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Creating a Correspondence Group

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

A correspondence group will allow you to create a list of employers to easily communicate with, or to write a service note in mass.

DWD Training June 2014 Page 1



Creating a Group

1. Click on the Utility Menu
2. Choose Group

Business Management Report
Employer Contact Summary
Move Employer

Employer letters

Move Job Order

Delete Job Qrder
Infarmation Cards

Info Card Mass Entry
Seeker Partial Entry

Groups

Registers

Daily Job Order

Petitions

MNEGS

Mass Layoffs

Waorkshops

Edit Tool

MissounCarearNoerce.com /. §
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Enter Title you wish to name
the group

Double-click in the Office
field (This will bring up a list
of values)

Choose the office you wish to
tie the group to (this should be
your office)

Click Ok button

Double click in the Active
Date field (This will bring up
a calendar)

Select the date you want the
Group to become active,
default is date the group is
created.

Click Ok button

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Correspondence Groupings

File Edit Mavigation Utility MO Utility Window Help

¥ Date List of Values

== June 2014

Sun |Mon | Tue |Wed | Thu | Fri | Sat

POCHBRASFORAIVABSVIHEA g, Sl s e e el
‘@Cmespmdence@mupings ngg,’%gg
— Correspondence Grouping Search FEW’Z_E’?F
Title:| I 3 I E@ Search 4 [ [
r— Correspondence Groupings | /4 = | et |
| Title | Office | Active 4fe |inactive Da

| Offices x| |
| Find|% |

Office -
| ARNOLD GAREER GENTER | + Al
| BRANSON CAREER GENTER |

CAPE GIRARDEAL CAREER CENTER
| 5 CENTRAL OFFICE |

CHILLICOTHE CAREER CENTER
| CLINTON CAREER CENTER |

COLUMBIA CAREER CENTER
| HANNIBAL CAREER CENTER | |
| Eind Cancel |
| 11 |

I—I {3? Save ‘ 3 Cancel | ’@ Cloze ‘
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10. Click Save button
11. Click Close button

Group has been created.

File Edit Mavigation Utility MO Utility Window Help

POBBAAFOAI VAR VIEFREG BECKSE « » M

11

10
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Adding
Employer/Organization to
the Group

12. Click Employer icon

File Edit

avigation Utility MO Utility Window Help

POHBALAOMEIVEAGSVEIRERNE BECKSE « » M

E5

MissounCsrearioeree. com f !
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13. Enter search criteria.

14. Click Search button

|£:| Toolbox 2 (Test) Powered by Oracle11g - Employer
File Edit Mavigation Options Utility MO Utility Window Help

PCABALSOMIVACSVIFRAA BHCKSE « » @

@Employer
Emp Query I Emp SUmmary l Letter l Worksite Learmng \ Adv Query \
Phone Number:lﬁ FEI: Return
Employer Name:l Ui ; L_E?:rils.'rte
Key Wurds:| |Cuntﬂins Al ﬂ S’EﬂtUEm ™ Bath
E@ Search | Add Employer ‘ Web Account. Sl:arc:h Area . :
Show Me Hero FlagNe v Office " Statewide (" Region
5 Name Address City Lastlob| UIID FEIN
E
=
=
=
=
=
-
=
-
=
=
=

<y Select All | 2 Deselect Al

Export to Excel

Total Selected:

=8 Nl
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15. If more than one employer is

| £ Toolbox 2 (Test) Powered by Oracle11g - Employer
File Edit Mavigation Options Utility MO Utility Window Help

PORBASOMKIVOABSVIFHEA BECKSE v @

& Employer

Emp Query l Emp Summary l Emp Update I Letter l Worksite Learning I Adv Query l
Phone Number:lﬁ FEIN: Return
Employer Name:|DIS Ul ID: L: t:f:;ﬁe
Key Words:| Contains Al v Status] Active 2 ™ Both

g : Search Area
EE Search ‘ = Add Employer | b Account: . .
& Hero Flag:| Mo = i+ Qffice " Statewide ( Region

