MISSOURI

Assist Jobs.mo.gov Employer
Account Holder with Login

NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display
field help.

This desk aid will cover how to assist a Employer Jobs.mo.gov user with logging into their account.
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1.  Click Employers icon

Record: 11
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2.  Enter Search Criteria (Phone is
suggested method)

3.  Click Search button

| £| Toolbox 2 (Test) Powered by Oracle 11g - Employer
ity MO Utility Window Help
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Phone Numbers73 | FEIN: Return ———
Employer Name: urio: E ':l_:::cl's.le
Key Words: |contains Al > | status|Actve vl  Both
E"El Search | Add Emplayer | Ll LS ’7 ,'i:arch Ares r . .
Show Me Hero Flag: o = Office Statewide " Region
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iy Select Al | . Deselect Alll
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Total Selected:

Record: 1/1 ||
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4.  If more than one worksite is
returned identify the site that has
the employer’s web account.
Double-click on the correct site.
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| £:| Toolbox 2 (Test) Powered by Oracle11g - Employer
File Edit Mavigation Options Utility MO Utility Window Help

PORBPRAAOHIDECSVIFBEA BFECKSE « » m

[= ][ ]

@Emplorer
Emp Query ] Emp Summary l Emp Update l Letter ] Worksite Learning l Adv Query l
Phone Number|573 [S2ily FEIN: [Return
Legal
Ei Name: uno:
mployer Name:| & Worksite
Key Wurds:| |Cuntain5 All ﬂ Status:| Active x i Both
EL coarch Web Account: Search Area
= Show Me Hero Flag:|No -  Office Statewide  Region
Status Name Address City Last Job Ul o FEIN

| |Active |DWD TRAINING 421 EAST DUNKLIN JEFFERSON CITY (0210414 EX_OTH |44-3322110 -
| |Active |GREENSLIT INC 123 MAIN JEFFERSON CITY 028008 |55-4433221
[ |Active |GREENSLIT INC 163 MAIN JEFFERSON CITY EX_OTH
E A PHILS PHINE WHINE 421 DUNKLIN CLINTON 06053 | 028008 4
[ |active |ZEBRA TEST 127 MAIN JEFFERSON CITY 10426411 028008 |55-4433221
=
=
=
-
=
=
=

B4 Select Al | T2 Deselect Al Expart to Excel Total .'E‘velected:

Seven Digit Employer Phone Mumber (no spaces or symbals).

Record: 11
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5.  Click Emp Update tab

r

|£:| Toolbox 2 (Test) Powered by Oraclel
File Edit Mavigation Options Utility

PORBRALOM

Y Employer - PHILS PHINE WHINE

loyer
ty Window Help

QPSVEFHAQA BEECKSE « » @

Emp Query Emp Summary | Emp Update | Letter I Worksite Learning I Adv Query I

Ul D 0z3008 Worksite ID: |028 FEIN{55-4433221 | Ul Status: | 1 BUS: |County{Henry

PHILS PHINE WHINE Created:05/27/08 |Updated:|01/04/13| FCIL{ N | |union{ | size{ 10

PHILS PHINE WHINE NAICS:722511 | FULL-SERVICE RESTAURANTS

421 DUNKLIN Registers{TEST TWO | van. &

Contact Name: Phone/Ext Contact Group Email

CLINTON | mo] esras CATHY ALLEN-OWNER(573)751-1545 JOBS.MO.GOV i

Thiz employer is the greatest guy in the world. | |ED EMPLOYER-ACCOU|(555)555-5555 JOBS.MD.GOV |edward.employer@
_ | |STUART FIVE HUNDRE|(573)222-5555
>

Job Order

3| PNS - TEST Ul calls 4-29-13

Cloged 13|5taff-Assisted

Staff Assigned

CATHY ALLEN

9243545 Closed |05/31/13|PNS - TEST Ul calls 4-28-13 #4 04/20/13|Staff-Assisted| 1| 0] 0 CATHY ALLEN
9242588 Closed |04/20/13|PNS - TEST Ul calls 4-28-13 #3 04/29/13|Staff-Assisted| 1| 0] 0 CATHY ALLEN
9242527 Closed |04/20/13|PNS - TEST Ul calls 4-28-13 #2 04/29/13|Staff-Assisted| 1| 0] 0 CATHY ALLEN
9843416 Closed |04/28/13|PNS - TEST Ul calls 4-28-13 04/20/13|Staff-Assisted| 1| 0] 0 CATHY ALLEN
5708382 Closed |03/22/13|PNS - COL Poplar Bluff area 03-06-1303/05/13|Staff-Assisted| 1| 0| 0 CATHY ALLEN
5752502 Closed |01/22/13|PNS - COL Poplar Bluff area 1-15-13 |01/1413|Staff-Assisted| 1| 0] 0 CATHY ALLEN
J

