
 

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 
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3. Enter Title you wish to name 
the group 

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

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

6. Click Ok button 

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

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

9. Click Ok button 
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10. Click Save button 

11. Click Close button 

Group has been created. 
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Adding 
Employer/Organization to 
the Group 

 

 

 

 

 

 

12. Click Employer icon 
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13. Enter search criteria.  

14. Click Search button 
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15. If more than one employer is 
returned double click on the 
employer record you wish to 
access. 
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16. Click Emp Update tab 
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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 
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20. Click Save button 

 

 

 

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

 

 

 

 

 

21. Click Employer icon 
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22. Click Adv Query tab 
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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 
statewide for the search area to pull 
your entire correspondence group. You 
can also pull a query based off a 
specific county or zip code if 
necessary. 
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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 
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27. Click Search button 
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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  
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30. Click Add Note button 
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31. Click Drop Down Arrow  

32. Choose the Contact Type 
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33. Enter Subject 

34. Enter Notes 

35. Click Show Purpose List 
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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. 
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38. Click Save button 
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This completes adding multiple notes 
to employer sites. To view the notes 
enter the employers record and select 
the notes icon 
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