Status Name

Address City LastJob| UIID FEIN

=8 Mo 54

returned double click on the .Jl.l::ti'.-'& DISABLED AMERICAN VETERANS C/TEST RECORD JEFFERSON CITY 111111 |12-3456788 -
employer record you wish to [ |Active |DISCOUNT FURNITURE UL JEFFERSOM CITY EX_OTH
access. B
=
-
=
=
=
=
=
-
=
-y Select Al | T4 Deselect Al E:xpart to Excel Total Selected:
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16. Click Emp Update tab

v

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

Window Help

[o][® /s

PORBRASPOH g TSV FRHEA BHECKSR « » M@
@Employer - DISABLED AMERICAN 2 CHAPTER 17
Emp Query Emp Summary l Emp Update ‘ Letter l Worksite Learning I Adv Query l
UIID:111111 | Worksite ID: 005 FEIN{12-3456789 | Ul Status: | 1 BUS: |County: Cole
DISABLED AMERICAN VETERANS, ERNESTINE SCHUMANN-HEI Created:07/14/05|Updated: 06/10/14| FCIL{ N | Union] | Size 1
DISABLED AMERICAN VETERANS CHAPTER 17 NAICS:{313410 CVIC AND SOCIAL ORGANIZATIONS
TEST RECORD Registers: | s,
Contact Name Phone/Ext Contact Group Email
JEFFERSON CTY | [wof [est02 TEST TESTER (573)522-3017 Other .
: [
- .
Job Order Status | St Date Job Title COpened Source  [Open| Ref | Hire Salary Staff Assigned
1] Lol
iob Orders: Open: 0 Entry: 0 Hold: 0 Maibox: 0 Closed: 0 Archive: 0 Total: 0 | ) New Order | (% save | X Cancel |
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17. Double-click in
Correspondence field (This
will bring up a list of values)

18. Choose the Group you wish to
use.

19. Click Ok button

[ £ Toolbox 2 (Test) Powered by Oracle 11g - Employer
File Edit Mavigation Options Utility WO Utility Window Help

PORABRA7O0MIVEARS2VIHNEG BRCKSE « v @

@Employer - DISABLED AMERICAM VETERANS CHAPTER 17

Emp Query l Emp Summary

l Letter

fo o s

Emp Update l Worksite Learning l Adv Query l
UID{111111  Worksites/pos FEIN:{12-3456789  Office] JEFFERSON CITY CAREER | County: Cole | Next Contact
NAICS:
813410 [CIVIC AND SOCIAL ORGANIZATIONS |  arsssansanesarsioics x| [t BUS
r— Employer Name and Address Information AS |
DISABLED AMERICAN VETERANS, ERNESTINE SCH
Find|% NCRC..  Sizef1-s -
DISABLED AMERICAN VETERANS CHAPTER 17
Grouping = Group Email J
Worksite Address: [ Do Not M‘I GREENSLIT OUTREACH ORGANIZATION o
|TE5T RECORD BOBBIE'S MEC LIST -

|[EFFERSON CITY

Inc [es102

CATHY'S

FCJL -JACKSON COUNTY
FIRST GROUP
FRAMNK-SW REGION

S e EE GFMANAGEMENT —|

TEST RECORD MEC 2 " 4 add

| Find -gK Cancel T =
[IEFFERSON CITY Inc|[es102 e e — SEEE
| Web Addresses - \lli 19 | + Add

| | J —| == Delete
| | Correspondence Groupingz |

Additional Info: _| = Add

| | == Delete
Staff Assigned Info: Create Emplover Background Check Letter ‘

| ﬂ @ Employment Tranzition Team| Clane Employer ‘ @ Save ‘ 3 Cancel
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20. Click Save button

Follow steps 12-20 to add additional
employers to the group.

