
 

How to Write a Job 
Order 

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

 

 

 

 

 

 

1. Click New Order button 
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2. System generated Job order 
number. 

3. Job Order Date 

4. EC-Employment Center 
responsible for the job order. 

5. Counselor-Counselor 
responsible for the job order. 

6. EJB-Electronic Job Board 
(jobs.mo.gov) Enter “Y” or 
“N” to indicate if the job 
order should or should not be 
posted to the EJB 
(jobs.mo.gov).  

7. SUPR-Suppress status of the 
job order. 

a. A-All Job Seekers 

b. Q-Qualified Job 
Seekers 

c. N-No one outside 
DWD can see 
employer name and 
referral instructions 

8. DWD- Enter “Y” or “N” to 
indicate if DWD managed. 

 

 

NOTE: Fields with a  are required 
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9. Status- Job Order Status - (O) 
Open, (C) Closed, (H) Hold, 
(M) Mailbox, (E) Entry Mode, 
or (X) Archived 

10. Status Date-Date status 
changed. 

11. Title-Employers title for the 
job (this is not the matching 
title) 

12. Exclusive-An exclusive job 
order is a job order that is staff 
assisted, suppressed, 
exclusively listed in 
Jobs.mo.gov and the Career 
Center is the sole source of 
referrals. 

13. SPYC-State parks Youth 
Corps Job Order (only 
specific staff has access to this 
field). 

14. WorkReady Missouri-
Training- Enter “Y” or “N” 
to indicate if a WorkReady 
Missouri Job Order  

 

 

NOTE: Fields with a  are required 
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15. O*Net-Double-click to bring 
up the O*Net Search. This is 
the matching title. 

16. Job Title-Enter job title you 
are searching for. 

17. Click Search button. 

18. Select the job title you wish to 
use from the list of returns. 

19. Click Select button 

 

 

NOTE: Fields with a  are required 
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20. O*Net is now populated. 

21. Experience-Enter minimum 
months of experience the 
employer requires. 

22. Job Description-Enter 
description of the job. All 
requirements must be Bona 
Fide Occupational 
Qualifications (BFOQ). 
BFOQ are employment 
qualifications that employers 
are allowed to consider while 
making decisions about hiring 
and retention of employees. 

23. Salary-If entering a salary use 
the drop down arrow to 
choose how pay is calculated. 
Then enter the rate of pay. 

24. Hours-Enter work 
hours/schedule if you wish to. 

25. Duration-Choose duration of 
the job. Default is over 150 
days.  

 

 

 

NOTE: Fields with a  are required 
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26. Shifts-Indicate shift(s) the 
employer is hiring for. (D-
Days, E-Evenings, N-Nights, 
R-Rotating, or S-Split) 

27. Comm-Is the pay based on 
Commission? Enter “Y” or 
“N”. 

28. Work-What is the work 
schedule? (F-Full-time, P-
Part-time, S-Seasonal, T-
Temporary, or PRN-Per Need 
Requirement) 

29. Age-Enter legal minimum age 
required for the job opening. 

30. Car-Is a vehicle required for 
the job? Enter “Y” or “N”. 

31. Lifting-Enter how much 
weight the candidate must lift 
on a regular basis. (1-Up to 20 
lbs., 2-20-50 lbs., 3-50-75 
lbs., or 4-75+ lbs.)  

32. Drivers License-Enter type of 
license candidate must 
possess to apply for the job. 
(Class: A, B, C, E, F or N. 
Press F1 key for further 
explanation) 

 

 

NOTE: Fields with a  are required 
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33. License Endorsements-If 
commercial license is required 
indicate which endorsements 
are required. (Enter A, T, H, 
P, S, N. Press F1 Key for 
further explanation.) 

34. Days Off-Indicate which days 
the candidate will have off. 

35. Degree-Double-click to bring 
up list of degree types. 

36. Click on the Degree Type you 
wish to use. 

37. Click Ok button 

38. Major-If a Major is required 
double-click to bring up List 
Of Values. 

39. Click on the Major you wish 
to use. 

40. Click Ok button 

 

 

 

 

 

NOTE: Fields with a  are required 
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41. Lic/Cert-If a license or 
certification is required 
double click to bring up List 
of Values. 

42. Click on the Lic/Cert you 
wish to use. 

43. Click Ok button 

Repeat steps 64-66 to add an additional 
Lic/Cert 

44. Skills-If specific skills are 
required double click in the 
skills field to bring up a List 
of Values. 

45. Skills Tree-Choose the 
heading of the skill set you 
wish to use, this will expand 
the options to choose from. 

46. Click Save button 

 

 

 

 

NOTE: Fields with a  are required 
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47. Referral Instructions/Staff 
Assisted Contact Methods-
Check the options(s) you wish 
the job seeker to use to apply 
for the job opening. Please do 
not duplicate the How to 
Apply Instructions. The free 
form box should only be used 
for referral instructions 
outside the norm. 

48. Go Direct-Check this if the 
job seeker should apply in 
person. System will display 
the address in the Employer 
Job Site Info fields 

49. Email-Check this if the job 
seeker should apply by email. 
System will display the email 
address in the Email field 

50. Phone-Check this if job seeker 
should apply by phone. 
System will display the 
number located in the Phone 
field. 

51. Fax-Check-If the job seeker 
should apply by fax. System 
will display the number 
located in the Fax field. 

 

 

NOTE: Fields with a  are required 
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52. Mail-Check this if the job 
seeker should apply by mail. 
System will display the 
address in the Employer Job 
Site Info fields. 