lJob Orders: Open: 0 Entry: 0 Hold: 0 Maibox: 0 Closed: 105 Archive: 0 Total: 105 | . Mews Order | @ Save | 2 Cancel |

|Recnrd: 12 | | |

<0sC>
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Employer
File Edit Mawigation Options Utility MO Utility Window Help

PORBALAOMEIVATS2VIFRHEG BEHECKSHE « » @

¢ Employer - PHILS PHINE WHINE

6.

Click Rolodex icon

uiDfozao0s  |Worksitedo2s FEIN 554433221 | Office{CLINTON CAREER CENTER | County{Henry Next Contact: 6
NAICS:{732511 |FULL-SERVICE RESTAURANTS leFca n | ShowMe|  Union]  Status:[ 1 BUS:

r— Employer Name and Address Information

Ul Term Dt: Ownership:|Limited Liabili AS:|PHILLIP Y OUNG
PHILS PHIME WHINE Ere " | - I W_l ~ I ]
PHILS PHINE WHINE JEMal = NERE ... g2
Contact Name Phone/Ext Contact Group Email
Worksite Address: [~ Do Not Mail
421 DUNKLIN : CATHY ALLEN-OWNER(573)751-1545 JOBS.MO.GOV
ED EMPLOYER-ACCOU|(555)555-5555 JOBS.MO.GOV |edward. employern@
STUART FIVE HUNDREN(573)222-5555
CLINTON [lic [s473s
Mailing Address:
10899 COUNTY ROAD 459 Registers | 4 add
TEST TWO e
CLINTON [1c [ea73s -
Directory Names |
Web Addresses Isl 4 aud
Home Page | wrww . menbc. com J W — Delete
Additional Info: TEST _| = Ao
IThis emplover is the greatest guy in the world. il FIRST GROUP W — Dielete
Staff Assigned Info: Creste Employver Background Check Letter |
I Li @ Employment Tranzition TearrI Clone Employer | el @ Save | 3 Cancel

Date for next Employer contact

|Recnrd: 1M | |

<0SC>
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7. Click on the name of the
individual you are assisting. This
will display their User ID,
provide this to the account
holder.

NOTE: Do not provide login
information to anyone other than the
individual, whose name is associated
with the account, doing so violates
DWD Confidentiality Policy. This
policy can be found at
https://worksmart.ded.mo.gov/docu
ments/detail_view.cfm?MenulD=6&
ID=2857

e

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employer E@
File Edit Help
i ?
{5 Employer - PHILS PHINE WHINE
] 1 i i ]
ElT ¥ Contacts for Employer - PHILS PHINE WHINE(55-4433221)
D oz xt Contact:
NAIC5|- Contacts [~ Show Inactive e &
Erﬁ KURT KENNON-Owner ™ B ntact —é
e 'OUNG
PHIL CATHY ALLEM-Owner 63 + add B
PHIL OYER ! e Bize:| 1019 =
= [ielete -
Wor |STUART FIVE HUNDRED E mail =
21 (STUART FORTYFIVE :I
t 7 i
—* Contact Information ddress | empioyer@ -
con | Firsten 421 E DUNKLIN -
Mailir | Last|EMPLOYER
1088 | Titles| ACCOUNTANT /|| [JeFFERSON CITY | Juc Jes101 4 Add
Email|edward employer@employer. com —
CLn [ Do Not Email B
= Contact Group |
: Add
- Phonerex y 4 |JOEIE.MO.GDV =+
om
* Phone 1555555 5555 | i ‘ = Dekte
Addi Phone 2: | - [elete + A
I Fax:
his | : = Delete
Staff = User ID{GREENSLIT ) Reset Password (% save |,@ Close ‘
‘ 3 Cancel
Auto populated from employer registration
Record: 3/? =03C=
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8.

