carpenter and Apprentice
Laid OF Carpenter - Jouneyperson, Other
Brookes  Zack 5219 1728 Subjectto N 2008-12-16 4 - Named Hire Details |
E— Carpenter and Apprentice
w
Dane & & Intermet H100% v
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Activity 3-E: Creating a Direct Hire Job Order

In this activity, as an Employer from the Benson organization, you will first create a direct job order based
on a direct contract that has been previously created. You then verify that referral(s) are available for
direct hire and direct hire a job seeker.

An employer who is eligible for direct hiring is allowed one direct hire job order for
each direct contract awarded.

Business
Process

Employer should perform a search in the JRS to confirm the existence of a direct
hire job order for the contract before creating a new direct hire job order.

Employer will continue to use this direct hire job order to verify job seekers, to record
hire, and to process failed to report, recalls and lay offs.

1. Point to the Job Order button on the toolbar and select New Job Order.
The Maintain Job Order page appears.

2. Specify the direct job order identification details.
a. Select Wuskwatim from the Project drop-down list.
Note that Benson is already selected in the Employer drop-down list.

b
c. Select a direct contract from the Contract drop-down list as assigned by your instructor.
d. Select Direct Hire from the Job Order Type drop-down list.

e

Click the Apply button and then click OK to acknowledge that the data has been saved.
Note that the status is set to “In Progress”. Also, the Direct Hires tab appears on the page.
Your screen will appear as follows.

@ Job Referral Service - Maintain Job Crder - Microsoft Internet Explorer g@
File Edit View Favorites Tools  Help "
e Back -~ () \ﬂ |EL| ()| ) search ¢ Favarites {£2) - _J il
Address €] http:fimail.protegra.comiRPTIRSInternalClientwebSite /Member/ JobOrderDetails, aspx7cache=yes B0 inks ¥ @ snaon B @G-

~
Job Referral Service - Maintain Job Order S BlseSSs
User: Vita Arguello | Office: JRS Centre Logout | Contact Us | Help

@ Job Order Job Seeker Notifications and Tasks System Administration Reporting

Project: Wuskwatim Job OrderId: 1776 Status: In Progress
Details Direct Hires Notes History
= Entry required
— «Job Order ification
Job Order Id: 1776 EEl~ 2]
r— ~Job Order Details
]
< Im HEY
&] Done ) B Internet ‘I

3. Click the Home button on the toolbar.
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Activity 3-F: Verifying and Hiring a Direct Hire

In this activity, as an Employer from the Benson organization, you will verify that referral(s) are available
for direct hire and direct hire a job seeker.

1. Locate the Direct Job Order

a.

b.
C.
d.

Point to the Job Order button on the toolbar and select Browse.

The Maintain Job Order page appears.

Select Wuskwatim from the Project drop-down list.

Select Direct Hire from the Job Order Type drop-down list.

Click the Details button of the Direct Hire job order as assigned by your instructor.

2. Verify a job seeker for this direct job order.

a. Click the Direct Hires tab.
Your screen will appear as follows.
@ Job Referral Service - Maintain Job Order - Microsoft Internet Explorer E]@
File Edit View Favorites Tools  Help :f
@Back T Iﬂ Ig _;\J /-‘JSearch ‘::1‘\'/ Favarites {‘3 - \,7 _I ﬁ
Address |5§| http: /imaill.protegra, comRPTIRSInternalClientwebSite Member/ JobOrderDetails, aspx?cache=yes [VI Go Links > @ Snaglt [ @ ©
|‘ Job Referral Service - Maintain Job Order Eilo st aaeeo)
User: Vita Arguello | Office: JRS Centre Logout | Contact Us |Help
[ rome |_person | organaton | et | Jooorder ] oo secke | Wtcatons anaTasks ] _Sysiem aaminsiaion | _Reporng|
Project: Wuskwatim Job OrderId: 1776 Status: In Progress
Details Direct Hires Notes History
r— Enter SIN and Name Enter Reference # and Last Name
SIN: || Reference #:
Last Name: OR Last Name:
Verify for Direct Hire | Verify for Direct Hire
— Verified Job Seekers
Last Name First Name Also Known As Reference & Status Recall Date Last Updated
[s]
£ ] I | [ >]
@‘I % & Internet
b. Type a reference number assigned by your instructor in the Reference # text box of the Enter
Reference # and Last Name area.
c. Type a name as assigned by your instructor in the Last Name text box of the Enter Reference #
and Last Name area.
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Activity 3-F: Verifying and Hiring a Direct Hire... Cont’d

Alternate A direct hire may also be verified by entering a SIN and a last name in the Enter
Method SIN and Name area.

d. Click the Verify for Direct Hire button.

e. Click OK to acknowledge that the job seeker has been verified as a candidate for direct hire.
Referrals qualified for this direct job order appear. Your screen will appear as follows.