-

T

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

File Edit MWavigation Options Ulility MO Utility Window Help

POBBRAOMIVATSVIFEE BISCKS® « » |

‘@Emﬂwu-mmmmmmmsm 17

Emp Query | Emp Summary Emp Update |

Letter | Worksite Learning |

o] @ ]

Adv Query |

U I]:|1 11111 WDH:SIEZIDI]E FEN:I12—345ET89

NAICS 513410 [CIVIC AND SOCIAL ORGANIZATIONS

Office; JEFFERSON CITY CAREER | County: Cole NextContact|
leFcaf v | showMe| Unon] Staws:[1 BUS:|

— Employver Name and Address Information Ul Term Dt U'HI'I'BFS-thIF'F'I‘u'EtE Sector A.SZI é
DISABLED ANERICAN VETERANS, ERNESTIE SCHUMANN | | < s
eferred Contact Method: NCRC ..  Sizefq-4
DISABLED AMERICAN VETERANS CHAPTER 17 = =
Contact Name Phone/Ext Contact Group Email &
Worksite Address: I Do Not Mail J
OMESEe ACCTESS TEST TESTER (573)522-3017 Other -
TEST RECORD j
JEFFERSON CITY [mc [es102 -
Mailing Address:
TEST RECORD Registers | + A
JEFFERSON CITY [mc fes102 ﬂ — OEED
Directory Namez
Web Addresses & 4 Add
J = [elcte

- J Correspondence Groupings :
Additional Info: REENSLIT OUTREACH ORGANIZATION 20 I + Add

Staff Assigned Info:

== [le|cte

Create Emplover Background Check Letter |

E
-

@ Employment Transition Tearrl Clone Employer | {3? Save | 3 Cancel
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Query Correspondence
Group

21. Click Employer icon

avigation Utility MO Utility Window Help

POBBALAOMIVEARSVIFEE BECKS S| « » M

7

MissouriCarearSoaree. com 2 :I'
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22. Click Adv Query tab

i

|£:| Toolbox 2 (Test) Powered by Oracle11g - Employer

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAPOMIVARSVIFE® E

‘_ 0

ol i
G Employer
Emp Cluery l Emp Summary; l Emp Update ‘ Letter l Viorkeite Learning I Adv Query ‘
Phone Number:|572 FEIN: lEfﬂurn
] l— Leqal
Employer Name.l uno: " Worksite
Key Wards:| |Contains A~ Status:|Active - " Both
. Search Area
E‘El Search Web Account: . .
Show Me Hero Flag:|No - * Office  { Statewide  Region
Status MName Address City Last Job o FEIN
E
|
|
|
|
|
|
|
|
|
|
|
-ty Select 4l | " Deselect Al Export to Excel Total Selected:
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23. Click Groups tab

NOTE: If necessary you can select
search criteria on the Demographics
tab. If you’re responsible for more than
one office, you will need to select

|£: Toolbox 2 (Test) Powered by Oracle 11q - Employer
File Edit Mavig jons  Utility MO Utility Window Help

(o[ @]

.

PORBETFORIVERSVIFEE BIFECKSR « » @
EEmployer
Demographics l Groups \
) - Search Areg —— — Counties ———— Zip Codes
- posmet I oftee [eremson =] —
N CRegon | -] ﬁ } }
" Statewide
Ownership:| ﬂ FC.IL:| ﬂ ik | |
- Job Orders Within Wths | | |
Created Frurn:| Tu:| Status: |Actp.re ﬂ | Fua —
Email: |Both | OpenJO's Only: [ Show Me Hero: [ oo Wi E O

3 Clear ‘ E@ Search ‘

statewide for the search area to pull - Lame ZadrEss city =l 20 Sz lE'_C N
your entire correspondence group. You = =
can also pull a query based off a - r
specific county or zip code if - =
necessary. ~ r
[ |

r r M

-1ty Select Al | ~L1 Deselect .-'lkll|
Total Employers: 0
(f} WEL: Mailing @ Print Repnrt| % Send Latter | Export ta Excel ‘Q Addto Group |<§ Addhote | Lo &mmm:i,
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24. Double-click in Corr Grp
field (This will bring up a list
of values)

