
 

Job Order Mailbox 
There are two ways a job order is placed in the Job Order Mail box: 

1. When an employer writes a job order and they ask for it to be Career Center Managed the job order goes into the Job Order Mailbox for the 
office responsible for that employer.  

2. When staff writes a job order and the job opening is in another office’s area, the staff person who wrote the job order has the option to transfer 
the job order to the other office’s Job Order Mailbox 

Each office has a designated staff person who is considered the Transfer Clerk; this person is listed in the Reference Table of Toolbox. The 
designated individual will receive a Task when a job order has been placed in their office mailbox.  
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Job Order Mailboxed Task 

 

 

 

 

 

1. The Transfer Clerk will receive a 
task titled Job Order 
Mailboxed 
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Job Order Mailboxed Task 

 

 

 

 

 

 

2. Click Job Order icon 
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Access the Job Order 
Inbox/Outbox 

 

 

 

 

 

3. Click Options 

4. Choose Job Order 
Inbox/Outbox 

 

 

 

 

3 

4 

DWD Technical Training Dec 2014 Page 4 

 



 

 

 

 

 

 

 

5. Highlight the Job Order 
you wish to assign 

6. Click Assign button 
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7. Toolbox populates the 
Assign Job Order 
popup with the Job 
Order # and Job Order 
Title   

8. Double click in Assigned 
To field 

9. Locate and choose the 
Counselor you wish to 
assign the Job Order too 

10. Click Ok button 
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11. Click Save button 
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12. If the Job Order requires 
a background check a 
popup will appear 
informing you that you 
must send the employer 
Notice Number 2 (Make 
sure you send this to 
the employer) 

13. Click Ok button  
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14. Job order has been 
assigned. Repeat 
steps 5-13 to assign 
additional job orders  
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Job Order Has Been 
Assigned to You task 

 

 

 

15. Once the job order has 
been assigned the staff 
assigned to the job 
order will receive a task 
Job Order Has Been 
Assigned to You 
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Retrieve Job Order from Job 
Order Inbox/Outbox 

 

 

 

 

16. Highlight the Job Order 
you wish to retrieve 

17. Click Retrieve button 
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18. Retrieve Job Order 
popup displays Job 
Order # and Job 
Order Title 

19. Double click in 
Retrieve and 
Assign To field  

20. Locate and choose 
the Counselor you 
wish to assign the 
job order to 

21. Click Ok button 
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22. Click Save button  
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23. Job order has been 
retrieved 
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Reassign Job Order from 
Job Order Inbox/Outbox 

 

 

 

 

 

24. Highlight the Job Order 
you wish to reassign 

25. Click Reassign button 
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26. Reassign Job Order 
popup displays Job 
Order # and Job 
Order Title 

27. Double click in To 
Office field  

28. Locate and choose 
the Office you wish 
to assign the job 
order to 

29. Click Ok button 
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30. Click Save button  
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31. Job order has been 
reassigned 
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