MISSOURI

AssIst Jobs.mo.gov Job Seeker
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 Job Seeker Jobs.mo.gov user with logging into their account.
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1. Click Find Seeker icon

Record: 11
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2. Enter Search Criteria

3.  Click Search button

| £ Toolbox 2 (Test) Powered b

File Edit Mavigation Optio

POBE RS IF

[ ][ e

=11g - Seeker
ity MO Utility Window Help

AR SVIFEE BFECKSE « » @

{1 Seeker Screen el
Find Seeker | Seeker Info l Des Jop Title } EdufCert l Work Histur'_.'} Referrals Gare Enroll l Other l Serateh Fad l Sy F‘.Eferral] Adv. Query
—s Coiesi

Default Screen
55N Phone:|573 | _
Name " Seeker Info " Referral History ™ Assessment
Last:| " Desired Job Title i~ Scratch Pad History ¢ Eligibility
) i i i ' i . i
= | Middle: l_ Education/Certifica... Testing Funding
_ ’7 " Work History ™ Service History " Employment Plan
Date of Birth: " Other ™ Initial Interview " Change History
App ID: DC.N:l
Web User Id:
Email:lil E'El Search | @ Partizl Erﬁr',-'|
Seeker Name Statu Type Address CityiState/Zip DoB

J

Enter seekers SSM
Record: 111

=03C=
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4.  If more than one job seeker is
returned identify the correct
seeker record then double-click
on the correct site.

e

| £ Toolbox 2 (Test) Powered by Oracle11g - Seeker
File Edit Mavigation Oplions Utility MO Utility Window Help
PORBRAOAITOAURSVEFEAG BECKSE « » E
@Seeker Screen - | AM A EXAMPLE |l (#H-H-3144)
Find Seeker lSBBkEI’ Inful Des Job Trtle] Edu/Cert l Work Histur:,rl Referrals l Core Enroll l QOther ] Scratch Pad] Sve Referrall Adv. Query

[ EDWARD GREEMSLIT (573)522-3017

(= ][E ]

EXAMPLE Il 1 AM A
EXAMPLE IV, | AM A

123 MAIN
12345 MAIN

JEFFERSOM CITY, MO 65101

JEFFERSON CITY, MO 85101

— Search Criteria
Default Screen
SEN: Phone: .
Name [+ Seeker Info " Referral History " Assessment
Last[EXAMPLE " Desired Job Title " Scratch Pad History {  Eligibilty
First:[| AN Middle:| " Education/Certifica... ¢ Testing " Funding
- Ii " Work History " Service History " Employment Plan
Lozoas " Other " Initial Interview (" Change History
App ID; DCH
Web User Id:
Ernail:li E‘El Search | @ Partial Entr\_.n'|
Seeker Mame Status| Type Address CityiState/Fip DOB
EXAMPLE I, | AN A I 123 MAIN JEFFERSON CITY, MO 65101 12/011968 |

09011594

1 ¢ |

Enter seekers SsSN
Recard: 11

=035C*
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5.  Click Web Info button

NOTE: If there is no Web Info
button then the job seeker does not
have a web account for jobs.mo.gov.
The job seeker will need to go to
jobs.mo.gov to create one.

e

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Seeker
File Edit Mavigation Options Ltility MO Utility Window Help

PORBRAAOAIVDAESVIFEHE BRHCKSE 4 » M

@Seeker Screen - | AM A EXAMPLE [I(#8H-3144) | EDWARD GREEMSLIT (573)522-3017

Find Seeker Seeker Info l Des Job Title ] Edu/Cert l Work History l Referrals l Core Enroll ] QOther l Scratch Pad l Sve Referral l Adv. Query
[ Mame and Address Information Maiing Address: Street Address:
i A | [ExAMPLE 0 123 MAIN |
Phone Numbers | |
’7Hﬂme:| Celt] |IEFFERSON CITY [uc [ss101 | [
Wnrk:| {Jther:| Bad Address/  Homeless[~ Emait|

r— Personal Information — Seeker Status

Date of Birth: 12/01/1995 Age{ 18 | [V Searchable Stetus _ Date Lok Updale Workkeys ID:

o ™ Deceased Emp Exchange:|Active  [05/07/14] 0507414
Gender:| [V Share resume Case Management| Active Next Appt: i

