Registration Instructions for
CENTER Unemployment Insurance (Ul) Claimants

of WISCONSIN

New users (never used JobNet or Job Center of Wisconsin before) — go to step 1. on
page 4.

Returning Users (used JobNet or Job Center of Wisconsin before) — start here:

Please go to https://jobcenterofwisconsin.com/ui

¢ |If you already have a Job Center of Wisconsin Username and Password, login in the Secure
Login area.

¢ If you think you may have a Job Center of Wisconsin Username and Password, even if you
created them years ago, try to remember what your Username and Password may be. If you

think you remember them, try logging in.

R
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First Job. Next Job. Right Job.
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e When you click on the Login! Button, you will go to the My JCW page where you can view
your status on the Dashboard.

| Most Job Seeker Customers Unemployment Insurance (UI) | Re-employment Services

July 30, 2012 1


https://jobcenterofwisconsin.com/ui

The Dashboard on My JCW is the place to check and see if you have completed all of the
required items. In this example, as an Unemployment Insurance (Ul) claimant, the customer
has completed two of the three requirements — she has created an account and she has
registered. She has not yet completed a résumé or work application.

JOB @) CENTER

Job Seeker Tools

LOGOUT | PERFORM & JOB SEARCH

About- s Help

Employer Tools

Need help?

M v ICW
Welcome Polly, to My ICW, your persenalized view of Job Center of Wisconsin,
You last visited us AfIE/ 2012 S350 AM.
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You can check the My JCW page anytime. Simply login with your username and password and
choose My JCW from the Job Seeker Tools menu.

As a returning user, assuming you were able to login with your username and password, you
may have some or all items completed (green checkmarks Vv ).

e If you have ared X under ‘Register for services’ and ‘Complete a résumé or work
application’, click on the Register for Services / Update link (instructions begin on page 8).
After you register, Job Center of Wisconsin will automatically take you through the steps to
complete a résumé (instructions begin on page 16).
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If you have ared X under ‘Complete a résumé or work application’, click on the Résumé
or Work Application link. Job Center of Wisconsin will automatically take you through the

steps to complete a résumé (instructions begin on page 16).
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Create an Account

1. To begin, please go to https://jobcenterofwisconsin.com/ui

Read the instructions for Unemployment Insurance Customers. Click on the key in the
Secure Login area to get started.

JUB @ B ENTE R Connecting Wisconsin's Workforce

Harné > Login

This feature requires a login, or
you have timed out due to
inactivity.

If you do mot have a login, click on
'Create an account'.

First Job, Mext Job. Right Job,

Most Job Seeker Customers Unemployment Insurance (UL || Re-employment Senvices
Two steps to Job Canter of Customers ({RES) Customers
Wisconsin regestration: Three steps to Job Center of Four steps to Job Canter of
1 Create a0 account. Wisconsin registration: Wisconsin registration:
2. Begister for services, 1. Create an accouwnt, 1. Create an account,
2. Register for services 2. Register for services,
EH:!{ an tl‘ll!t huir} I::‘IB' Sacurn 2. Cormplete & Réswmé / Work 3. Fill out & Self-Assestment Swurvey
ogin area ta begin Apphication and Finish ¢ activate it and save it,

4, Complate & Résumé / Wark
c"“!‘ on the key In the Secure Application and Finish / Activate it.
Login area to begin!

Remermber to print your completed
Résumé / Work Applcation and Self-
Assessmant Survey and take them
with you to your BES sescion.

Click on the key in the Secure
Login area to begind

Wwhen registering, you must use your real Social Security Number and date of birth. Your information must be
accurate to meet the registration requirement for Unemployment Insurance benefits.

Lfter cr@atmg an account, you chn chéck your Status argtemi by vigiting My JCW. Login with your usérmarmeé and password,
chick om Job Sesker Tools in the menu bar, and then on My JCW.
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1. Read the information on the Self Registration page, and the User Acceptance
Agreement. Click on the Accept button.

