MISSOURI

Recording a Job Development In
Toolbox

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

This desk aid will cover how to record a Job Development in Toolbox. The Code of Federal Regulations at Title 20 Part 651.10 specifies that a job development
means the process of securing a job interview with a public or private employer for a specific applicant for whom the local office has no suitable opening on file.
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From the customers record

1. Click on the Options Menu
2. Choose Seeker Services

H

| £ Toolbox 2 (Test) Powen

by Oracle11g - Seeker

File Edit Mavigation Optons Utility MO Utility Window Help

oo s
PevIFRE BROCKSE « vl

& Create Appointment Alt+A . .
@Seeker Scre 5 Create Task ABT \] | Mo Primary Counselor Assigned
Find Seeker Sed @ Notes Alt+N Work Histurj.rl Referrals ‘ Core Enroll ‘ Other I ScratchPadl Svc Ftefen'al‘ Adv. Etuer],rl
— Name and Add 3 Create Referral AR Waiing Address. el A ess:
m Create Scratch Pad Alt+P |123 MAIN |
Phone Numt % Correspondence Al+C | |
Home:|(573)d ~ SewiceReferral AL [ EFFERSON CITY Inc [ss101 | [
d Send Info Card
Work e esa_ Homeless|  Emai]
— Personal Inforn - ounser,n oma l 2 ker Status
Date of Birthy 12/ RIS ' Status _ Date LastUpdate ~ Workkeys D:
IT Seeker Alerts kd - Emp Exchangeinactive ||04M11/14 041114
Gender] ¥ | W seeker Placement psLme Case Management;inactive Next Appt: Time:
— Veteran Inforn] Eile Location Ul Ben Year Beg Dt Inactive | | o
Vet Status: v - Activate/nactivate Seeker :l‘ Dislocated Date: re IEr "EB i R
ual Enrolimen Possi nrollmen
[ Recently Sepf Re;etEmp Egchange 1 To Job Cuntacts:|
¥ Served in Cad Ectwat:ilnacftwate Case Mgmt roog - bpp 102123638500
[ Print on Sumn 5aseTransfer‘ o l DCN;
ase Transfer Inbox/Outbox .
[ Service Ende = F_Eed - Trainee ID#
[ Spouse of De| e hyment | — Services Provided :
ended within B — Date Type of Service Employment Counselor .
fint Training = ||| |0sr08112|10B3 seif registration Counselor Web
Print Transcript
= I~ 059/06/1 2 |Self Job Search Counselor Web
!-Iave you attends Print Resume I
e Print Scanable Resume -
Source: [Counzeld
™ Restricted [ G&N Discrepancy @ Wieh Info {E} Save 3 Cancel
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3. Click Drop Down Arrow

4. Choose Job Development

F:

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

=N How =

POBBAL,OMEIVARSVIFREG BECKSR « >l

'@SeekerScreen—IAMAEKAMF‘LE |- 2143) | EDWARD GRE

Find Seeker Seeker Info lDes.luh Trtlel Edu/Cert l Work Histuryl Referrals l Core Enroll I Other l Scratch Padl Svc Referral‘ Adv. muen,.rl

EMSLIT (573)522-3017

— Name and Address Information

Mailing Address: Street Address:
[ A [ [EXAMPLE I 123 MAIN |
Phone Humbers | |
Home:|(573)555-1212 ~ Cell] [IEFFERSON CITY ucestor ol |
Work] Other:| | S— | 3
— Personal Information @SH'{H Senices Entry
Date of Birth] 1210111969 Age] 44 | I Sea Last Update Workkeys ID:
| Dec _ 0512114
Gender ! [ sha  Service Type! IR~ gt Time:
— Veteran Information SEN[ere_ee 3947 |interview Stream -] 4
Vet Status:v - Reqular = Transition: SoN: Job Development
1lob 5 h Activi En
[ Recently Separated Served From| S Name:| Al A EXAMPLE ob Search Activity

