O Using JobNet Business

INE'T
WUIl//BUSINESS

After you have created an account and have been approved by your local Job Center, you can
access JobNet Business 24/7 to post a job, update an existing order, remove or reopen an order.

To login and access JobNet Business, go to http://jobnet.wisconsin.gov/business. Or, visit
www.wisconsinjobcenter.org, click on the Business option, and follow the JobNet Business link under
Recruiting.

The response will be the screen shown below. Click on the yellow Login button.

Wisconsin's single-largest source for qualified job seekers

R BUSINESS

e e T e | e
Instructions Forgot Password Change Password Terms of Use Contact Us

Welcome to JobNet Business

There is no fee charged to post job openings using JobNet Business!

Mew users: Create an account Current users: Login
& Create your secure account & Protected, secure accounts
¢ lnigue IDs for managing your job listings ¢ Easily manage one or several job listings
s If you have a valid DWD/\Wisconsin Logon account, s List recurring job openings again, ar copy, review,
click the Logon button update, or remove existing listings
s Complete instructions found above s Preview your listings before posting
Create Account Login

Job listings made in JobMet Business appear on JobMet, Wisconsin's single-largest source of current job openings.

_E.—— - s s ey
wisconsinjobcenter.org Disclaimer Jobnet DWD Home



http://jobnet.wisconsin.gov/business
http://www.wisconsinjobcenter.org/

Log in using the Username and Password you created during the registration process.

Enter Metwork Password E E |

% Pleaze type your user name and pazswaord,

Site: . ded, shake, wi. Uz

R ealm . ded, shake, wi. Uz

Izer Mame I

Pazzword I

[ Save this pazsword in vour password list

(] I Cancel

Welcome Screen

When you are successfully logged in you will see the Welcome screen. Use the menu tree on the left
side of the screen to navigate around the system. Click on the plus sign in front of the words "My Job
Orders", "My Company Information”, and "System Reports" to expand the menu so you can see all of

the options.

The larger, right side of the screen will display information.

F JobMet Business - Welcome

o JobMet Bus.iness m
_ QINET,

Job Orders
i Enter a New Job Order MRl BUSINESS

Manage Job Orders
ncomplete Job Orders
e [#]- My Company Information

Welcome to Wisconsin's JobNet Business System

Thiz web site iz designed for use with Intermet Explarer +6.0 or higher and Metzcape 7.2 or higher. Using other browsers will not present the

----- Request for Assistance

_____ Feadback infarration praperly. |f the browser installed on your PC does nat maet this standard, please uparade your browser to a later version.
oo ] Spstem Reports

..... HELF [Job Order System Manual) System Messages

----- Wl Job Center Directory Pl ), Z00S

----- Exit Spstem JobMet Business

----- [0 Home Page
..... Labar Markeat |rformnation For JobNet Business assistance, contact your local Job Center or call 1-888/258-3366 toll-free to learn the phone number and address of your
nearest WisconsinJ ob Center.

For other Buginess Services provided by YWisconzin Job Centers go to v wizconsinjobcenter. orgr/buziness

Whatever is highlighted in grayish-blue on the menu tree tell you where you are (what function you
are using) in the system.



To view job orders for your company, click on Manage Job Orders on the menu tree. The Job Order
Search screen will appear. Choose "Select a Site" from the Field dropdown menu, then click on the

Search button.

Field:

Operator;

Managing Job Orders

Criteria: |

H JobNet Business - Job Order Search

ISeIect aSite 'I
I Eeginz With = l

The list of sites for your company will be displayed. Click on the blue hyperlink for the site you want

to view or add a job order for.

= JobMet Business
[ My Job Orders

\ncomplete Job Drdals
v [ My Campany |nformation
- Manage Company Records
w. Manage Contacts
- Request for Assistance
w [ Syztem Reports
«-Job Orders Removed
« HELP [ab Order System Manual)
- il Job Center Directory
. Exit Spstem
- D Home Page
- Labar Market Infarmation

]

Frofile Trade Name: WINDFALL POTTERY
Ul Roat: 999777

JobNet Business - Site List

@ Search Results: 3 Row(s) Found

Site Trade Name
WINDFALL POTTERY

WINDFALL POTTERY

WINDFALL POTTERY

Page 1

10345 WINTEHGAHDEN LN
MADISON, W/l 53704
[608) 244-6541

212 MAFLE AVE

MINERAL POINT, /| 53566
[E08) 9877836

2379 GALENDA RD
PLATTEVILLE, /I 53587
[608) 348-4563

A list of all job orders, by status, for this company site are listed. To view a job order, click on the job
order number (blue hyperlink). To add a new job order, click on the Add Job Order button.

