MISSOURI
Toolbox 2.0

!

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

lpublic. () Private
[ ||

105943520 Warehouse Team Member (Frontenac, KS)

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

<3

58 o | = ot | vt |
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Job Order Mailboxed Task

2. Click Job Order icon

Toolbox 2 { 25t} Powered by Oracle 11g

File Edit Maw_ .Jon Utility MO Utility Window H

MISSOURI
i?@fﬁ@xz ,

Recard: 111
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F

Access the Job Order
Inbox/Outbox

| £:| Toolbox 2 (Test) Powere

Oracle11g - Job Order EI@

File Edit Mavigation Pejadigks Utility MO Utility Window Help

Jl'? {?j ﬁ ) @ B Create Appointment Alt+A |$ E m @ E r—-ﬁ <5 }r‘; % ]E[ 4 b EN

o e e I:ﬁ
Create Task Alt+T -]
Emplover Query l Emp B, T - o Job Verification ] Job Scratch Pad] CallIn Info l Job Queny l
~  Motes e
Phone Number:|417 _ » FEIN: Return
Employer Name] — 3{  Create Referral AR f—— D © Legal
m r Name: ;
povE Create Scratchpad Alt+P * \Worksite
Key Words: Al - Status:| & ctive -  Both

T Search Area
i Search
[7] ==8rC Clone Job Crder Alt+J ' Dffice  Statewide " Region

Mass Beferrals/Scratchpads  Alt+Z
Mass Hire Entry

Address City Last Job o FEIN

Referral Mass Hire —
Job Order Mailbox Alt+
Job Crder Inbox/Outbox

Qualified Seeker Count Alt+Q
':‘E Reassign Counselar

3. Click Options

4. Choose Job Order
Inbox/Outbox

Job Order Import Motes

Print Transcript

Print Referrals

Print Verification Letter

CHERCRCRCRCECRCRCRCCY

Frint Job Board Display "
Print Scratchpad List

-y Select Al |~ Deselect Al Export to Excel Total Selected| 0| |
-
4] i O

Record: 111 =0SC=
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|%| Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox [ || ]
File Edit Mavigation Ulility MO UHili ow Help
POBBR SO M LS/ IEIREBEE BFECKSE « »
¥ ¥ Job Order Inbax/Outbox 2
£ mBox — OUTBOX
Job Order # Job Order Title Job Order # Job Order Title:
10943523 Production Team Member (Frontenac, KS)
10043527 Micro Lab Tech (Frontenac, KS) -
10043533 Driver/Warehouse Team Member (Frontenac)
i A Job Description: Job Description:
5- ngh“ght the JOb Order A local pet food manufacturer located in Southeast Kansas., & -~
H H i Offers a competitive benefit's package including Health, —
you WISh to aSSIQn _[ Aantal Vicinn ANAK and an incanthie hacad hanie nrnsram il
[ | DtTaken:12/01/14| By{DEBORAH HOLLIS-SETSER | Dt Taken| | By{ |
6. Click Assign button [ | Employer Name{TRIPLE T FOODS | Employer Name |
J Will Work: Full time | Will Work] | |
[ Mailbox Comments: Mailbox Comments:
[ 'Y Y
| - -
; Mailbox Dt{12/01/14| By DEBORAH HOLLIS-SETSER | Mailbox Dt | By |
[ From Office] JOPLIN CAREER CENTER | To Office] |
J W*E Agsign Ze Retrieve ‘3: Reassion ‘
i
'B Cloze
|
4] o]
Mumber of Job Order to be assigned
Record: 1/7? =03C=
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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

| £ Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox

File Edit Mavigation Ulility MO Utility Window Help

PORNBRAFOHEITERBSVE

™ @9 Job Order Inbox/Outbax
N — INBOX

Job Crder Title

Job Order #
2 Preduction Team Member (Frontenac, KS)