€] Job Referral Service - Maintain Job Order - Microsoft Internet Explorer o | X
Fie FEdit Vew Favorites Tools  Help |
@Back A > | \ﬂ @ Kh /71 Search \j\? Favorites @ r"fv __;_, ] - #J ﬁ
Address |@ http:ffmail. protegra.com(RPTIR SInkernalClientwebsSite/Member | JobCrderDetails, aspx |v] Ga Links ** @ Snaglt =1 @ o

|
Manitoba 9
Job Referral Service - Maintain Job Order B 05 (Feleazed 0]
User: Lexie Pagan | Office: Office 1 Logout | Corntact Us | Help
Project: Wuskwatim Job Orderld: 1776 Status: InProgress I
Detaills Direct Hires History
— Enter SIN and Name Enter Reference # and Last Name
SIN: | Reference # 53qq
Last Name: OR Last Name: |brookes
Verify for Direct Hire | Verify for Direct Hire
— Verified Job Seekers B
LastName  FirstName  Also Known As Reference #  Status  RecallDate  Last Updated
Brookes Cal Big Guy 5349 Werified 2009-10-1812:55:08 Delailé | View JS |
[
1< il | ()
@ GE & Internet

Direct hires can only be verified with people who have already been entered into the
Business BELSE

Process

While performing the direct hire, if a SIN is entered with a mis-matched last name, a
message will appear indicating that the ‘SIN’ is invalid.

Once a candidate has been verified, the employer can hire them as required. Processes
such as layoffs, recalls, and FTR apply according to the normal process. These options
are available by clicking the Details button.

All verified and unverified candidates are logged in the Direct Hire History Report.
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Activity 3-F: Verifying and Hiring a Direct Hire... Cont’d

3. Hire a verified a job seeker for this direct job order.

a. Click the Details button of a verified job seeker in the direct hire job order.
The Hire, Lay Off, Failed to Report page appears.

%1 Job Referral Service - Microsoft Internet Explorer
File Edit Wiew Favorites Tools Help
-0 [ ¢ [ a ) S ~ — A ] - I
& sk >] ®] [ @R | SO mearch Slp Favon tes &) | A~ s [ ] &
Address |g‘, http: fimail . protegra. com{RPT IRSInternalClientuwebsite jMember (DirectHireDet ails, asps |vl Go Links ** &9 Snaglt =1 @y -

| Home | Person | organization | Project | Job Order Job Seeker | Notifications and Tasks | System Administration Reporting []

* Entry required

Project: Wuskwatim Job Orderld: 1776 Status: In Progress
Direct Hire Details
Job Seeker: Cal QDDKES Also Known As: Big Guy Reference = 5349
Direct Hire Status: verified Last Updated Date: 2009-10-19 12:55:08
— Hire
* Reporting Date: =i~
“NOocC: NOC Lookup |
*Union: | [~1
tire | [[0piaie Reporinag Datel]
— Layoffs
Tvi T Lan T
Laid Off Date: -

C and Umon from Hine section

[Er g

Dpiate Reporting Date

Failed To Report (FTR)
r Faled 10 Report

Cancel

< fm 1 [__\Iil
&] Done = & Internet
b. Click the Reporting Date date picker button and select today’s date.
c. Click the NOC Lookup button.
The NOC Lookup page appears.
B ot ReTai vl Servies SOt e L R e SEE3
Qe - @ - X B @ P Ylioravene: & | (- I B - [JE
Address [ http: fimail. proteara, com/RPTIRSInternalClientivebSite Member DirsctHiroDet ails. asps [ia] G Links >> @& snagre = & -
I‘ Job Referral Service - NOC Lookup Ry EBaiidioe tigelezzalio)
User: Vita Arguello | Office: JRS Cenmtre Logout | Contact Us | Help
|_tome | Person | oOrganization | project | Joborder | JobSeeker | Notifications and Tasks | _System administration | Reportina |
Search Show ANl | | clear =
Cancel =
< i | 3]
£ = & Internet
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Activity 3-F: Verifying and Hiring a Direct Hire... Cont’d

d.
e.

o «a —

Click the Show All button.