-/
WINDFALL POTTERY

Site: WINDFALL POTTERY
Incomplete

@ Search Results: 0 Fiow(z] found

Awaiting Staff Approval
@) search Results: 1 Rowl(s)found

OE0E1 24
Page 1

114042005 Janitor

Job Order|Job Order .
Job Order Title

JobNet Business - Job Order Summary By Site

Contact Name
BROCK, MELINDA

Add Job Order

Site Trade Name

WINDFALL POTTERY  MADISON

On JobNet
(@) search Results: 2 How[s Ifound

002114 104177200512
OEOE121  10/27/2005 22
Page 1

Patter
Pottery Traines

Job Order I]ldel
Da s 0 Job Order Title
_

LContact Name

ROGAN. BETSY
BROCK, MELINDA

Site Trade Name

WINDFALL POTTERY MADISOM
WINDFALL POTTERY  MADISOM

0Off JobMet May Reopen
(@) Search Results: 4 Row(s] found

0B02110

11/25/2005 Potter
11/16/2005 Patter
11426/2005 Potterny Instructor
11/17/2008 Gift Shaop Clerk

OB0E171
OB0E112

Job Order Title

LContact Name

BROCK, MELINDA WINDFALL POTTERY MADISON
BROCK, MELINDA WINDFALL POTTERY MADISON
BROCK, MELINDA WINDFALL POTTERY MADISON
ROGAN, BETSY WINDRALL POTTERY MADISON

Site Trade Name

0Off JobMet Mo Reopen
(@) 5earch Resuls: 0 Row(s] found




Job Order Form

Save - Incomplete Save - Complete Abandon Changes

Preview Email Preview

Company ‘
Info

Company Information

Different Site button to select a new site.

Company Legal Mame:
I Account Roat:
FEIM:

Site Trade Mame:

Site Address:

County:
Company Telephone:;
Company 'web Site:

Site Company Dezcription:

Contact Information:
Emploper Contact:

Contact Telephone:
Caontact Fax:

[f the Company |nformation shown below iz not for the corect site, CLICK, on the Find a

Find a Different Site

WINDFALL POTTERY
933777

39-8312345

WINDFALL POTTERY
10245 WINTERGARDEN LN

MADISON, WI 53704

Dane

(608) Z244-o54l

iy windfallpottery. com

Windfall Pottery mamafactures beautiful handmade pottery and
ironware.

IMELINDA BROCK 'I

(608) Z44-6E41 Extension:

E stenzion:

Contact Cell Phone:
Prefened Method Of Contact:
Contact Email Address:

Email

Melindafwindfal lpottery. com

Save - Incomplete Save - Complete Abandon Changes

Preview Email Preview

Basic demographic information for your business will be automatically displayed. There
are five tabs across the top of the job order. This is the Company Info tab.

Note the Save-Incomplete, Save-Complete, Abandon Changes, Preview and Email
Preview buttons along the top of the job order.

The Save-Incomplete button should be used every few minutes to save information as
you key it in. This is important because if you are logged on and the system is idle for
more than 45 minutes, you will ‘time-out’. When you ‘time-out’, you must log in again.
Any information entered since you last clicked on the Save-Incomplete button will be
lost.

Use the Save-Complete button only when you are ready to submit the order to the Job
Center for final
processing.



Use the Abandon Changes button only when prompted, and only if you do not wish to
save the information you added or updated on that tab.

The Preview button allows you to see how the order will appear to the job seeker on
JobNet.

The Email Preview button allows you to email the job order to your Job Center contact
person, or others.

When you click on the Save-Incomplete button, bold red text will appear at the top of
the order showing the status.

+f JobMet Business - Job Order

Job Order Number: 0608123

Job Order Status: EMPLOYER INCOMPLETE

Save - Incomplete Save - Complete Abandon Changes Delete
Preview Email Preview
Description ‘ ‘
* Jab Title: |Janit0r
* Number of Openings: |3

* Duties and Responsibilities of Job:

Descrbe the ezsential duties and responsibilities of this job, such as;

» Machines, toolz, equipment and materials involved
o Services Performed

» ‘working conditions and physical demands

s Describe the job, not the perzan

Do not include information related to the job order worker requirements. Separate fields are provided for education and training
requirements, divers license and vehicle requirements, experience and qualifications and application instructions.

Clean and polizh fumiture and fistures. ﬂ
Clean and restore building interiars damaged by fire, smoke, or water, using commercial cleaning equipment,

Clean buiding floors by sweeping, mopping, scrubbing, o vacuuming them,

Clean chimneys, flues, and connecting pipes, using power and hand tools.

Clean laboratory equipment, such as glassware and metal instruments, using solvents, brushes, rags, and power cleaning j

Test Linit; 1500 | Text Entered: 1360

O°NET Caonnector
Tip - To zave time entering text into the abowe figld pou can cut and paste text from documents wou already have created such as 'Word
documents, ete.

Save - Incomplete Save - Complete Abandon Changes

Preview Email Preview

A couple of tips as you are working on your job orders:

e The system will time-out after 45 minutes, so be sure to save your work as you go
along. Please use the Save-Incomplete button every few minutes so that your work
is not lost.

e When you are ready to send your job order to the local Job Center for final
processing, use the Save-Complete button.



Incomplete Job Orders List

Incomplete job orders will be stored on the Incomplete Job Orders list. To access the
job order again to finish it, click on the Job Title (blue hyperlink).

