
 

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 
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3. Click Drop Down Arrow 

4. Choose Job Development 
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5. Click Save button 

6. Click Close button 
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7. Job Development service is 
recorded in the Services 
Provided area 

8. Click Notes icon 

 

 

7 

8 

DWD Training May 2014 Page 5 

 



 

 

 

 

 

 

 

 

 

 

9. Click Add button 
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10. Click drop down arrow 

11. Choose Job Development 
from the list 
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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. 
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15. Click Save button 
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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 
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