
 

Automated Seeker Notification 
 

This desk aid will cover how to send Automated Seeker Notifications to job seekers. Seeker notifications are sent by e-mail only, notifications will only be sent to 
those job seeker who have chosen to be contacted about job openings. 

 

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

 

DWD Training May 2014 Page 1 

 



 

 

 

 

 

 

 

 

 

1. Click Job Order icon 
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2. Enter Search Criteria-There 
several methods to search by  

a. Phone Number-Employers 
phone number. 

b. Job Order Number-Job order 
number you are trying to 
locate job seekers for. 

c. FEIN-Employer Federal 
Employer Identification 
Number 

d. Employer Name-Name of the 
employer you are working 
with. 

e. UI ID-Employer’s Missouri 
Unemployment Number. 

f. Key Words-Words that can 
help you locate the job order 
you are working with. 

3. Click Search button 

 

 

NOTE: The Adv Query tab may also 
be used to search for job orders 
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4. Click Seeker Matching icon 
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5. Toolbox will populate the 
following fields. 

a. Sort Order-Default is Last in 
First Out. This means the 
most recent job seeker 
registered in the system will 
be the first records returned. 

b. Status-Active Only is the 
default. This means active for 
employment exchange. 

c. Outputs-Default is View List 
to send a seeker notification 
the output must be changed to 
Scratch Pad. 

d. Search Area-Default is Office 
Area, If you wish to search 
by Counties or Zip Code you 
must change Search Area to 
Statewide. 

e. Job Number-This is the job 
order number for the job that 
staff is matching job seekers 
to. 
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f. Job Order Requirements are 
populated by the system. 
These are the requirements set 
within the selected job order. 

NOTE: You can add additional 
requirements or you can remove 
requirements depending on your need. 
This does not change the job order 
itself. 

6. Click Adv Search tab- Skip to 
step 9 if you are not seeking 
veterans only, or are searching 
only for individuals within a 
specific program.  
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7. Special Programs-Check which 
Special Programs you are 
searching for. 

8. Veterans-Check which Veteran 
group(s) you are searching for. 

9. Click Search button 

 

 

 

7 

8 

9 

DWD Training May 2014 Page 7 

 



 

 

 

 

 

 

10. Num Available-This displays the 
number of job seekers who match 
the criteria set in the job order.  

11. .Click Save button 

 

 

 

NOTE: If the Num Available is small 
like in this example, you can work with 
the employer to determine if they are 
willing to loosen their qualifications to 
widen the pool of job seekers available. 
If the number is too large, it may be 
necessary to work with the employer to 
tighten up their requirements to reduce 
the pool of applicants.  
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12. This completes the Automated 
Seeker Notification process 
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