=4 JobMet Business

5 My Job Drders Job Title | dob Order Site & Address Job Order Number

Manage Job Orders Janitor 11/04/2005  MELINDA BROCK. WINDFALL POTTERY 608124
[ ob Oidzid 10345 WINTERGARDEN LN
My Infarmation

MADISON, Wl 53704
.. Request for Assistance Page 1

-/ JobMet Business - Incomplete Job Drders

(@) Search Results: 1 Rowls) fourd

System Reports

. HELF [Job Order System Manusl)
- w1 Jab Center Directary

- Exit Spstem

.. DWD Home Page

‘... Labor Market Informalion

Completed Job Order

When you finish your job order and use the Save-Complete button, the red text shown
below will appear at the top of the job order.

J JobMet Business - Job Order
Job Order Number: 0608124

Job Order Status: EMPLOYER COMPLETE

'ou will not be able to change this order until it has been completed by local Job Center staff and placed on JobMet. Howewver, you can
add/change employer comments while thiz order iz in Employer Complete Status. IF other changes are neceszzary before then, please contact
wour lozal Job Center.

Save - Complete Abandon Changes

Preview Email Preview

If the Company Information shown below iz not far the caorrect site, CLICK, on the Find a

Company |
Info

Company Information

g g 5 Fined o LiFfzrznt Sl
Different Site button to zelect a new site. SIS S S s s
Company Legal Mame: WINDFALL POTTERY

I Account Roat: 999777




The completed job order appears on the Job Order Summary under "Awaiting Staff
Approval”. If you want to look at the order, click on the job order number (blue
hyperlink).

JobNet Business - Job Order Summary By Site

WINDFALL POTTERY

Add Job Order

Site: WINDFALL POTTERY
Incomplete

@) Search Results: 0 Row(s] found

Awaiting Staff Approval
@) Search Resulls: 1 Row(s]found

[Aob Urder.Job Dides Job Oider Title Contact Name Site Trade Hame
Number | Date
MADISON

DBOZ124 110472005 Janitor BROCK, MELINDA WwINDFALL POTTERY
Page 1

On JobNet
B Search Resulls: 4 Rowls)iound

Hemalnm
Dldel Jub U'de' s III Job Order Tite Contact Name Site Trade Name
Mumber

DE0&112 10/27/2006 22 Pattery Instuctar BROCK. MELIND& WINDFALL POTTERY MADISOM,

0608114 10/17/200512 Fatter ROGAN, BETSY WINDFALL POTTERY  MADISON;
0608116 10/18/200513 Gift Shop Clerk. ROGAN, BETSY WINDFALL POTTERY MADISON,
OE0S121  10/27/2005 22 Fotter Trainee BROCK, MELINDA WINDFALL POTTERY  MADISON;
Page 1

Off JobMet May Reopen
B Search Resuts: 2 Fiow(s) found

Job Order

DE0E110 ‘H/ZEfZEIEIE Potter BROCK, MELINDA WINDFALL POTTERY MADISON
DE0&111  11416/2005 Potter BROCK, MELINDA WINDFALL POTTERY MADISON
Page 1

Off JobMet No Reopen
@) Search Results: 0 Row(g] found

Important Information

If you have questions about your job order, the contact information for the person
handling your job order at the Job Center is shown at the top of the job order after it has
been processed by Job Center staff.

The number of times a job order has been viewed by job seekers is tracked and
displayed on the top of the job order. For definitions of the various counts, click on the
More Information button.

) JobMet Business - Job Order

Job Order Number: 0608112

Job Order Serviced By: Dane County Job Center
Usere, Test?
[608) 261-6334

Job Order Status: ON JOBNET

This Job Order will be removed fram JobMet in 21 days.

Staff Referral Count: O Self Referal Count: 0 Murnber of JobMet Hits: 0

Sawe Changes Remove Job Order Abandon Changes Copy

Preview Email Preview

Company Information

If the Company Infarmation shawn below is not for the correct site, CLICK on the Find a
Different Site button to select a new site.

Company Legal Mame: WINDFALL POTTEDRY

Ul Account Roaot: 233777

Company ‘
Info




Copy a Job Order

To copy a job order, use the Copy button on any order - open, closed, etc. Copying a
job order saves you keying time. Just click on the Copy button on the job order and you
will get an exact duplicate of the previous order, which you can edit to fit the job order

you need to place.

_-j JobNet Business - Job Order

Job Order Number: 0608112

Job Order Serviced By: Dane County Job Center
Uger2, Test?
[B0A] 2616294

Job Order Status: ON JOBNET

This Job Order will be removed from JobMet in 21 days.

Staff Refarral Count: 0 Self Referral Count: 0 Hurnber of JobMet Hits: 0
Save Changes Remove Job Drder Abandon Changes Copy

Preview Email Preview

Company S | Pay and
1
Company Information
I _the Eompany Infarmation shown bel_nw iz not for the conect zsite, CLICK on the Find a Find a Different Site
Different Site button to select a new site,
Campany Legal Mame: WINDFALL POTTERY
I Azzount Root: 259777

Remove a Job Order

The system will automatically remove job orders from JobNet based on the date you
specify. If you wish to remove an order earlier than that date, click on the Remove Job
Order button. The order is immediately removed from JobNet.