MO Connections

02/08/1987 | 01

I {% Save

IV Served in Campaign

[ Print on Su mmary (Resume)

MNon-WlA Training

E Management

OMET
| e | Optimal R
[ Service Ended by Disabliity . m "':jﬁ L;T'IJ":E . |
rovide LKl InTormation 7
[ Spouse of Deployed Guard/RESETYE OF SPOLZE —eprer
ended within the past year Date Type 0f Service Employment Counselor .
Elranu:h:l ﬂ 05/12114|Job Development-old EDWARD GREENSLIT
Have you attended a TAP workshop Show Me Herul_ 0%08/12|JOBS =self registration Counselor Web I
: 09/06/12 | 5elf Job Search Counszelor Web
in the past 36 months? *|  oatys Verified ¥ i .
Source: |Counselor Web [ Partial Seeker
u Restlicted |r 55N Discrepancy @ Weh Info @ Save ¥ Cancel
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5. Click Save button

6. Click Close button

[

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

=N ol =

PORBALAOAITVAGS2VIFHG BROKSR « » I

'@SEEREFSEFEEH-Iﬁ.l'l.fIAEKAI'JIF'LE [(F-A-3143) | EDWARD GREEMSLIT (573)522-3017
Find Seeker Seeker Info l Des Job 'I'rtlel Edu/Cert ‘ Work Histuryl Referrals ‘ Core Enrall l Other l Scratch Pad‘ Svc Fteferrall Adv. muen,.rl
(— Name and Address Information Wailing Address: Street Address:
i AM [ [EXAMPLE I (123 MAN |
Phone Mumbers | |
Home:|(573)555-1212 ~ Celf |[EFFERSON CITY e {85101 | |
Work:| Other| | S— — T
r— Personal Information @SE“H Senvices Entry
Date of Birthy 1210111969 Age] 44 | v Sea Last Update Workkeys ID:
o [ Dec _ 05/12/14
Gender:| I [~ Sha =ervice Type: ob Development - k. ppt: Time:
— Veteran Information SSNe 3143 Next Task:
Vet Status:|\ - Reoulsr x| Transtion: SEN: S
r Name:|| AW A EXAMPLE I | bl Enroliments
{1 AN i
PRI R St ‘Veteran|Local Case Management
¥ Servedin Campaign = I_
[ Print on Summary (Resume}) @ SavE ‘ x Cancel | @ Close 6
[~ Service Ended by Disabiiity
[ Spouse of Deployed Guard/RESErve or SPOUSE ey
ended within the past year Date Type of Service Employment Counszelor .
Branch:| w| || 051214 10b Development-old EDVARD GREENSLIT
Have you attended a TAP workshop Show Me Herul_ 059/06/12 [JOBS =self registration Counselor Web I
: 08/06/12 [Self Job Search Counselor Web
in the past 35 months? | ciatus Verified ¥ ‘ -
Source: |Counselor Web [ Partial Seeker
= RES’[ILL’:TBH |r SN Discrepancy B8 wieb Info {:‘j? Save 3 Cancel
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7. Job Development service is
recorded in the Services

Provided area

8. Click Notes icon

|

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBAAOMKIVACSVIFRAGIBHECKSE « » M

EDWARD GREENSLIT (573)522-3017

@SEEICEI’ Screen - | AM A EXAMPLE II(f8#-3143) |

Find Seeker Seeker Info ‘Des.lub Trtle\ Edu/Cert I Work HiS-tﬂI'jf‘ Referrals I Core Enroll l Other ‘ Scratch Pad‘ Sve Referrall Adv. mueryl