— Veteran Information ul E-Bn vear Beg Dt:{Inactive | | Mext Task:

et Status: |4 - Hone - | Transition:|Retirement - Diglocated Date: [ EB

Actual Enroliments Possible Enroliments
¥ Recently Separated Served From|_ServedTo | ||10b Contacts!
. . c -

[ Served in Campaign 0&/08/1937 | 05/02/2014 N < 123635500

[ Print on Summary (Resume} | | . DCN:

[ Service Ended by Disablility | “ 1| Trainee ID#

[ Spouse of Deployed Guard/Reserve or spouse deployment | [ Services Provided

ended within the past year Date Typef E

=

Counselor Web
Counselor Web

05/07/14|JobsMoGov S 5 frch

05/07/14 | Job Referral eyl

Employment Counselor .
Bran c:h:| I

Have you attended a TAP workshop Show Me HerulT

in the past 36 months? ) - ) 05/07/14|Job Referral I Counselor Web
Status Verified| D5106/14 | JobsMoGov Self Jofgsearch Counselor Web -]
Source: |Counselor Web | Partial Seeker
[ Restricted [ SSN Discrepancy {Er wieb Info {% Save | ¥ Cancel

Query Returned no Rows!
Record: 11

=05C=
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6. The Web Info popup provides
the job seekers

a. Security Question
b. Answer

c. Web Username
d. Reset Password

7. If the job seeker needs their
password reset click the Reset
Password button

LLbnn OT U OPKTORCE | IEVEINN I EAT [agy T pan) T 1

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker EI@
File Edit Help
i3 2
@
@Seekerﬁcreen—l.ﬁmAEXAMF'LE NiFE-#-3144) | EDWARD GREEMSLIT (573)522-3017
Find Seeker Seeker Info lDe:s.Juh Trtlel Edu/Cert l Work History | Referrals ] Core Enroll l Other l Scratch P‘adl Sve Referrall Ady. Queryl
[~ Name and Address Information Wailing Address: Sireet Address:
[l &m | [ExampLE [123 AN |
Phone Numbers | |
Home:| celt| [JEFFERSON CTY Iuc [e5101 [ [
Work] Other Bad Address|  Homeless|  Emai:|
r— Personal Information — Seeker Status
Date of Birth:| 12/01/1995 Age: ¥ Searchable Status _ Date Last Update Workkeys ID:
o [ Deceased Emp Exchange]Active [ 05/07/14] D5/07/14
Gender| 1 ¥ Share resume Case Management|Active Next Appt: Time:
— eteran Informaticn Ul Ben ear B l:l Mext Task:
Vet Status:|| - None « | Transition:|Retirement - Dislocated [ |EB
B ctual Enroliments Possible Enroliments

[+ Recently Separated Served Froml Served To | Iok Contacts:
. . C -
[ servedin Campaign 0a/0eM 987 | 050252014 il hpp 103123638529

[ Print on Summary (Resume) | l —

(= WEB INFO
[~ Service Ended by Disablility ﬂ & _ _
[ Spouse of Deployed Guard/R = ecurtty Question ‘What is the name of your first pet?

ended within the past year S nent Counselor .
Branc ‘dﬂ'g I

Have you attended a TAP workshop Show Web Username: |EKAM PLENI
in the: past 36 months? |ho - Status \

Q Reset Password @ Save

Source: |Counselor Web || Part

™ Restricted [ SSN Discrepancy e - @ Save | 3 Cancel
7

Recaord: 111 ﬂ
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8.  Once the Reset Password button
is pressed Toolbox will popup
what the password was reset to.
Provide this to the account
holder.