_:'} JobMNet Business - Job Order

Job Order Humber: 0608112

Job Order Serviced By Dane County Job Center
User2, Test2
[608) 261-6394

Jab Order Status: ON JOBNET

Thiz Job Order will be removed from JobMet in 21 days.

Staff Referral Count: 0 Self Referral Count: O MHurnber of JobMet Hits: 0

Sawve Changes Remove Job Order Abandon Changes Copy

Preview Email Preview
Description Requirements Pay and
' : o Benefits

Company
Info

Company Information

If the Compary [nformation showen belov iz not for the comect zite, CLICK. on the Find a

Different Site button to select a new site.

Comparw Legal Mame: WINDFALL POTTERY
Ul Account Root; 232777




Preview

To see how your job order will appear to job seekers on JobNet, click on the Preview
button.

ha) JobMNet Business - Job Ord

Job Order Number: 0608112

Jaob Order Serviced By: Dane County Job Center
Usere, Test2
[B08) 261-6334

Job Order Status: ON JOBNET

Thiz Job Order will be remowved from JobMet in 21 days.

Staff Referral Count: O Self Referal Count: 0 Mumber of JobMet Hits: 0

More Infomation

Remove Job Order Abandon changes Copy

Preview Email Preview

Sawve Changes

Company
Info

Company Information

If the Company Infarmation shown below iz nat far the carect site, CLICK. on the Find a

Different Site button to select a new site.

Company Legal Hame:
Ul Account Root:

WINDFALL POTTERY
9593777

Find a Different Site

This is how your job order will appear to job seekers on JobNet.

Back To Job Order

Pottery Instructor
(Job Number 0608112)
WINDFALL POTTERT
10345 WINTERGARDEN LN
MADISON, WI 53704
wrww windfallp otiery.com

Employer:

Work Site of Job: Dane County - Metropolitan Madison

Public Transportation: Mo
Pay $12.00 Per Hour to $15.00 Per Hour
Duration/TTsual Hours Per Week: Full-Time, 10 to 18 Hours Per Week
Shift"Work Days Afterncons Shift
Wednesday, Thursday, Friday.
Number of Openings 1
Minimum Requirements of Employer:
Education, Bachelor of Arts Degree Desired
Professional Licenses/Certifications Mo Licenses or Certifications Requested
Vehicle: 1o Wehicle Requested
Drivers License:
Type Class & - Commercial Meotor Vehicle None
Class B - Commercial Motor Vehicle None
Class C - Commercial Motor Vehicle Mone
Class D - Regular{4uto, Light Truck, Moped) Hone
Class M - Motorcycle Wone
Endorsements: Mo Endorsement Requested
Age Mo Age Requested
Experience: No Experience Requested
Cualfications: Mo Qualifications Requested

Duties and Responsibilities of the Job:

Teach middle school students to mold clay into ware as clay revolves on potter's wheel Adjusts speed of wheel according to feel of changing firmness of clay.
Moves piece from wheel to dry. Positions ball of clay in center of potters wheel Pulls wire through base of article and wheel to separate finished piece. Raises and
shapes clay into ware, such as vases, saggers, and pitchers, on revolving wheel, using hands, fingers, and thumbs. Smeothes surfaces of finished piece, using rubber
scrapers and wet sponge. Starts motor, or pumps treadle with foot to revolve wheel Verifies size and form, using calipers and templates

Benefits:
Insurance Health Insurance
Leave and Holidays: Sick Leave, Vacation, Paid Holidays
Retirement & Financial 401K Plan
Education and Training: Paid Training

Company Profile:
Windfall Pottery manufactures beautifil handmade pottery and wronware.

How To Apply:
Apply In Person




Manage Company Records

The Manage Company Records feature allows you to update your business's
information. Click on the hyperlink (blue text) to make the changes. To add a new site,

click on the Add Site button.

- JobMet Business
= My Job Orders
Manage Job Orders

Incomplete Job Orders
= My Company Information

Manage Contact
Request for Azsistance

k3

< [#]- System Reports

----- HELP [Job Order System Manual]
Wil Job Center Directory

Exit Spstem

DD Home Page

Labor Market Information

o JobMet Business - Site List

Profile Trade Mame: WINDFALL POTTERY
Ul Root: 999777

[@) 5earch Resuls: 2 Row(z] Faund

Site Trade Name

WwINDEALL POTTERY

10345 WINTERGARDEN LN
MADISON, 'wi 53704

(605) 244-5541

212 MAPLE &VE

MINERAL POINT. 'wi 53566
(608] 957-7636

2379 GALENDA RD
PLATTEVILLE, 'wl 53587
(608) 348-4563

YES

WwINDEALL POTTERY

WwINDEALL POTTERY

Page 1

MOTE: If a site has moved, please click on the Trade Mame associated with the site as shown above. Do not add a new site.

Any of the information in the white text fields can be updated. When you have finished

making changes, click on th

Company Information

e Save button in the lower right corner.