Click the Select button in the Carpenter - Journeyperson, Other Carpenter or Apprentice
record.

Carpenter - Journeyperson, Other Carpenter or Apprentice is now listed as the Job Title
Definition.

Select 343 (147L) - Carpenters & Lathers from the Union drop-down list.
Click the Hire button.

Click the OK button to confirm the hire.

Click the OK button to acknowledge the successful hire.

Scroll down the page and click the Cancel button to return to the Maintain Job Order
page.

=iy Processes such as layoffs, recalls, and FTR after recall also apply. These are

I2l0ln=ep | available below the Hire area.
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Activity 3-G: Viewing Transfer In

In this activity, as an Employer Job Order Manager, you decide to view a list of Transfer In of your
organization and process layoffs, recalls and failed to report transfer in individuals.

Busliness
Process

individual. (BNA 12.3 Transfer Provision)

Transfer In is a process by which individuals are hired without having to go through
the regular job matching processes. Employer may request that certain persons in
their employ be transferred in for the purposes of securing: Supervisory personnel,
personnel with skills of a specialized nature, personnel with skills necessary for the
effective operation of an employer’s on the job training program or key personnel
required for work on contracts of short duration and in which the craft or skills
required to perform the work are generally limited to one or two trades. The
employer must obtain permission from the project sponsor before transferring in an

1. Point to the Job Order button on the toolbar and select Transfer In Browse.
The Transfer In Browse page appears.

/= Job Referral Service - Transfer In Browse - Windows Internet Explorer

@ &~ |E, http:)fmail. protegra.comfIRSInternalClientwWebSiteiMember i TransferInBrowse. aspx.

o i x| 2

W [ (& 1ob Referral Service - Transfer In Brawse I 1

Biv B - & v [rPage v EToos ~

Job Referral Service - Transfer In Browse

User: Training Employer | Office: Office One

Job Order Nofifications and Tasks Reporting

Logout | Contact Us | Help

* Entry required
r— Search for a Transfer In
* Project: v Employer:
Last Name: | | First Name: | |
Search | Clear
New
Last Name First Name HoC Reporting Date  Status [rocall Expiry
b
Done & & 1ntermet & o -

Employment Manitoba
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Activity 3-G: Transfer In... Cont’d

CHAPTER 3

2. View the transfer in individual details.

a. Select Wuskwatim in the Project list box.
A list of Transfer In of your organization appears.

Job Referral Service - Transfer In Browse

Build 1.0.6.0 {Release 5.0)

User: One Employer | Office: Office 1

— Search for a Transfer In

Logout | Contact Us | Help

* Entry required

* Project: [fUSkwatim ] Employer:
Last Name: First Name:
Search Clear
Hewr
3 search result(s) found
Last Hame First Name noc Reporting Date  Status Decal Expiry
Hand Second 5253 - Sports Officials and Referees 2009-11-20 Hired Details
Transfer In lam 7382 - Commercial Divers 2009-11-20 Hired Details
Wannabe Golfer 6271 - Hairstylists and Barbers 2009-11-19 Hired Details

b. Click the Details button of a transfer in.

(= Job Referral Service - Transfer In Details - Windows Internet Explorer

@.\-) ~ |&] hetpsfimail.protegra.comjRSInternalClientiebsite Member, TransferInDet ils aspxcache=yes

v I {@ 10b Referral Service - Transfer In Datails

[

3]

I‘ Job Referral Service - Transfer In Details

User: Training Employer | Office: Office One

Job Order Nofifications and Tasks Reporting

— Transfer In

Logout | Contact Us | Help

* Entry required

[wittiam |

N [Lagimodiere ]

*Phone: |204-555-0175 o

* 7271 - Carpenters

* Reporting Date: (a2 |-

Status: Hired

Apply save | | cancel |

— Lay Offs

* Type of Lay Off: | ~|
* Laid Off Date:

Lay Off

— Recall a Lay Off

w |

Drore:

€D nternet

F00% T

el available below the Transfer In area.

Process

Processes such as layoffs, recalls, and FTR after recall also apply. These are
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Activity 3-H: Viewing Notifications

Performing Job Order Tasks and Viewing Notifications

In this activity, as an Employer Job Order Manager from the Benson organization, you decide to view a

list of notifications sent to you today.

Note!