25. Choose the Correspondence
Group you with to use.

26. Click Ok button

i

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

[ & s

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAA7OHIVACPSVIFEEA BRECKSE « v I

g Employer
Demographi oups l
24
Ftegistel | NEG: |
| RR Register:
Corr Grp: [ Al RR Registers
Correspondence Groupings x| |
Contains All Findl%
Contact Type:
Grouping | =
BOBBIE'S MEC LIST
CATHY'S
FCJL -JACKSON COUNTY B Clear L Search
FIRST GROUP o 2l
Hame FRANK-SW REGION Size
u GFMANAGEMENT = o
GREENSLIT OUTREACH ORGANIZATION
| MEC hd |
r Find Cancel r
[ |
[ | |
[ I 26 I B -
H
< Select Al | i Deselect A|||
Total Employers: 0
‘;f} MEE: Mailing & Print Repnrt| % Send Letter | Expart to Excal |@ Add 1o Group |<§ AddNote | e -
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27. Click Search button

[

-

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Employer E@
File Edit Mavigation Options Utility MO Utility Window Help
PORBRAOMIVAC2S2VIFRHNEG BFECKSE « » M
EEmployer
Demographics Groups l
Registers:| NEG: |
| RR Register;
Corr Grp: |GREENSLIT OUTREACH ORGANIZATION [~ All FR Registers
[ Mass Layoff: |
Contains All
Contact Type: |
v
z’ Clear | E‘E Search |
Mame Addrezs City FEIN ulp Size BC
[ [ -
| [
| [
| [
| [
| [
u [ e
<1y Select Al | i Deselect A|||
Total Employers: 0
& WEL: Mailing cf} Print Repnrt| @E, Send Letter | Export to Excel |Q Add to Group K% AddMate | - %Edﬂd:a
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28. All employers tied to your
correspondence group are
returned.

Write a Single Service Note
for Multiple Employers.

29. Place a check mark in the
checkbox next to the
employers you wish to write
the note for, or choose the

Select All button
29

P

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

File Edit Mavigation Options Utility MO Utility Window Help

‘@Employer
Demographics | Groups |
Staff: | |Assigned ﬂ
NAICS:
|
Dwnership;| =l o |
Created Frum:l Tu:l Status: |Act'r'.fe ﬂ

Email: |Bgth w| OpenJO's Only: [ Show Me HI I

Search Area

{+ Office |JEFFERSON ... =
" Region -

" Statewide

Job Orders Within Wths |

28

— Counties ————— Zip Codes
| |
| |
| | |
| |
| |
| " Mail " Worksite * Both

o/ -]

‘ E‘E Search

Z{ Clear

Il ~MERICAN LEGION AUXILLIARY - DETEST DRIVE

JEFFERSON CIT

12-3456789

oTD Size
111111120 -

[~ |DISABLED AMERICAN VETERANS CHTEST RECORD JEFFERSON CITY| 12-3456789 111111 T
_»F [MARNE CORPS LEAGUE TEST JEFFERSON CITy EX_OTH[10 [
W 123 TESTER JEFFERSON CITY| 44-0474280 009438|1 r
[ [VFW DEPT. OF MO TESTING THIS JEFFERSON CITY 14-1111111]  11111(50 r
| |
B B v
iy Select Al ‘ i Deselect AII|
Total Employers: 5
é} MEC hailing & Print Repnrt| 6:\15 Send Letter | Export to Excel |Q Al to Group |<§ Addlote | e .
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30. Click Add Note button

I

| 2| Toolbox 2 (Test) Powered by Oracle11g - Employer
File Edit Mavigation Options Utility MO Utility Window Help
PCHBAIOHEIDVARSVIFREABRECKSR| « » M