10943523

Counselors

Find|%

Counselor
ALBERTSOM, TRACI

7

- ALLEN, CATHY

AMCELL, BRENDA
ANDERSON, REGIMNA

Mailbox Dt:(12/01/14 | By |DEBORAH HO
From Ofﬂoe:lJDPLIN CAREER CENTER

»E Assign

10943527 Micro Lab Tech (Frontenac, KS) - BENM, ROBIM
10943533 DriverMVarehouse Team Member (Frontenac) E'OEJNOJ— TlN‘!‘ -
Job Description: ‘] | D
A local pet food manufacturer located in Southeast Kansas., = )
Offers a competitive benefits package including Health, Eind Cancel
Aantal Vicinn AN1K and an inrantivia hasad hanuo nrasram
Di Taken:|12/01/14| By DEBORAF @2 Assign Job Order
Empiloyer Name: TRIPLE T FOODS
_ Job Order # _Job Order Title:

~ WilWork: [10943523  [Production Team Member (Frontenac, KS)

Mailbox Comments S Tu:|

@ Save | ’B Close |

4| |»

ailbox D] | By

To Office]

Elq- Retrigve ‘;l: Reaszzign |

1]

Record: 1/? ... |List of Walu...

=08C+
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11. Click Save button

r

| %] Toolbox 2 (Test) Powered by Oracle11g - Job Order Inbow/Outbox
File Edit Mavigation Utility MO Utility Window Help

[=][= =]

PORNBRAAFOAIVARS2VEFAHG BECKSE | « » M

¥ ¢ Job Order Inbox/Outbox
E

-

— INBOX

— OUTBOX

Job Order # Job Order Title

Production Team Member (Frontenac, KS)
Micro Lab Tech (Frontenac, KS) -

10843527

Job Order #

Job Order Title

10843533

Driver/Warehouse Team Member (Frontenac)

Job Description:

Job Description:

A local pet food manufacturer located in Southeast Kansas., =
Offers a competitive benefit's package including Health,

Aantal Vicinn ANAK and an incanthra hacad hanne nrensca bl

4| |»

Di Taken:12/01/14| By DEBORAF (gRl et T e

Employer Name:(TRIPLE T FOODS

Job Order #  Job Order Title:

Will Work:(Full time

10943523

|Pruduu:1iu:|n Team Member (Frontenac, KS) |

Mailbox Comments:

+ Assign To:|CATHY ALLEN

@ Save | ’8

Close |

||

Mailbox Dt{ 12/01/14| By: DEBORAR HOLLE-SETSER I
From Office:{ JOPLIN CAREER CENTER |

»E Azsign

hox D]

| By]

To Office]

Eld- Retriewve El: Reassign |

<

Record: 1/? =05C=
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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

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox
‘Window

%—@Job Order Inbox/Outbox

A local pet food manufacturer located in Southeast Kangas, =
Offers a competitive benefit's package including Health,
-

Aantal Vieinn ANAK and an incar

Dt Taken{ 12/01/14] By|DEBORA BACKOIOUNG Check Letter Alert

Empiloyer Mame: TRIPLE T FOODS Q

— INBOX — OUTBOX
Job Order # Job Crder Title Job Order # Job Crder Title
Production Team Member (Frontenac,
10843527 Wicro Lab Tech (Frontenac, KS) H
10943533 Driver/WWarehouse Team Member (Frontenac) |
Job Description: Job Description:

This job order has a background check requirement. You
will need to send the employer the associated
background check letter.

4| |

x|

Mailbox Dt 12/01/14| By|DEBORAH HOLLIS-SETSER
From Office; JOPLIN CAREER CENTER

+E Assign

| |»

| By

To Office|

I Retrieve |E|= Reassign |

‘8 Cloze

: 4

Record: 1/7

=03C=
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14. Job order has been
assigned. Repeat
steps 5-13 to assign
additional job orders

.

File Edit Mawvigation Utility MO Utility Window Help

@@an Order Inbox/Outbox
E

| £ Toolbox 2 (Test) Powered by Oracle11g - Job Order Inbox/Outbox

— INBOX

Job Order #

10943527

Job Order Title

Micro Lab Tech (Frentenac, KS)

POBBRAOAITVACSVIFRA BHCKSR « » M

1

= ][ =&

— OUTBOX

Job Order #

Job Order Title

#E AEsign

ﬂd- Retrieve |§|: Reaszign |

10943533 Driver/Varehouse Team Member (Frontenac) I

10843530 Warehouse Lead (Frontenac, KS)

Job Description: Job Description:

A local pet food manufacturer Iocated in Southeast Kansas. = 1=
i Offers a competitive benefit's package including Health, —
.I Aantal Vieinn ANAK and an incantira hasad hanoe aronsranm r r
| | DtTaken12/01/14] By {DEBORAH HOLLIS-SETSER | Dt Taken| | By, |
[ | Employer Name{TRIFLE T FOODS | Employer Name| |
| Will Work:{Full time | will Work,| |
| Mailbox Comments: Mailbox Comments:
I Y Y
| ] |
: Mailbox Ot{12/01/14| By|DEBORAH HOLLIS-SETSER | Mailbox Dt | By |
I From Office]JOPLIN CAREER CENTER | To Office] |
|

/|

Mumber of Job Order to be assigned
Record: 147

=05C=
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Job Order Has Been

Assigned to You task
{0 GREENSLIT

CATHY ALLEN
Job Order has been assigned to you = Public [ I Private.
JO #10943523 has been assigned to you.

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

-

| £+ Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox

File Edit Mavigation Utility MO Wility Window Help

(=& [=]

PORBRAAOHITVAPSVIHEE BEHCKGSR « » @

@'@Jub Order Inbox/Outbox
1 INBOX

Job Crder #

Job Crder Title

Job Order Title
Warehouse Team Member (Frontenac,
10943533

Driver/Varehouze Team Member (Frontenac)

10943530 Warehouse Lead (Frontenac, KS)
Job Description: Job Description:
= A local pet food manufacturer located in Southeast Kansas., =
N - Offers a competitive benefit's package including Health,
! r Aantal Vieinn ANAK and an incanthia hacad hanne nensram hd
| | DtTaken; | By| | Dt Taken; | By{DEBORAH HOLLIS-SETSER |
] Employer Name:| | Employer Name:| TRIPLE T FOODS |
J Will Work:| | Will Work:{Full time |
[ Mailbox Comments: Mailbox Comments:
I e -
J | -
: Mailbox Dit| | BY| | Mailbox Dt{12/01/14| By|DEBORAH HOLLIS-SETSER |
I From Office] | To Office{ NEVADA CAREER CENTER |
[ +E mssign Zle Retrisve ‘;l: Reazsion |
’8 Cloze
-
1] | ©
Mumber of Mailboxed Job Order to be Retireved/Reassigned
Record: 1/? =08C=
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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

.

| £ Toolbox 2 (Test) Powered by Oracle11g - Job Order Inbox/Outbox
File Edit Mavigation UWility MO Utility Window Help

PORBRLAOME VA S VS HME

%'@Joh Order Inbox/Outbox

— INBOX

Counselors ﬂ
Find|%
Counselor ﬂ
HAHN, JOYCE
HAMBY, STEVEN
HARGUS, ROBERT =9

HAWKINS, JOHN

HOLLIS-SETSER, DEBORAH

HOPPER, ADRIAN

A A

Find ‘

Job Order # Job Order Title
1094353 Vmaae
4
1094353/ |
Job Description: Job Descl
1= A local p
— Offers a
il Aantal Vieinn .ﬂl'l-l;\
Dt Taken{ | By] ERetrieve Job Order
Employer Name:;
Job Order # Job Order Title:
|1 0943529 Warehouse Team Member (Frontenac, KS) \ /

Mailbox Dt By:

# Retrieve and Assign Tu:|

.{f}"’ Save

| ’B Close ‘

From Ofﬁc:e:l

#E Azsign

Mailbox DL T201/1 4] By [DEBORAH HOLLIS-SETSER

To O fﬁl::e:| MWEVADA CAREER CENTER

Eld- Retrieve |§|$ Reassian |

J

’8 Clase

Record: 1/7?

... |Listof Valu...

