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 Creating a PO_84 in Toolbox 

 

When Career Center staff determine that a jobseeker warrants having a DWD PO 84 submitted, they should do so from the jobseeker’s 
Seeker Info page in Toolbox. 

Go to the MO Utility tab. Select PO 84  
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To create a DWD PO 84 for submission to the Division of Employment Security (DES), click on Create Non-Failure PO 84. 
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The PO_84 Screen will appear with the Participant Information populated with the customer’s basic information. 

IF the customer is EUC-REA, UI Worker Profiling, or RJS, click on the appropriate program radio button under Failure Type. In the 
Comments section, type in the reason the PO_84 is being submitted. In the case of RJS customers, only submit a PO_84 if: 1) there is a 
question concerning the customer regarding the ability or availability to work; 2) After the Friday of their scheduled week, if the RJS 
customer did not report on their scheduled day and time, and there is a legitimate reason for them not showing, then submit a PO_84 and 
DES will consider that in their determination of possibly restoring the customer’s claim for benefits. 
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If the Failure Type  “Failed to report…” is selected, a text box will appear and the appropriate date should be noted by staff. 

In the Comments box, type in the program type of the customer and any known reason for their failure to report. 
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If the Failure Type selected is “Not able to work,…”, an Enter remarks here text box will appear. Staff must type in appropriate remarks or 
the PO_84 will not be able to be completed. If the customer is EUC, UI Profiling, or RJS, staff should also note this in the remarks 
section. 
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When the “Refused re-employment service activity” Failure Type is selected, a “Comments” box appears. Staff must enter appropriate 
comments regarding the submission of the PO_84 in order to complete it. If the customer is EUC, UI Profiling, or RJS, staff should also 
note this in the remarks section. 
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If the “Other” Failure Type is selected, an “Enter explanation here” text box appears. Staff must enter appropriate comments regarding the 
submission of the PO_84 in order to complete it. If the customer is EUC, UI Profiling, or RJS, staff should also note this in the 
remarks section. 
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Once the form is completed, click Create PO 84.  
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A Create PO 84 pop up box will appear. Clicking “Yes” will submit a PO 84 to DES. 
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 Viewing a PO_84 in a Customer Record 

 

When on the customer’s Seeker Info page in Toolbox, select MO Utility. From the drop down list select PO84, then View Non-Failure 
PO84. 
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The completed PO_84 will appear in a new window. The PO_84 may be reviewed by scrolling down the window. 
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At the bottom of the form, note the Staff Toolbox ID number is listed, not the staff member’s name. The Career Center ID number is also 
listed. 

There is also information regarding how and where to send the completed PO_84 if printed. 

NOTE: The completed PO_84 should only be printed when required. For example, when submitting a PO_84 on an EUC customer 
regarding their survey or job search log, the PO_84 is required along with copies of the form/forms in question. In this case, the 
PO_84 should be printed and sent, with accompanying documentation, to DES. 
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For Automatic PO_84 Questions/Issues 

Contact: 

 

Robert Ruble 

robert.ruble @ded.mo.gov 

or 

573.751.3754 

 