¢IEmployer
Demugraphiu:s‘ Groups l

oo

Staff: | | Acigned <] [ SearchArea —— r— Counlies — Zip Codes
* Office |JEFFERSON ... x | |
“AES:I CRegon | ] | I I
anership:l ﬂ FC.IL:| ﬂ  Statewide l— | |
) ) — Job Orders Within| ~ Mths | | |
Created Frum.l Tu.l Status: |A|::t|1.fe ﬂ
Email: Both ~| Open JO's Only: [~ Show Me Hero: [~ | © Mail T Worksie * Both
j Clear | E‘E Search |
| Name Address City FEIN ulD Size BC |
v |AMERICAN LEGION AUXILLIARY - DETEST DRIVE JEFFERSON CITY| 12-3456789| 111111[20 N -
I/ [DISABLED AMERICAN VETERANS CHTEST RECORD JEFFERSON CTY| 12-3456788 1111111 I_
¥ [MARINE CORPS LEAGUE TEST JEFFERSON CITY EX_OTH|10 N
v [VFw 123 TESTER JEFFERSON CITY| 44-0474290 0094391 I_
& \/FW DEPT. OF MO TESTING THIS JEFFERSON CITY| 111111111 11111/50 0
| [
r u -

iy Select Al ‘ i Deselect AII‘

cf} MEL Mailing

CE} Print Repnrt| Q:\b Send Letter |

Export to Excel |Q Sdd to Group |<§ Sl MNote

Total Employers:
Total Selected;
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31. Click Drop Down Arrow

32. Choose the Contact Type

[

File Edit Mavigation Options

PORBR SO

|£: Toolbox 2 (Test) Powered by Oracle11g - Employer
= Utility Window Help

RSV BROKSR « > M

B=3 Bl =

op—
& {3 Multiple Note Create
Der
- *Contact Type:| NN ~ — Counties ——— Zip Codes
+ Subject] : 0N . v | |
NAI #lotes| | Email < = | |
FAX | I I
o 32
In Perzon . Mihs | | |
Cre: [ail
| " Mail © Worksite * Both
Phone
=
Fl:llluw-upl— Zr Clear | EEl Search ‘
Date: - -
[ ity FEMN ulD Size BC |
v (% Save ‘ 3 Cancel | RSON CY| 12-3456789] 11111120 r u
v RSON CITY 12-3456788) 1111111 N
v [MARINE CORPS LEAGUE TEST JEFFERSON CITY EX_OTH|10 u
v [VFW 123 TESTER JEFFERSON CITY| 44-0474200 009439[1 u
& \/FW DEPT. OF MO TESTING THIS JEFFERSON CITY| 11-1111111 ]
| |
[ |

<ty Select Al ‘ ~_ Deselect AII|

gf} MEL Mailing

& Prirt Repor‘t| % Send Lefter |

Export o Excel ‘@ Add ta Group |<§ Add hote

Total Employers: 5
Total Selected; 5
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33. Enter Subject
34. Enter Notes

35. Click Show Purpose List

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

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRALPOAIVAGSVIFRNR BHCKSR « » M

o/ a0l

e
& {3 Multiple Note Create
Der
rF
* Contact TypeTZEE0 M - | rl
StE I
* Subject <= ]
i * Notes: - B |
-
34 |
" |
ol lite = Both
- |
] |
Follow-up — W | > i Search
Date: T C
|: 35 = Showr Purpose List C
Save ‘ Cancel i -
i @ X -_:J_J-J Select &l |~ DeSelect Al
p 2
v [MARINE CORPS LEAGUE TEST JEFFERSON CITy EX_OTH|10 -
v [VFW 123 TESTER JEFFERSON CITY| 44-0474290) 0094331 r
g VFW DEFT. OF MO TESTING THIS JEFFERSON CITY 11-1111111 E
[ |
r [ M
-1y Select Al | i Deselect A|||
a Total Employers: &
gf} MEL: Mailing ‘;f} Prirt Repnrt| % Send Letter | Export to Excel ‘@ i to Graup |< B AGANGE | oo cotocten: :
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36. Choose the Purpose(s) of the
visit with these employers.

37. Enter a Follow-up Date if
necessary. This will create a
task on your scheduler for the
date entered.

| £ Toolbox 2 (Test) Powered by Oracle11g - Employer

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAOAIVACGSVEFER BECKSE « » M

e
gi ¢#Multiple Note Create
r

NAN

o

Cre:

*Contact T‘_.fl:l-Elen Perzon ﬂ

(=] O =]

I [100 Missouri Miles

* 5ubjec1:|0utreach

u |A55ist with Recruitment

* Notez:|Met with service organization leadership to set up a time that| |
can come out and work with veterans on site.

