
 

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 
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2. Enter Search Criteria (Phone is 
suggested method) 

3. Click Search button 
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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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5. Click Emp Update tab 
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6. Click Rolodex icon 
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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?MenuID=6&
ID=2857 

 

 

 

6a 

DWD Training May 2014 Page 7 

 



 

 

 

 

 

 

 

 

 

8. If the employer needs their 
password reset click the Reset 
Password button 
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9. Once the Reset Password button 
is pressed Toolbox will popup 
what the password was reset to. 
Provide this to the account 
holder. 

10. Click Ok button 
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11. This completes assisting a 
Jobs.mo.gov employer account 
holder. 
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