Need help?
Self Registration

Welcome 1o the DWD/Wisconsin Usar Name self registration process. Self Registration allows you to create your
personal DWD/MWisconsin User Mamea, This is your key to doing secure business with the Department of Workforce
Development over the Internat,

Requesting a DWD /Wisconsin User Name and Password

You will need to provide a minimal amount of user information to enable WD to create a DWDAWIsconsin User Name
fior you. DWD s required by state and faderal law to keep user information you provide confidential, Pleaze ses the
Uzer Acceptance agreement for additional infarmation, NOTE: An account not accessed withun the past 26 months
will ba considerad dormant and may be deleted without warming, following security best practices, If you nieed an
account after the ariginal is deleted, you will need to register for a new account and reguest the required access
autharization,

Starting the Self Registration Process

To bagin, you must read the User Acceptance Agreement balow and chck accept at the bottom of the page to
agree to the terms of the usage policy. If you do not agree to the terms, click Decline.

User Acceptance Agreement

“iolators may be subjact to prosecution, fines or other 5an|:t|c|r1-5..

Erinter Friendly Yersion

Accept ;—;‘& Decline I
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2. Fill in your information on the Logon Creation page. Required fields are marked with a red
asterisk *.

Click on the Submit button at the bottom of the page.

Logon Creation

If you think you may have already completed this process and may be creating a
duplicate account, please call (G08) 266- 7252 for more information or for help in setting
WP OF FECOVEring your account.

This page uses the graphic to the nght bo prevent automated regetrabons 826?4
¥ you cannck see the numbaer in that graphic, verification aggistance is available 5

® pndicwbsn Baquined Fald

Profile Information

PLEASE WOTE: This is & parsonal SCcount shich pou may use for difene Durpodads. S0 anler pour oen nare
Aok e Budinds name o yaur B Aama. [F yeu sl ba uBing your DD Wiieardin Lagan Far poud wark
tharw wil be sn sddtional sbep later that wll connect pour aslf-reguatrebicn mth that bunirsas or crgerizabeon.

#First Hame  [Madelns

Middle Initial ﬁ

#Last Mame  [Bruce

Suffix w
E-Mail addrass i abrangly rezommeandad A cade vou fergal vour padivend. Don'l by g Eogilt
E-Mail |maddyjb@sample.mat
Phane -
&
0aseE1 334 [prasss123 exl.

Mailing Address

Strest .:-d-:lres:hzls M, Elm fvenus

or PO, Box
City |M¢|‘||IZIE'
State/Pravinca| Wisconsin W

Zip/Postal '7
Code 53656

Logon Information

PLEASE NOTE: Your User Name must ba bebween §5-20 characters long and CAN be &
combnation of letters and numbers. Your User Nama must not contain spaces or spacial
charactars.

wliser Hame  [Portugal

PLEASE NOTE: Your Password must be 7-20 characters long and MUST contain a
combnation of letters and aither numbers or special characters (except tha @ ? / signs)
Passwords are case sensitive. Your Password cannot contan the User Hame.

Eamaverd Tios

®Password [snnsnss

Re-entar
Passward

freesees

User Name/Password Recovery

IF yau lese yvour password or lock yaurdall sut, we will a5k yvou this questian bo confim your
iantity. Plaase entar an answer that you will remamber, Short, specific answars are the
best. (gagurgy gusaticn bza) The security answer you enber cannot contain your password. This
= ot a password hnt. Example

Security queshion:Name of your first pek?

Angwar: Spot
Secunty Mame of your favorite musical group or musician? |
Question
EaCUNTy
Rl
A ewer  [Plling Stones
Verification
This step halps prevent automatad registrabons.
of youw cannct ses the number below, secifization appigtance i availsbis

= Please enter the number as it is [7
% ;
82.67 shown in the box to the left. Bi674

Do not share your Usar Mame or Password with
anyona. Itis your obligation to protact it by
keaping it confidential and known only Lo you.