./ JobNet Business - Company Information

Trade Name WINDFALL POTTERY
Legal Name WINDFALL POTTERY
Ounership Private

Site Information

* Trade Name [WINDFALL POTTERY

Note: If the trade name is different for this site, please change.

Site Company Description:

* Address [10345 WINTERGARDEN LN
[

* Citp S E
* State Wl
* Zip Code [sarnal. [

‘weh Site Address: [ windhallpottery. com
* Telephone (60e ) [244 - [e5aT
* County, [Dane =

windiall Pattery manufactures beautiful handmade pottery and ionware.

Tt Limit: 2000 | Text Entered: 70
T ssoffi0 fo7 s [z008

# of Emplopees:

Praduct Service Desciption

Handmade patiery and rarware:

Text Limit: 100 Text Entered: 30
MAICS Code:
327112 - Vireous China and Earthenware Aiticles

Selact NAICS ...

Community Development Zone? e % Na

Enteiprise Develapment Zone? CYes N
Application Instructions
How should pplicants apply for this job? Check all that are applicable
™ Apply In Pesson ™ Fax a Resume

™ Mail a Resume I 5011 work Appl
I™ E-Mail 2 Resume I Call For Appoirt
I™" Apply Dniine I~ Other

Addtional Appiication Instructions: Enter additional instructions regarding the applic
Inchude @ Contact Name, @ Telephane or Fax Number, an E-Mail Addess andfor @

lication

ment

ation process.
Mailing Address as appropriate.

Tewt Limit: 1500 | Text Entered: 0

10




Manage Contacts

Use the Manage Contacts feature to update or add information. To view the information
for a contact, click on the person’'s name. To view the contact persons for a particular
site, click on the View Contacts by Site button. To add a contact, click on the Add
Contact button.

ha JobMet Buziness - Contact List By Profile

Profile Mame/INDFALL POTTERY

= JobMet Business
- My Job Orders
e coesri

- Incomplete Job Orders Access[Y/N]
EROCK, MELINDA

BUECHEL, GLORIA
HILBERT. GEORGE
ROGAMN, BETSY
Page 1

[ search Results: 4 Fiow(z) Found

JobNet

----- [=1- My Company Information

- Manage Company Records

=

. Request for Assistance

£ - System Reports
----- HELF [Job Order System bManual]
Wl Job Center Directory
----- Exit System

----- [0 Home Page

----- Labar Market Information

Any of the information in the white text fields can be updated. When you have finished
making changes, click on the Save button at the top or bottom of the screen.

./ JobMet Business - Contact

Please select the sites that this contact works with:
[E) Awailable Site List 2 Fiow(s)iound

Site Trade Name A | _UlRoot |Site ti] Active] |
WINDFALL POTTERY 212 MAPLE AVE 0000999777 ves I

MINERAL POINT, w1 53565
(508) 987-7896
2379 GALENDA D

WINDFALL POTTERY  PLATTEVILLE, wi 53557 0000339777 Yes
(508) 3484563

Page 1

[E) Selected Site List 1 Rows] faund

Site Trade Name

A ne Active
WINDFALL POTTERY wgi‘g’m{ﬂ%ﬁgf“ N oooossgzzz ves [
B8] 2446541
Page 1
S lutation: =
* First [MELNDA
Midele It [
* Last BROCK
* Fole, Tile or Business dres:  [MAMBGER =]
* Shiest Address: [10345 WINTERGARDEN |
—
* Ciy, Mapison
* State Wil -
* Zip Cods [5ar0e [
* Telephone: [60e [244 -[e541 Eutersiors |
Cell Phane: -
Fan -/ Ewersions |
* E-Mal [Melnda@windfallpatiery.com

May we contact pou at this addiess for general job center announcements?
®ves C Ho

Prefenred Method of Contact

© Telephone
& Email
 Fax
© In Person
Contact Hiiing Responsibilty

Text Limit: 200 | Text Entered: 0

11



Request for Assistance

The Request for Assistance feature allows you to send a message to the Job Center.
Check the items you need assistance with, and type your questions or comments in the
Comments field. Click on the Submit button to send the request to the Job Center.

JobMet Business - Initiate Request for Assistance

w Contact Information:

= JobNet Business * Role, Title or Business Area: | HUMAM RESOURCES ;I

= My Job Orders S alutation: I - I
- Manage Job Orders e
... Incomplete Job Orders First IGLDHIA

- [=- My Company Information Middle Initial I_
- Manage Company Fecords * Lot BUECHEL
i Manage Contacts

.. 1 = Aocount D: WIEKTACCWWINDFALLPOTTERYZ

... [&]- System Reports * Telephone: IBDS |348 -|4563 E stenzion:

. HELP' [Job Drder Swstem Manual] [Cell Phone I_ I_ : l_

- 'wfl Job Center Directory .

.. Exit System Fax: I I ° Extension:
Dw/D Home Page E-tail: |G\ona@wmdfallpottaly.com

-~ Labior Market Information * -
; ! Request Type:
i Labor Market Information

™ Delete Contact Person [ Labor Market Information
(] Forgot |D/Paszword ™ Name Change

[ Geneal [ Plaase Cal

I Human Resources Infa [ Tax Credit Informetion
™ Job Order Assistance

Comments: If applicable to this request, please enter any comments below. we would appreciate as much information a3 possible.