=05C=

i
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22. Click Save button

-

| %] Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox
File Edit Mavigation Utility MO Utility Window Help

POHBRAAOMHITVAGS2VIRBA BFECKSE « » M@

@'@Job Order Inbox/Outbox
E

(= @] =]

H HOLLIS-SETSER

Mailbox Dt: By |

From Office; | To Office:NEVADA CAREER CENTER

Zle Retrieve ‘g; Reazsign |

+E Assign

— INBOX — OUTBOX
Job Order # Job Order Title Job Order # Job Order Title
10943529 Warehouse Team Member (Frontenac, KS)
10943533 Driver/Warehouse Team Member (Frontenac) L
10943530 Warehouse Lead (Frentenac, KS)
Job Description: Job Description:
1= A local pet food manufacturer located in Southeast Kansas., =
i — Offers a competitive benefit's package including Health,
.[ T Adantal Vieinn AN1TK and an inrantira hacad hnnoe nenosram T
[ | DtTaken] | By| @ Retrieve Job Order HOLLIS-SETSER |
[ Employer Name: ; : |
{ Wil Wurk:I: Job Order #  Job Order Title: |
; |1 0943529 IWﬂrehuus& Team Member (Frontenac, KS) |
[ Mailbox Comments: » Retrieve and Assign To:| DEBORAH HOLLIS-SETSER —
[ @ Save | ’8 Cloze | =
[
[
[
[

<

Record: 1/7? <08C=
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23. Job order has been
retrieved

|2 Toolbox 2 (Test) Powered by Oracle 11q - Job Order Inbox/Outbox [ | (3]

File Edit Mavigation Utility MO Utility Window Help

PORBASFOMAIDARS2VIFAG BECKSE | « » @

& 429 Job Order Inbox/Outbox
1 INBOX — OUTBOX
Job Grder # Job Order Title Job Order # Job Order Title
10943527 Micro Lab Tech (Frontenac, KS)
10943533 DriverVarehouse Team Member (Frontenac) I
10943530 Warehouse Lead (Frentenac, K3}
Job Description: Job Description:
= A local pet food manufacturer located in Southeast Kansas, &
. — Offers a competitive benefit's package including Health,
_[ hd dantal Viginn ANAK and an incantire haead hanie nrooram
| | DtTaken; | By | Dt Taken; | By:|DEBORAH HOLLIS-SETSER |
[ | Employer Name: | Employer Name{TRIPLE T FOODS |
| will Work] | Will Work:|Full time |
| Mailbox Comments: Mailbox Comments:
I - Y
| = —
: Mailbox Dt | By| | Mailbox Dt{12/01/14 By|DEBORAH HOLLIS-SETSER |
I From Office | | To Office{NEVADA CAREER CENTER |
: + 2zsign Zl+ Retrieve |§|: Resssion ‘
’@ Close
-
1| | LIJ
Mumber of Mailboxed Job QOrder to be Retireved/Reassigned
Record: 1/3 =03C=
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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

| £ Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox [ &[]
File Edit Mavigation Utility MO Utility Window Help

PORBRA°OHITVAPSVIFRER BECIKOSM « » M

4 {19 Job Order Inbox/Outbox

1 INBOX — OUTBOX
Job Order # Job Order Title Job Order # Job Order Title
10943527 Micro Lab Tech (Frontenac, KS)

10943533 Driver"Varehouze Team Member (Frontenac)
10943530 Warehouse Lead (Frontenac, KS)

Job Description: Job Description:

| A local pet food manufacturer located in Southeast Kansas, =

— Offers a competitive benefit’s package including Health,

T Aantal Vficinn AN4K and an inranthra hacad hanoe nrnsram bl
Dt Taken;| | BY{ | Dt Taken| | By DEBORAH HOLLIS-SETSER |
Employer Name:| | Employer Name{TRIPLE T FOODS |

Will Work| | Will Work:Full time |
Mailbox Comments: Mailbox Comments:
el el
| =
Mailbox Dt | By | Mailbox Dt12/01/14| By DEBORAH HOLLIS-SETSER |
From Office| | To Office; NEVADA CAREER CENTER

+= Assign Zl« Retrieve |ﬂ: Reaszszign

J |

Mumber of Mailboxed Job Order to be Retireved/Reassigned
Record: 1/3 =03C=
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Order Title

27. Double click in To
Office field

to assign the job
order to

29. Click Ok button

Offices

26. Reassign Job Order
popup displays Job
Order # and Job

28. Locate and choose
the Office you wish

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox
File Edit Mavigation Ulility MO Utility Window Help