Sulimit |
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3. If the User Name you entered is already in use, a bold red message will appear at the top of
the page. Enter a different User Name, and then enter and re-enter your Password.

Click on the Submit button at the bottom of the page.

Head help?
Logon Creation

The User Name greundbicg is not available, Please ry another User Mamee,

This page uses the graphic to the nght to prevent automated regstrabans

4. If any required information is missing, a bold red error message will appear next to the
field(s) that need to be corrected.

User Name/Password Recovery

If yau lose your passward or lock yvourself a will ask you this question to confirm your
dentity. Please enter an answer that you wi member. Short, specific answers are the
best. (Segudts gugstios lipg) The SECUNDY ANSWer you enter Cannol Contain your password, This

s nat a password hint. Example:

Sacunty guestion:Name of your first pat?

Answear: Spot

=T
@ tion

Hame of your fawvonte musical group or mussCian™ (%

Flease anter a Securlty
Answer.

Correct the information and click on the Submit button at the bottom of the page.

5. The DWD/Wisconsin User Name Creation Complete page will be displayed. You have
completed step 1 of 3.

To print the page for your records, click on the Print button.

Click on the Continue button to go to the beginning of the Registration process.

Need help?

DWD /Wisconsin User Name Creation Complete

Tha DWD/Wisconsin User Name and Password can ba used for various DWD systams

For Unemployment Insurance (U purposes, you have now completed step 1 of 3 [you have set up an account].
wa'll now walk you through registering for services,

In order to be eligible to receive Ul benefits you must complete all of the required steps.

You can print this page for your records, then click on the Continue button to procesd.

Eo P Continue >> I}J

Note to Job Seekers: If you are registering so you can create a résumd or work application, or because you
received a Reemployment Services letter from the Unemployment Insurance Division (you will have 4 steps - the
additiorsal step baing the completion af your Self-Assassment Survey), or bacauss your case manager instrusted
you to ragistar, you are not finished. Pleasa click on the Continue button

Profile Information

Lser Name

gt e S P Y s - L
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Register for Services

1. Read the More Information Needed page, which explains why we need your Social
Security Number and other personal information. Click on the Continue button.

More Information Needed
To continue, we need to collect some additional information,

Registrants may be eligible for traiming funded by fedaral or state programs designed to assist a job seeker in
obtaining employment, Job Service staff work directly with registered individuals to identify specific program
funded services.

wWhy we need the data:

* Your Social Security Number (SSHM) is needed for federal reporting. It will be treated in a secure and
confidential manner and will never be shared with emplayers.

Demographic information (age, gendar, ethnicity, race, and disability status) is collected to help us evaluate
our performance, and in some cases to determine if you are eligible for other programs or services,

wVeteran status is asked to determing if you are eligble for special services, and to evaluate our service
delivery. Qualified veterans that register on the Job Center of Wisconsin website are eligible for employment
and training assistance, Some training opportunities may only be available to a veteran or a qualifying member
of a veteran's family.

Please chick on the Decling button to return to Job Seeker Tools.
Please click on the Continue button to proceed.

..................... -
2

. r =
Decline | i Confinue :-:--b

2. Itis extremely important that you enter your correct Social Security Number. The numbers
you enter will not appear on the screen. Click on the Continue button.

Need help?