El
|
Text Limit: 2000 | Text Entered: 0

Feedback

The Feedback feature allows you to send a message to the Job Center. Your name,
telephone number and email address will be pre-filled. Type your comments or
guestion in the Message text field. Click on the Send button to send the message to the
JobNet Business Help Desk.

) JobMet Business - Feedback Email Form

Please provide the following information, then click Send:
From:

Yo Aame s Fhone Siniars
IJANE SHMITH. [E08) 261-5839

Yo Ermad Acaress

|ismith@acmecnrp.cnm

Message:

I¥

|4

Text Limit: 5000 | Text Entered: 0

Sendl

12



System Report - Job Orders Removed

To view job orders removed from JobNet in the last 1-90 days, enter a number from 1 to
90 in the On or After text field, then click on the Search button. A list of orders matching

the criteria will be displayed. To view a job order on the list, click on the job order
number (blue hyperlink).

H JobMet Business - Job Orders Removed
m * Onor After: I?_ Days [Enter a value up to 90 days]
= JobMet Business

@) search Results: 2 Fow(z] found
----- - My Job Orders

Job Order Site Trade Name Contact [F—5=——
ncomplete Job Orders 0e0211E  11/04/2005 Gift Shop Clerk.

WINDFALL POTTERY ROGAN, Employer
=] My Company Information BETSY
Manage Compary Records DB0BT12  11/04/2005 Pottery Instructar WINDFALL POTTERY BRACK.

Manage Contacts

----- Fequest for Assistance

----- = Sustern Reports

P | o1 Ordders Fernoves

----- HELF [Job Order System Manual)
----- ‘Wil Job Center Directory

----- Exit System

----- [/ Home Page

----- Labor Market Information

MELINDa Emplover

13



HELP (Job Order System Manual)

O

= JobMet Business
..... =1 My Job Orders
‘... Manage Job Orders
L Incomplete Job Orders
----- [=)-- My Company Information
----- Manage Company Records
- tanage Contacts
----- Fiequest for Azsistance

..... =1 System Reports
... Job Orders Removed

----- HELF [Job Order System Manuall
----- Wil Job Center Directony

----- Exit System

----- D' Home Page

----- Labor Market Information

The HELP link takes you to an online user manual. A
separate window will open.

Statewide Job Center Directory

OO

= JobMet Business

o[- My Job Orders
.. Manage Job Orders
Incomplete Job Orders

o [=]-- b Company Information
Manage Company Records
Manage Contacts

----- Request for Assistance

e [=]- Spstem Reparts
i b Orders Removed

----- HELP [Job Order System Manual]

| | ob Center Directon

----- E it System
----- ['w'D Home Page

----- Labor b arket Information

There is also a link to the statewide Wisconsin Job Center

Directory, to assist you in locating local Job Center's
contact information.

In Milwaukee please call the Milwaukee Employer Order
Services Unit at 414-546-3300.

14



Exit System

m This link exits the system.

= JobMet Buziness
----- = My Job Orders
----- Manage Job Orderz

- Incomplete Job Orders
----- - by Company Information
----- Reguest for Assistance
----- [+ Sysztem Reports
----- HELF [Job Order System Manual]
----- Wl Job Center Directory
B Exit Spstemn
----- [w'D Home Page
----- Labor b arket Information

At this point you can use the link to go to the Department of Workforce Development's
web page, or you can close your browser or navigate to another site.

« JobMet Business - Exit

o

WEIBUSINESS

Wisconsin's JobNet Business System

Thank paou far uzing the Jobk et Buziness system.

Click here to goto the 00WD Homepage
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DWD Home Page

m This link opens a new window and takes you to the
Department of Workforce Development's home page.
e JobMet Buziness
----- = My Job Orders
----- i anage Job Orders
. |rzomplete Job Orders
----- - My Compaty [nfarmation
----- Request for Aesistance
----- [#]- Spztem Reports
----- HELP [Job Order Systerm b anual)
----- Wl Job Center Directony
----- Ewit Sypstem
D Home P

Labor Market Information

m This link opens a new window and takes you to the
WORKnet site.
= JobMet Business

..... [=-- My Job Orders

- Manage Job Orders

" Incomplete Job Orders
----- [ My Company [nfarmation
----- Request for Azsizgtance
..... [ Systerm Reparts
----- HELP [Job Order System Marnual)
----- Wl Jaob Center Directary
----- Exit System
----- DD Home Page
----- Labor M arket Information
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For Assistance

o JobMet Businezs - Welcome

ob

INE'T,

WEIBUSINESS

Welcome to Wisconsin's JobNet Business System

Thiz web zite iz dezigned for uze with Intemet Explorer v6.0 or higher and Metscape %72 or higher. Using ather browsers will not prezent the
information properly. [F the browser installed on wour PC does not meet this standard, pleaze uparade vour browser to a later version,

System Messages
Friday, Mowvember 04, 2005

JobMet Business

For JobMet Business assistance, contact your local Job Center or call 1-888/258-3366 toll-free to learn the phone number and address of your
nearest Wisconzin Job Center.