Find|%

@‘@ﬁﬁ@ﬁ@ﬂﬁ@)%\/ﬂ;gﬂ@ Office

ﬁ@mb Order Inbox/Outbox
£ —mBox
Job Order #

Job Order Title

|

FEC (RICHMOND)

HAMMIBAL CAREER CENTER
INDEPEMDEMNCE CAREER CENTER
J

10843533

KEMMFETT maRFFR mFMTER

Job Description:

s
-

EFFERSON CITY CAREER CENTER
KANSAS CITY - NORTHLAND CAREER CEM
KANSAS CITY - FEC CAREER CENTER

5l

10943530 4 | |

Job Descript

A local pet Eind‘ 0K | Qancel|
Offers a co

Aantal % Ficin)

Dt Taken: ‘@Reassigl Job Order

Job Order # Job Order Title:

—

[10843527  |Micro Lab Tech (Frontenac, K3)

Mailbox Comments:

# To Office: ||

@ Save

‘ ’8 Cloze |

4| |»

Mailbox Dt; By: |

From Ofﬁl::e:| |

»E Azzion

Wailbox Dt T2/01/74] By DEBORAH HOLLIS-SETSER

To OfﬁDB:|NEVADA CAREER CENTER

§|1- Retrieve |§|: Reassign |

/]

Record: 1/3 ... |Listof Valu... =03C=
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|2 Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox =] =]
File Edit Mavigation Utility MO Utility Window Help

PORBRAAOAIVACSVINER BREKSR « v

& €25 Job Order InbowOutbox
1 INBOX — QUTBOX
Job Order # Job Order Title Job Order # Job Order Title

10943527 Micro Lab Tech (Frontenac, KS)
10943533 Driver/\Warehouse Team Member (Frontenac) I

10943530 Warehouse Lead (Frontenac, KS)

Mailbox Dt By |

From Ofﬁu::e:l |

H HOLLIS-SETSER
To Office{ NEVADA CAREER CENTER |

Job Description: Job Description:
| A local pet food manufacturer located in Southeast Kansas, =

N - Offers a competitive benefit's package including Health,

! hd Aantal Vieinn ANAK and an incantiva hasad honoe nessram hd

| | DtTaken; | By PPl otaar) ik Tl HOLLIS-SETSER |
30. Click Save button { || e Job Order # _Job Order Tite: |

] i wor 110943527 |Micro Lab Tech (Frontenac, KS) | |

: ST + To Office:| JEFFERSON CITY CAREER CENTER ~

| | =

|

|

[

[

§|1- Retrieve |§|: Feaszign |

#E Azzion

f close j
By

J |

Record: 1/3 <0SC=
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31. Job order has been
reassigned

-

| £ Toolbox 2 (Test) Powered by Oracle 11g - Job Order Inbox/Outbox (== =]

File Edit MNavigation Utility MO Utility Window Help
PORBRAOMHIVAGS2VEIREBG BECKSGSR « v I

E'@Job Order Inbox/Outbox
E

— INBOX
Job Order # Job Order Title Job Order Title
Warehouse Lead (Frontenac, KS)
I 10943533 Driver/"Warehouse Team Member (Frontenac)
10943527 Wicre Lab Tech (Frontenac, KS)
Job Description: Job Description:
1= A local pet food manufacturer located in Southeast Kansas., =
i — Offers a competitive benefit?s package including Health,
.[ r AdAantal Vieinn AN1K and an incantira hacad hanue nrnoram T
| | DtTaken| | By | Dt Taken: | By:| DEBORAH HOLLIS-SETSER |
[ Employer Name:| | Employer Name:{ TRIPLE T FOODS |
J Will Work] | Will Work:|Ful time |
[ Mailbox Comments: Mailbox Comments:
|' Y Y
| = |
{ Mailbox Dt | By| | Mailbox Dt[12/01/14| By|DEBORAH HOLLIS-SETSER |
[ From Office| | To Office|NEVADA CAREER CENTER |
[ = Assion Ed- Retrigve | ﬂ: Reaszign |
’B Cloze
b
4 f
Mumber of Mailboxed Job Order to be Retireved/Reassigned
Record: 1/3 <03C=
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