Register For Services/Update

Your Social Security Number (SSN) is needed for federal reporting. It will be treated in a secure
and confidential manner and will never be shared with employers.,

You must enter your CORRECT Social Security Number, which will help us serve you better
This is especially important if youw:

are a military wvateran

are raceiving Unemployment Insurance or other public assistance
want individual help from a Job Center

» need assistance with training

Thank you for your cooperation. Your Social Security Number will be kept confidential,

Identity Info:

Please enter the following to secure your identity within the Job Center of Wisconsin system.
“Sooal Secunty #: (#EF-2F-Fass) ese |- ws | - sese

*Re-Enter Social Secunty #: see | - w8 - sess

Use 'Back’ and 'Continue” buttons to move from page to page. [

Registration Progress: IDD |:| DDD |:| D

Continue >> g

3. Enter your correct date of birth and gender. Click on the Continue button.

Need help?
Reqister For Services /Update
Identity Info:
*Date OF Birth: (MM/DD/Y YY) 05 /04 ) 1960
*Gender Omale  Eremale
Use ‘Back” and 'Continue’ buttons to move from page to page. << Back | Continue = m{
Registration Progress: . D |:| |:| D |:| |:| DD
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If you see a red error message, follow the instructions listed. Do not attempt to register
again, as this will only make the situation worse. When you call the telephone number that
is listed you will need to be at a computer.

Need help?

Register For Services/Update

Identity Info:
“Date OF Brth: (MM/DD/YYYY) 06 ' 19§ 1959
* Gander Cmale @ Famale

@ stopl The information you provided does not match our records. Please call us toll-free
at 1-888-513-5633 to have the problem resolved. You will not be able to continue registering
until the problem is resolved.

DO NOT create another account. This will not fix the problem, and only makes it worse.
The cause of the problem may be that you registerad in the past and already have a username
and password, and a registration in our system. If you think you might know what the

username and password are, logout now and try legging in with what you think your username
and password could be.

If wou still cannot loging please call 1-888-513-5633 so we can resolve the problam.

Use "Back’ and 'Continue' buttons to move from page to page. == Back Continue ==

Registration Progress: I |:| |:| D |:| E E [ E

4. Review the information displayed and update it if necessary. Required fields are marked
with a red asterisk *. Click on the Continue button.

M help?

Contact Info:

Please enter the following contact information.

*First Hame: Polly
Middle [nitial: 1
*Last Name: Klock
Suffi: Cne O1 On Om Cw QOx Qs Ov Ovi Ovi
Email: {abc@def.com) pollyklock23gpszmple.n
Home Phone! {999 555 1234y |(920) 555-123 Ext!
Messages: (999 555 1234) Ext:

Cell Phone: (999 555 1234)

Use "Back' and 'Continue' buttons to move from page to page. << Batk Cornise == I

Reqglstration Progress: . l :I :l :l D D |:| |:|

5. Review the information displayed and update if necessary. Required fields are marked with
a red asterisk *. Click on the Continue button.

Caontact Info:

Please give us information about where you LIVE,

*Street Address: (123 Main Strear .
e 310) = s 1200 Mautical Way
Miore ADdress: (Fyeur sddrass
doesn't it sbewe)

*City: Fond du Lac

*S5tate: (ewample wiformscansing W

*Zip code: (#2&28) Extension B[ -
optional. 54935

Do you want to enter another Oves
ddress where you receive mad? =~ "7
[ chack this box If you llve OUTSIDE the U.8. or its possessions.

E o

Wisconsin County
Update Coundy

Use "Back” and 'Continue’ buttons to move from page Lo page. << Back Confifue »= {}!

Registration Progress: I I I |_| |— |— |— |— ﬂ
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6. The County is defaulted based on the Zip Code you provided. If it is incorrect, select the
correct County from the drop-down menu. Click on the Continue button.

If you live outside Wisconsin, the County screen is skipped.

Mued help?