If the employer needs their
password reset click the Reset
Password button

e

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employer

File Edit Help

i ?
{5 Employer - PHILS PHINE WHINE
] 1 i i ]
EME (& Contacts for Employer - PHILS PHINE WHINE(55-4433221)
unn:oz Ixt Contact:
NAIC5|- Contacts [ Show Inactive e &
_ em |KURT KENNON-Owner [ Primary Contact — :‘
PHIL] JCATHY ALLEN-Owner [ Inactive 4 Add ,.DU_”'J - :
=T C0 EMPLOYER-Accounta nﬂ —_— pIZE10-15 >
= [ielete -
Wori | STUART FIVE HUNDRED E mail =
221 | |STUART FORTYFIVE | :I
t 7 i
—* Contact Information Address | empioycr@
con | Firstleo 421 E DUNKLIN -
Mailir | Last|EMPLOYER
1088 | Titles| ACCOUNTANT JEFFERSON CITY | Juc Jes101 4 Add
Email|edward employer@employer. com e——
CL [ Do Not Email Contact Group |
: Add
- _ ohonelFax — JOBS.MO.GOV =
om
® Phone 1555555 5555 | I 8 |I i ‘ = Dekte
Py Phone 2:| | ™ = [elete 4 A
This Fax: |
- * = [elete
Staff = User ID{GREENSLIT ) Reset Password | @ Save |,@ Close ‘
‘ 3 Cancel

Auto populated from employer registration
Record: 3/?

=05C=
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10.

Once the Reset Password button
is pressed Toolbox will popup
what the password was reset to.
Provide this to the account
holder.

Click Ok button

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Employer
File Edit Help

i ?
¥ Emplover - PHILS PHINE WHINE
i | i i W
EME & Contacts for Employer - PHILS PHINE WHINE(55-4433221)
U 02 xt Contact:
NAICS[ Contacts [ Show Inactive e E
_Er;1 KURT KENMON-Owner [ Primary Contact e é
PHIL CATHY ALLEMN-Owner I_ Inactive + Add — - -
SRR £0 EMPLOYER-Accountant = boee | peelin-ie =l
— E|E[e .
. STUART FIVE HUNDRED Fmail &
421 | |STUART FORTYFIVE [ :I
reria
—* Contact Information — employer@ I
oo | Firstlep Forms x| - |
Maiir | Last[EpLOVER Q Password resetto SPRING -
08| medaccounTant 0 | T 8¢ _bi 4 Al
Email| edward employer@employer. com QK ——
CLIN I Do Not Email o
Y Add
 erone/Fax JOBS.MO.GO =+
Homi Ext | I 8b I P ‘ — Delete
* Phone 1:|(555)555-5555 | [ =+
o] Phone 2:| | | = [clete & Add
— Fax:li
his | = [elete
Staff = User ID:|GREENSLIT @ Rezet Passwor | @ Save |g Clnze ‘
| 3 Cancel

Record: 0/1
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DWD Training May 2014

Page 9




11.

This completes assisting a
Jobs.mo.gov employer account
holder.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Employer
File Edit Help

P ?
& Employer - PHILS PHINE WHINE
] 1 1 1 ]
EMP ¢ Contacts for Employer - PHILS PHINE WHINE(55-4433221)
ulD; 0z Ixt Contact:
NAICS[ Contacts [ Show Inactive -
- E.ﬁ KURT KENNOM-Owner [ Primary Contact EE— E‘
PHIL CATHY ALLEM-Owner I_ Inactive + add L - -
SRR D EMPLOYER-A = oo | pizefioe
== [elete ¥
Wors | |STUART FIVE HUNDRED E mail =
251 | [STUART FORTYFIVE | :I
H reri
—* Contact Information Address EL IV -
con | Firsteo 421 E DUNKLIN -
Mailir L.ast:|Er,l|p|_UYEp_
10851 Titles| ACCOUNTANT JEFFERSON CITY | Juc! Jes101 4 Add
Emﬂi|3|e-dward.empluy&r@&mplu',rer.cum —
CLn [ Do Not Email omiieact g |
Y : chcl
g  honaiFax = |JUEIS.HU.GDV =+
omi
* Phone 1:|;555)555-5555 | | = add ‘ = Delete
Adgil | Phone 2| | [ = Delete 4 A
This Fax: |
. == [ielete
Staff  User ID:|GREENSLIT Q Reset Password @ Save |,B Close ‘
‘ 3 Cancel

Auto populated from emplayer registration
Record: 3/?

=03C=
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