9.  Click Ok button

10. Click Close button

LG DT WY OrKTOCE | IEWSI ORI ENT

|£: Toolbox 2 (Test) Powered by Oracle 11g - Seeker E@
File Edit Help
i ?
@SeekerScreen—lﬁ.MAEX-"«MF‘LE NI(EE-A-3144) | EDWARD GREENSLIT (573)522-3017
Find Seeker Seeker Info IDesJu-b Trtlel Edu/Cert l Work History | Referrals ] Core Enroll l Other l Scratch Pad] Swe Fteferrall Adv. tluery]
— Name and Address Information Wailing Address: Sireet Address:
[1 & | [EXAMPLE 1 [123 MAIN |
Phone Numbers. | |
’7HDmE:| Celt| [JEFFERSON CITY [uc [ss101 [ B
Work] Other. Bad Address| Homeless| Emai:|
r— Personal Information Seeker Status
Diate of Birth:| 12/01/1995 Age: [+ Searchable ‘ r Status Date Last Update Workkeys ID:
[ Deceaszed Fmn Fxrhanoe|betive neTH 4 05074
Gender] 1 ¥ Share res Forms x| Next Appt: Time:
r— Veteran Information Q Password reset to SPRING Mext Task:
Vet Status:|l - None ~| Transition:|Retirement - n
loliments Possible Enroliments
I Recently Separated Served From| Served”
[” Served in Campaign 08/06M587 | 05/02/20
[ Print on Summary (Resume) | l e
WEB INFO
[ Service Ended by Disablility @
Security Questi
[ Spouse of Deployed Guard/Reserve or spt curity Question |yyp 2 of your first pet?
ended within the past year . e pent Counselor -
Branch: dog I
Have you attended a TAP workshop Show M Web Username: |E;(Ar.1F‘LEIII |
in the t 35 months?
pas No = Status\ @ Reszet Pazswaord |® Save |B Cloge | %:j
Source: |Counselor Web [ Par !
[ RESTILGT-BU ||_ SSN Discrepancy @ Wiek Info (_':3? Save 3 Cancel
Record: 01 =05C=

DWD Training May 2014

Page 7




¥
| £ Toolbox 2 (Test) Powered by Oracle11q - Seeker E@
File Edit MNavigation Options Utility MO Utility Window Help
A% L g
POGBBRAAFOATIVEACSVERBNEG BRHECKSE « » M
@Seeker Screen - | AM A EXAMPLE |li#H-#H-3144) | EDWARD GREEMSLIT (573)522-3017
Find Seeker Seeker Info lDEsJuh Trtlel Edu/Cert l Work Histﬂryl Referrals ] Caore Enroll l Qther l Scratch Pad] Sve F-teferrall Adv. Query
(— Mame and Address Information Mailing Address: Street Address:
|t A & [ExamPLE W 123 MAN |
Phone Mumbers. | |
Home:| Celt| [IEFFERSON CITY [mc [6s101 [ [
Work] Other| Bad Addressl  Homeless|  Email|
. .- r— Personal Information — Seeker Status
11. This completes assisting a Date of Birth:] 1210111995 Age{ 18 | [V Searchable Status _ Date Last Update Workkeys ID:
. 2 C
Jobs.mo.gov Job Seeker account Gender] M [ Deceased Emp Exchange: Active _[05/07/14] 0S/07H4
hold : IV Shareresume || Case Management|ctive Next Appt: Time:
older. — etaran Information Ul Ben Year Beg Dt{inactive | | Next Task:
‘et Status:]N - None - | Transition:| Retirement = Dislocated Date: | 'EB
Actual Enrollments Possible Enroliments
V¥ Recently Separated Served From| ServedTo |  ||Job Contacts]
. . c -
[ served in Campaign 08/06M1987 IJ 502201 4 bpp ID]3123638529
[ Print on Summary (Resume) | DCN;
[ Service Ended by Disablility Trainee 0¥
[ Spouse of Deployed Guard/Reserve or spouse deployment | Services Provided
ended within the past year Date Type of Service Employment Counselor o
Bran c:h:| ﬂ 05/07114|JobsMoGov Self Job search Counselor Web l
Have you attended a TAP workshop Show Me HerulT 05/07/14|Job Referral Counselor Web
in the past 36 months?[1q - . 05/07/14|Job Referral Counszelor Web
Status Verified | 05/06/14 | JobsMoGov Self Job search Counselor Web -
Source: |Counselor Web [ Partial Seeker
m Restch‘ted |r 55N Discrepancy @ Web Info @ Save ‘ 3 Cancel
Query Returned no Rows!
Record: 11 =05C=
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