For other Business Services provided by Wisconzin Job Centers go to www wisconsinjoboenter. org/business

A link to the Job Center Directory is listed on the Welcome screen, along with the toll-
free telephone number.

For other Business Services, click on the Wisconsin Job Center link.
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Assistance in Creating a Job Description

For assistance in creating a job description, visit http://www.onetcodeconnector.org

o-net’

CGode Conneclor

Keyword Search

Enter a word, phrase, or title to search for an
O*NET-S0C occupation:

i SEARCH.

To narrow or broaden the scope of your search, you
may wish to experiment with the word, phrase, or
title you subrnit. Our list of alternate occupational or
ob titles is updated periodically to better reflect the
wearld of work, Search results may wary over time as
a result.

Mew to O*MET Code Connector?

o‘net- onet”
Cnline Resource Center
Tt
CAREER

OnesTor

Code Connector

Occupational Menu

Architecture and Engineerit

Arts, Design, Entertainmen

Building and Grounds Claal

Business and Financial Op ’
Comtnunity and Social Ser NE

Occupational Information Network

Cornputer and Mathermatic:

Construction and Extractiol .',I//BUSINESS

Education, Training, and Library
Farming, Fishing, and Forestry

Food Preparation and Serving Related
Healthcare Practitioner and Technical

Healthcare Support
Installation, Maintenance, and Repair

Legal
Life, Physical, and Social Science
Ianagerment

Military Specific
Office and Administrative Support

Personal Care and Service
FProduction

Protective Service

Sales and Related

Transportation and Material WMoving

Send your e-mall inguiries to O"MET Information (onet@ncmail. net) Copyright @ C'NET Code Connector 2002

This website complies with 1.5, Section 503 guidelines.

You can click on any occupational group, on the right, or type in an occupation in the
text field, on the left.

For example, if you were looking for "janitor”, you would click on the link for Building and
Grounds Cleaning and Maintenance.
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The Building and Grounds Cleaning and Maintenance group is broken down into a more
detailed list.

To find the information for "janitor", click on the link for Janitors and Cleaners, Except
Maids and Housekeeping Cleaners (8" one down on the indented list).

O*n etm Occupational Information Network
Gade Gonalor Code Connector
Ta display the occupations within a S0C Family, click on the title or associated "+" to expand the list. To find information about
an O"MET-S0C occupation, click on its title. To sort the data by O*NET-S50C code, click Bl RERT TR
+  Architecture and Engineering
+  Arts Design, Entertainment, Sports, and Media
- Building and Grounds Cleaning and Maintenance
37-2019.99 Building Cleaning Workers, All Other
37-1012.02  First-Line Supervisors and Manager/Supervisors - Landscaping Workers
37-1011.00 First-Line Supenisors/Managers of Housekeeping and Janitorial Workers
37-1012.00 First-Line Supenisors/Managers of Landscaping, Lawn Service, and Groundskeeping Workers
37-3019.99 Grounds Maintenance Workers, All Other
371011 Housekeeping Supenisors
37-1011.02 Janitorial Supervisors
37-2011.00 Janitors and Cleaners, Except Maids and Housekeeping Cleaners
37-3011.00 Landscaping and Groundskeeping Workers
37102 Lawn Service Managers
37-2012.00 Maids and Housekeeping Cleaners
37-2021.00 Pest Control Workers
37-30312.00 Pesticide Handlers, Sprayers, and Applicators, vegetation
37-3013.00 Tree Trirnrmers and Pruners
+ Business and Financial Operations
+ Comrmunity and Social Services

Detailed information is displayed for the janitor occupation. The information can be
copied and pasted from O*Net Code Connector to the job order, then edited to fit your
situation.

O*Net is an excellent source of information for developing job descriptions because it
describes the job, not the person.

O*n et @ Occupational Information Network
Cade Connecior Code Connector
Janitors and Cleaners, Except Maids and Housekeeping Cleaners - 37-2011.00 coding assistance
O*NET SOC Description Tasks
Keep buildings in clean and orderly condition. Perform heavy e Clean and polish furniture and fixtures.
cleaning duties, such as cleaning floors, shampooing rugs, s Clean and restore building interiors damaged by fire,
wasghing walls and glass, and reroving rubbish. Duties may smoke, or water, using commercial cleaning equiprment.
include tending furnace and boiler, perfarming routine s (Clean building floors by sweeping, mopping, scrubbing,
maintenance activities, notifying management of nead for or vacuuring therm.
repairs, and cleaning snow or debris from sidewalk. s Clean chimneys, flues, and connecting pipes, using
power and hand tools.
DOT Titles Included in this O*NET SOC Code s Clean _Iabnratnry equipment, such as glassware and
metal instruments, using solvents, brushes, rags, and
. Chgnge—House Attendant power cleaning equipment.
+ Chimney Sweep ) - s Clean windows, glass partitions, and mirrors, using
» Cleaner, Commercial or Institutional soapy water or other cleaners, spanges, and sgueegees.
» Cleaner, Home Restaration Service s Drive vehicles required to perform or travel to cleaning
» Cleaner, Industrial ] work, including vans, industrial trucks, ar industrial
e Cleaner, Laboratory Equipment wacuum cleaners.
* Cleaner, W?’” « Dust furniture, walls, machines, and equipment.
» Cleaner, Window » Follow procedures for the use of chemical cleaners and
» Janitor ] . ) power equiprment, in order to prevent damage to floars
o NMulti-Story Window/Building Exterior Cleaner and fixturas,
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To search by keyword, type the name (or portion of the name) of the job title in the
Keyword Search field, then click on the Search button.