8

=% Hol =<

— Mame and Addresz Information

Mailing Address: Street Address:
|l AM | [EXAMPLE I 123 MAIN |
Phone Numbers | |
Home:(573)555-1212 | Cell| |JEFFERSON CITY e [es101 | [
Wurk:| Gther:| Bad Address|  Homeless|  Emait|
r— Personal Information — Seeker Status
Date of Birth:| 12/01/196% Agﬂ; [¥ Searchable Status  Date Last Update Viorkkeys ID:
IT | Deceased Emp Exchange| sctive  ||05/29/14 0572814
Gender:| [ Share resume Caze Management: &.ctive Next Appt: Timne:
— Veteran Information Ul Ben Year Beg Dt/inactive | | Next Task:
Vet Status:]v - Regular _»| Transition: = Dislocated Date: [ EB
r Actual Enrollments Possible Enrollments
Reoentl:,.r Separatled SDE&I:-DrEd1I;gJTm|| U%%EJ‘SDTIJ% I [Job Contacts] WA ADULT CORE ‘Veteran|Local Case Management
p Served in Cﬂ.l’l’lpﬂ.lgl’l ﬁlpl] D 3123538509
[ 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 Type of Service Employment Counselor .
Branch: -N»UE\QEH 4 (Job Development EDVVARD GREENSLIT
c ¥ '
Have you attended a TAP workshop Show Me Hero 051214 |Job De'.felupmfant u.k:l EDVWARD GREENSLIT I
in the past 35 months? - v 05/06/12|J0BS self registration Counselor Web
Status Verified 09/06/12|Self Job Search Counselor Web -
Source: |Counselor Web | Partial Seeker
e Restliu:.’ced | ™ SN Discrepancy i e Info @ Save 3 Cancel
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9. Click Add button

r=

[£: Toolbox 2 (Test) Powered by Oracle 11g - Seeker
File Edit Help

L

Fin¢

(o] & /=

?
. ag . —- T AEE B Pl EAE P WL FEEECRE REEE M od S . L R Lt e Y e et el
@ @Nd&s for Seeker - | AM A EXAMPLE |I#s4#-3143) | EDWARD GREEMNSLIT (573)522-3017 I
[ _ lery
SEINLIEE Exclude Background Check | |
Note Category: | ~ FY Clear 4 Add
Cuurm:lur:| E'— —
Date:l_ ) ’— 7] Search = [elete
Subject —
0940612 Complaint and Grievance Counselor Web

‘N NN ERERNNI]

Spoke with Joe Employer about interviewing Mr. Example for a job as a security guard. Interview will be held May 15, 2014 at & am.

-2y Select Al | 7L Deselect AII‘ 3 Print

'@ Cloze
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(£ Toolbox 2 (Test) Powered by Oracle 11g - Seeker = &3
File Edit Help
p ?
@ @ Nmes for Seeker | AJ'I.I'I A EXAI'U'IPLE Ill[###—ﬁ#-31 43} | EDWARD GREEMSLIT (573)522-3017 l
pery
Search Criteria Exclude Background Check | -
Note Category. | =l =Y Clear 4 add
Counselo —_—
Hnse f B, Search == [ielete
[ @Create Mote for Seeker- 1 AM A EXAMPLE Il 143) | E
10. Click drop down arrow ‘Nm e - e e
' P N I_ ¢ Date[ts29114] *5 f1ARD GREENSTIT" EDWARD GREENSLIT |05/16/14
11. Choose Job Development [ |0/6 Suhiact] [ Counselor Web
from the list | = EUC REAIRES =
ol B Employment Plan/Participation
v I ob Deveopment — ppn BEE
- [ Problem Sobving —
i Progress Evaluation
ol B Referral b
r B Service Closure —
- Skills Review ~ ||
[ {':3? Save | ’B Cloze | ]
Spoke ¥ iew will be held May 15, 2014 at & am. .
He
in =
sy PuSelect Al | L Deselect A||| g Print | 2 Close —
=
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12. Subject-Enter name of the
Employer.