The Notification Browse page is used to locate and view notifications sent to you or
others. Notifications are FYls that require no action from you.

1. Point to the Notifications and Tasks button on the toolbar and select Notification Browse.
The Notification Browse page appears.

(= Job Referral Service - Notification Browse - Windows Internet Explorer,

@ L 4 |g http: fimail. prategra.com/JRSINternalClientWebsite fMember flotificationBrawse., aspx

o

W I (& Joh Referral Service - Notification Browse

=

»
- |:2k Page ~ () Tools ~

Job Referral Service - Notification Browse

User: Training Employer | Office: Office One

Job Order Hotifications and Tasks Reporting

— Search for Nofifications

Logout | Contact Us | Help

id: | | Project: | Al

Title: | |

|- Tor | =

From: |

search | | showan | | clear |

Hotification Title Created Date Project Sent By

|:| Include removed notifications

Id

v

Done

&

9 Internet

L 100%

2. Perform a search to locate all of the notifications pertaining to the Wuskwatim project that were

sent today.
a. Select Wuskwatim from the Project drop-down list.
b. Click the From date picker button and select today’s date.

Employment Manitoba
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Activity 3-H: Viewing Notifications... Cont’d

CHAPTER 3

c. Click the Search button.
Your screen will appear as follows.

= Job Referral Service - Notification Browse - Windows Internet Explorer

@ L |§, http:ffmail, proteara, comf JRSInternalClientWebSitefMember /MotificationBrowse, aspix V‘ 5| X ‘ | P~
w* & [@Jnh Referral Service - Motification Browse I I B8 s - ;b Page ~ () Todks +
I LML A L LA Y A 4" | rr ,’A
Job Referral Service - Notification Browse
User: Training Employer | Office: Office One Logout | Contact Us | Help
JobOrder | Moifications and Tasks Reporting
— Search for Notifications
Id: | | Project: | wuskwatim <
Title: | | [include removed notifications
From: [2008-12-15
search | | showall | | clear |
10 search result(s) found
Notification Title Created Date Project Sent By Id ¥
Transfer In Reporting Date Lagimodiere, William 2008-12-15 21:05:01 Wuskwatim Mail 11076 View I | Remove I B
Motice of Job Seeker Verified for Direct Hire - Direct Hire . ;
o e 2008-12-15 20:48:55  Wuskwatim Mail 11075 | View | | ' Remove |
Motice of Laid Off Subjectto Recall Job Order 1728 - 7271
Carpenter - Journeypersen, Other Carpenter and 2008-12-15 16:56:48 Wuskwatim Hail 11074 View I | Remove I
Apprentice Job Seeker: 5219 Brookes, Zack ZB
Motice of Failed to Report - 4 Mamed Hire Job Order 1728 -
7271 Carpenter - Journeyperson, Other Carpenter and 2008-12-15 16:51:10 Wuskwatim Mail 11073 View I | Remove I
Apprentice Job Seeker: 5178 Brookes, Debbie Deb
WELEe G ED T S ETEpe = 1) S pEiiET- 2008-12-15 16:22:58  Wuskwatim Mail 11087 | view | | ' Remove |
Journeyperson, Other Carpenter and Apprentice
Motice of Job Order Completed Job Order 1728 - 7271 . . . “
& & mtermet H100% <
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Activity 3-H: Viewing Notifications... Cont’d

3. View the notification pertaining to the Notice of Hired of a job seeker

a. Click the View button that pertains to the record.
Your screen will appear as follows.

Job Referral Service - View Notification BuliL050 Batezsezt)
User: Two Employer | Office: Office 1 Logout | Contact Us | Help

Click the printer icon to print this report. | Cancel |

HH@- [1 11 & @® Joro% - | o | [ -
|E | =
Wuskwaﬁm Nofification 1D: 12777
Ed Notice of Job Seeker Hired/Recalled
Job Order 1810 - Carpenter - Journeyperson, Other Carpenter, or Apprentice
Notice
Hired/Recalled Job Seeker:
Position # JS Reference # Name Reporting Date
4 5477 Smith, Jack, November 27, 2009
Employer
Benson
Contact person” One Employer
Work Phone: 204-111-1111 E-mail: employerone@benson.mb.ca
Inh Mrrdar Nataile )
| i B
1 4 Internet
Click the Remove button to remove the notification from the list.
Alternate
Method

4. Click the Cancel button.
The Notification Browse page appears.
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