53. URL-Check this if the job 
seeker should apply on a 
website. System will display 
the URL that is entered into 
the Job Order URL field. 

54. Ref Inst-This should be 
checked if there are additional 
instructions to apply or 
instructions beyond the norm. 
Some examples are: 

a. Bring three professional 
references. 

b. Bring a copy of your 
driver’s record. 

If more than one phone, fax, or email 
to apply (enter one in the proper field 
and enter the other in the free form 
Referral Instructions/Staff Assisted 
Contact Methods) 

 

 

NOTE: Fields with a  are required 
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55. Off-Check this if the job 
seeker should apply by going 
to a Missouri Career Center. 
When this box is checked 
there must be instructions 
entered into the Employment 
Counselor Instructions field 

56. Ref Contact-Contact name for 
referrals. 

57. Phone-Enter employer’s phone 
number. This is displayed as 
How to Apply instructions 
when Phone check box is 
checked. 

58. Fax- Enter employer’s Fax 
number. This is displayed as 
How to Apply instructions 
when Fax check box is 
checked. 

59. Email- Enter employer’s 
Email address. This is 
displayed as How to Apply 
instructions when Email 
check box is checked. 

 

 

 

NOTE: Fields with a  are required 
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60. Job Order URL- Enter 
employer’s URL address. This 
is displayed as How to Apply 
instructions when URL check 
box is checked. 

61. Employer Job Site Info-This 
is populated off the 
Information on where the 
worksite is located. It is 
critically important that the 
zip code entered here is the 
zip code of where the job is 
actually located. The system 
uses the worksite zip code to 
center the search area for job 
seekers. 

62. No. Openings-Enter number 
of opening positions the 
employer has for this type of 
job. Must have at least 1. 

63. No. to Refer-Enter number of 
job seekers that may obtain 
the employers How to Apply 
Information. 

64. Referred-Total number of job 
seekers that have been 
referred. 

 

 

NOTE: Fields with a  are required 
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65. Close Date- Enter date the job 
order should close. If left 
blank job order will close in 
90 days. 

66. Employment Counselor 
Instructions-If the Off check 
box is checked there must be 
instructions for Career Center 
staff to follow entered into 
this field. 

67. FLC-Used by designated staff 
only. 

68. Click Save button 

69. Click Job Misc tab 

 

 

NOTE: Fields with a  are required 
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70. The following fields are 
populated from the Job Main 
tab or is system generated: 

a. JO Number 

b. Job Order Date 

c. Employer 

d. Assigned To 

e. Title 

f. ONet 

g. Status 

h. Status Date 

i. Openings 

j. # to Refer 

k. Update Date 

l. Entry Date 

m. Updated By 

n. Entered By 

o. Referral Contact 

 

 

NOTE: Fields with a  are required 
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71. FCJL-Federal Contractor Job 
Listing. Defaults to “N” if job 
is FCJL change to “Y” 

72. OJT-On the Job Training. 
Defaults to “N” if job is OJT 
change to “Y” 

73. Live In- Defaults to “N” if job 
required candidate to Live In 
change to “Y” 

74. Pub Trans- Enter “Y” or “N” 
to indicate if public 
transportation is available. 

75. Register-If this job order is 
tied to a register double-click 
to bring up the List Of Values. 

76. Locate the Register title you 
wish to use 

77. Click Ok button 

 

 

NOTE: Fields with a  are required 
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78. Auto Rem-If a Register is 
being used should a seeker 
automatically be removed 
from the register list. Default 
is “N” change to “Y” if the 
seeker should be removed 
when referred. 

79. Employer Tracking #-If the 
employer has an internal 
unique Employer Tracking # 
enter it here 

80. Suppress Employer Name on 
Web-Check this box if the 
employer does not want their 
name to be posted to the 
published job order. 

81. Green Job-If the Onet title 
used is listed as a Missouri 
Green Job title change the 
“N” to a “Y” The MERIC 
Green Job Listing can be 
found at 
http://www.missouriecono
my.org/pdfs/green_occupati
ons.pdf 

 

 

NOTE: Fields with a  are required 
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82. Criminal background check 
required- Enter “Y” or “N” 
to indicate if background 
check is required. If “Y” you 
will be required to send the 
employer Notice #2 for 
Employers Regarding Job 
Postings Containing Criminal 
Record Exclusions. 

83. Net-Enter net typing speed 

84. Gross-Enter gross typing 
speed 

85. Accuracy-Enter accuracy of 
typing 

 

 

NOTE: Fields with a  are required 
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86. Employer Contact for DWD-
Complete this section if there 
is a Secondary contact for the 
job order. 

87. Name-Enter name of the 
contact person. 

88. Phone-Enter employer’s phone 
number.  

89. Fax- Enter employer’s Fax 
number.  

90. Email- Enter employer’s 
Email address.  
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91. Job Benefits-Double-click to 
bring up list of available 
benefits. 

92. Click on the benefit offered by 
the employer. 

93. Click the > button to move the 
benefit selected to the right 
side of the screen. 

94. Click Ok button 

95. Click Save button 
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96. After Save a pop up will 
appear asking “Do you want 
to Set Job Order to Open 
Status? 

97. Click Yes button 
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98. Status field is now [O]pen 
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