B |A55isted with jobs.mo.gov

N |Curnua ny Specific Hiring

[ |Cu5tumer Service Follow

36 |DVOP Service

N |De'.rel|:|u Businezs te [+ Both
— [ |De'.reluu 0JT Contract
hd |__|F|:|II|:|w-uu on Complaint or
E';T;;"" ”pl— [""{|Make Business hd =search

|: = Show Purpose List C

v @ Save ‘ 3 Cancel | — | =T .
I ]

[+ [MARINE CORPS LEAGUE TEST JEFFERSON CITy EX_OTH[10 [

v WP 123 TESTER JEFFERSON CITy 44-0474250| 009435(1 [

& [\VFW DEPT. OF MO TESTING THIS JEFFERSON CITY 11-1111111 E

| |

| |

._IJ_JJ

Select A | L, Deselect AII|

‘;f} MEC: Mailing

d} Prirt Repl:ur‘t| % Send Lefter ‘

Export to Excel ‘@ Add to Group ‘<§ Add Note

Total Employers: 5
Total Selected: 5
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38. Click Save button

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

POEBBRALAOMAIVE2VIFRNEG BECKSE « » M

(=[5 /s

E .-
& ¢ Multiple Note Create
Der
*Contact Type:|in Person ﬂ [ |100 Missouri Miles -
# Subject|Outreach [ |assist with Recruitment
MAN i ith j
* Notes:|Met with service organization leadership to set up a time that | & [ |Assisted with "_JbS'TE_I'HW
can come out and work with veterans on site. I |company Specific Hiring
o r Customer Service Follow
Cret ¥ |ovor service
I” |Develoo Business jte = Both
r Develop OJT Contract
[l r Follow-up on Complaint or
Follow-u r ; Search
Make Business ~ ¥
Date: IIJE.I'SEIJ'H —
|: _ = Show Purpose List C
i Cancel | o
Iv |2 X -py Select &l | —L DeSelect Al B
Jv. | =
v (M4 PS LEAGUE TEST JEFFERSON CITy EX_OTH[10 H
v |vi 38 123 TESTER JEFFERSON CITy) 44-0474290) 0094331 o
Bl (VFuw vomi oF MO TESTING THIS JEFFERSON CITY 11-1111111 D
r
I— -
=AY Select Al | ~Li Deselect A|||
5 Total Employers: 5
ﬁ MWEC Mailing _& Print Repnrtl % Send Letter | Export to Excel |@ Add to Groug |< Add Mate Total Selected: e
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I

-

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOAIVACSVEIRFBEA BHCKSSE « » I
@ Employer
Dernugraphiu:sl Groups l

Staff | |Assigned ﬂ Search Area — — Counties — Zip Codes
v Office |JEFFERSON ... v | |
NAES:I CRegion | ] I— I I
. . . 0wner3hip:| ﬂ FC.IL:| ﬂ . Staiewie — l— | |
This completets adding _multlple notes Created From| o] Status: [acive B Job Orders Within| ~ Mths | | |
to employer sites. To view the notes Emai [gom <] OpenJ0's Only: | Show Me Hero: [ | (" Mail " Worksitz {* Both
enter the employers record and select
the notes icon
z’ Clear | E'El Search |
| Name Address City FEIN ulio Size Eﬂ
v |AMERICAN LEGION AUXILLIARY - DETEST DRIVE JEFFERSON CITY| 12-3456789 111111(20 T =
v |DISABLED AMERICAN VETERANS CHTEST RECORD JEFFERSON CITY 12-3456788 111111[1 [
v |MARINE CORPS LEAGUE TEST JEFFERSON CITY EX_OTH|10 [
v [VFW 123 TESTER JEFFERSON CITY| 44-0474280 0094391 N
& VPV DEPT. OF MO TESTING THIS JEFFERSON CITY 111111111 E
| [
| [ b
-1y Select Al | L Deselect AII|
Total Employers: 5
d} MEC Mailing ‘;E} Pirt Repor‘t| Q} Send Letter ‘ Export to Excel |Q Add to Group S E
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