o-net’

Code Connecior

Keyword Search

Enter a word, phrase, or title to search for an
D*MET-S0C accupation:

L SEARCH |

janitar

To narrow or broaden the scope of your search, you
may wish to experiment with the word, phrase, or
title you submit. Our list of alternate occupational or
job titles is updated periodically to better reflect the
world of work, Search results may vary over time as
a result.

Bew to O*MNET Code Connector?

o-het”

Resource Center

o-net-
O aline

———

—
CAREER

onesToP

COccupational information Network

Code Connector

Qccupational Menu
Architecture and Engineering

Arts, Design, Enterainment, Sports, and Media
Building and Grounds Cleaning and Maintenance
Business and Financial Operations
Comrmunity and Social Services
Computer and Mathematical
Construction and Extraction
Education, Training, and Library
Farming, Fishing, and Faorestry

Food Preparation and Serving Related
Healthcare Practitioner and Technical
Healthcare Suppart

Installation, Maintenance, and Repair
Legal

Life, Physical, and Social Science
Management

Mlilitary Specific

Office and Administrative Support
Perzonal Care and Service
Production

Protective Service

Sales and Felated

Transportation and kMaterial bdoving

Send your e-mail inquiries to O*MNET Information {onet@ncmail. net)

Copyright @ O*MET Code Connector 2002

This website complies with U5, Section 505 guidelines.

A list of matches will be displayed. Click on the link (under Occupations) for the
occupation that you think most closely matches what you are looking for.

o-net’

Code Connector

Search Results for janitor

occupation, click on its title.

Occupational Information Network

Code Connector

Oceupations are ranked based on how well they matched the keyward. The table below also indicates whether the keyward was
found in the title, lay titles, description, tasks, or detailed work activities of each occupation. To find information about an

O*NET OFNET CO*MET | O*MET | Detailed
SOC S0C | Lay Soc S0C Work
Score | Occupation Code Title |Titles |Description | Tasks |Activities
‘ 1DD‘Janit0riaI Supenvisars 37-1011.02 | v “/ ‘ Vv “/}m ‘
67 |Janitors and Cleaners, Except Maids and 37-2011.00 ‘/ /
Housekeeping Cleaners
45 | First-Line SupervisorsfManagers of Housekeeping and 37-1011.00 /
Janitorial Workers
‘ 5 ‘F‘ri\rate Sector Executives 11-1011.02 | ‘ ‘ “/}{1 ‘
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The detailed information for janitor will be displayed. This is the same screen that was
displayed when using the Occupational Menu.

0*“ et @ Occupational Information Network

o Code Connector

Janitors and Cleaners, Except Maids and Housekeeping Cleaners - 37-2011.00 coding assistance

O*MET SOC Description Tasks
Keep buildings in clean and orderly condition. Perform heavy e Clean and polish furniture and fixtures.
cleaning duties, such as cleaning floors, shampooing rugs, e Clean and restare building interiors damaged by fire,
washing walls and glass, and remaving rubbish. Duties may smoke, ar water, using commercial cleaning equipment.
include tending furnace and boiler, performing routine ¢ Clean building floors by sweeping, mopping, scrubbing,
maintenance activities, notifying management of need for or vacuuming them.
repairs, and cleaning snow or debris fram sidewalk. s Clean chimneys, flues, and connecting pipes, using
poweer and hand tools.
DOT Titles Included in this O°*NET SOC Code e Clean _Iahcnramry equipment, such as glassware and
metal instruments, using solvents, brushes, rags, and
+ Change-House Attendant piovwer cleaning equipment.
+ Chimney Sweep o » Clean windows, glass partitions, and mirrars, using
s Cleaner, Commercial or Institutional soapy water or other cleaners, sponges, and squeegees.
» Cleaner, Home Restoration Service » Drive vehicles required to perform or travel to cleaning
» Cleaner, Industrial _ work, including vans, industrial trucks, or industrial
* Cleaner, Laboratary Equipment vacuum cleanars.
« Cleaner, W?” » Dust furniture, walls, machines, and eguipment.
+ Cleaner, Window s Follow procedures for the use of chemical cleaners and
* Janitor , o , power equipment, in order to prevent damage to floors
s Multi-Story YWindow/Building Exteriar Cleaner and fixtures.

For questions or assistance with job order placement or using
O*Net, contact your nearest Wisconsin Job Center.

For the location nearest you, call toll-free 888-258-9966,
or link to www.wisconsinjobcenter.org/directory.

21