13. Notes- Enter the note; there is
no policy on what should be
entered for the note. However
it would be a good practice to
enter who at the company you
spoke with, as well as their
decision to interview the job
seeker and date/time of the
interview

14. Follow-Up Date-It would be a
good idea to enter a Follow-up
Date to determine if the
customer was hired.
Completing this field will
place a task on your
scheduler.

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

File Edit Help
p ?
. c. v - 1 EEE & FeLrAEEr P LI FEIENEE PIED e B 1 s e M e LS I P L e e L a Y
@ @NntesfﬂrSeeker—IAMAE}{ﬁ.rﬂPLE [I(F--3143) | EDWARD GREEMSLIT (573)522-3017 l
Fin¢ . ery
_ Search Criteria Exclude Background Check [ |
l Note Category: | >l P Clear o Aot
Counselor: |
. Em Crarrh = [elete
[ '@Creale Mote for Seeker - | AM A EXAMPLE lI(FH-#-3143) | S|
L~ Date *Mote Category: hd Counselor L
Da [ * Date|05/29/14| * By:|ED‘a'-.I'AHD GREENSLIT EVALAGTY GREENSLIT (05/16/14
[ |osrer Subject|
L | * Notes: =
=
y o[
e a7 i
v |
rl _
14 Follow-up Date: —
| E clow-tp B @? SEYE |'@ Cloze ‘
[ Print on Save 5 5 .
Spoke iew will be held May 15, 2014 at 8 am.
He
in =
ooy cEu Select Al ‘ i Desslect AII| o3 Print | B close —
-
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15. Click Save button

&

| £:| Toolbox 2 (Test) Powered by Oracle 11q - Seeker
File Edit Help

e ?
El
'@E.' - S S
'@ Motes for Seeker - | Nu'l A EXNI.I'IF‘LE II(###—##—3'1 43] | EDWARD GREEMNSLIT (573)522-3017 l
Fin« bery
Search Criteria Exclude Background Check [ |
Note Category: | =l =} Clear 4 2dd
Counselor:| —
E?.—- Searrh == [ielcte
[ @Creale Mote for Seeker - | AM A EXAMPLE Il#-#8-3143) |
| L ‘ Mote Category:|ob Development v rrTET Fllw-Up Dt ||
Da |_ # Date: (052014 * By.lED‘NARD GREENSLIT WWARD GREENSLIT |05M6M4
| |osmen 5|_|I}ject:|Zet:-ra Employer Counselor Web
| [ * Notes:|Spoke with Joe EMployer about interviewing MR. Example = |
=1 B for a security guard position. Interview wil be held June
' g, 2014 at 9 am.
m B —
N
m = —
u B =~ —
[ Follow-up Date:| 06/0%14 —
[ ¢ {3? Saye £ Close
[ Print on Save - - .
Spoke iew will be held May 15, 2014 at 8 am.
He
in =
sou  HhSelectal | L Desslect A||| <3 Print | B Cloze —
~
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16. Note is now displayed
17. Click Save button
18. Click Close button

19. This completes adding a Job
Development Service

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker
File Edit Help
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{ f'ad . T amae o re rErer eeer a .
@ ’@Noles for Seeker - | AM A EXAMPLE |I(F&-H-3143)
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PR AR ERENNI]

EDWARD GREEMSLIT (573)522-3017

=N [HCR >

— Search Criteria Exclude Background Check [
Note Category: | ] FY Clear + Add
Counselor: | B coarch — Delete
Date: =
Date |Mote Category Subject Counselor Flwe-Up Dt

05/25/14|Job Developme Zebra Employer EDWARD GREENSLIT |06/09/14
0512414 |Job DevelopmegZebra Employer EDVWARD GREEMSLIT |05/M6/14
08/08M12 Complaint and Grievance Counselor Web

-y Select & | 4 Deselect .ﬂ.ll| g Print
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Spoke with Joe EMplover about interviewing MR. Example for a security guard positi 17 will be held June &, 201

18

[3,7 Save | 3 Cancel ‘ ’B Cloze |
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