Contact Info:

FCounty! Fond du Lac »

Use ‘Back” and "Continue® buttons to rmove from page bo page. =< Back I Continug >>= 1}'

Reglstration Progress: l l I :l D D D D |:|

7. Select your responses to the questions by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

For Race, you may check all checkboxes that apply.

heed help?
i Iy
Demographics:
(Fedarally Required Information, not shared with employers. )
*irg you Higpanic or Lating/Latina? O Ye5 = g 'i._.i‘l:lnrllr-t.- To I"{r;prmr]
*Race(Select all that apply )
[Fhahite Cllack or affican american
[Clameric:an Indian or Alzskan Mative [Cisian
[CHawaiian Native or other Facific Islander Clother
Coecline To Respond
EArE you employed? Hot Emplowed w
*Unemployment [nsurance €01 apn filing for unemployment benefits and was
LG mandatad to registar as part of my application
:_.'l am recanang unem ployment benefits but was
not directed to reqgistes
211 am receiving unemployment benefits and was
matfueted Ba Sltend & re-efmployrnent Sarided
arentation,
31 am not receiwing unamploymant,
ol have e=hausted my ||r'p|1'|pln',,lrrar|". hanefits,
*0o0 you have a Disabiity?  Ciyes Elmo O Decline To Respond
Use 'Back” and 'Continua’ buttons to move from page to page. <= Back Caomtinue w]:;!
Registration Progress: l ' l l E E I: D :I

Click on the Continue button.
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8. Depending on your response to the "Do you have a Disability?" question, you may see this
screen:

Demographics:

{Federally Required Information, not shared with employers.})
#Category of Disability? t}
Use '"Back' and "Continue' buttons to move from page to page, =2 Back Cortinue =54

registration progress: [|IIIBI0000

Choose an answer from the drop-down menu. Click on the Continue button.

9. Select your responses to the questions from the drop-down menus. Required questions are
marked with a red asterisk *.

Click on the Continue button.

Education Status:

*which of these best describes you?

L

* Highest School Grade Completed: b
b

b

use '‘Back’ and 'Continue’ buttons to move from page to page. <« Back Continue =

Registration Progress: I I I I I |_| |_| |_| |_|

10. Select your responses to the questions by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

Click on the Continue button.

meed help?
English Language Proficiency:

Do yow have limited English readin -
* ¥ 9 9 { z (3

ckill6T Ove: Mo
rl:'ll:! 'pl;._l hawve limited English speaking Oves Blno

skills ¥

Use "Back” and "Continue’ buttons to move from page to pagee. =< Back Conlmue =3 m;
Registration Progress: l l l l l I |: E E
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11.Depending on your responses to the limited English skills questions, you may see this
screen:

Meed help?

English Language Proficiency:
What Is your primary Language?

) English O albamian C} american Sign/Jses TTY O arabic
) Bosnian/Croation/Serbian  ‘C'Cambodian ) Chinese CJFranch
[ cerman O Gresk ) Hebrew O Hindu
0 Hmaong i kalian @ Japanese Ckorean
2 Lanotian (8 Haorwegian ) Parsian/Farsi O polish
) Russian O Sormak Crspanish O swedish
 Tagalag O Tha O Tibetan O urdu
O vietnamesa O other
Use 'Back' and "Continue’ buttons to move from page to page. -c-cm Continug = ‘I}

Registration Progress: I I I I I I |_| |_| |_|

Select your response to the questions by clicking the circle in front of your response.
Click on the Continue button.

12.Click on the ‘Yes’ button or the ‘No’ button to respond to the question.

Mo hlp?®

Military Status:
Use "“ves' or 'No', and "Back’ buttons to mowve from page to page.
Hawve you servad, or are you currently seeving on active duty in the LS. Military?

Mote: National Guard and Military Reserve personnel who have been called to active duty should respond

"Yas",
Yes | Mo | <« Back
Reqlistration Progress: l I l l l l I D D

13.Depending on your response to the Military Status question, and your responses on the
Veteran Status questions, you may see some or all of the following questions. Click on the
‘Yes’ button or the ‘No’ button to respond to each question, and then click on the Continue
button.

Veteran Status:
Use "fes' or "No', and "Back’ buttons to move from page to page.

Yes Mo << Back |

Have you béén dechargad?

July 30, 2012 12



Veteran Status:
Use "Yes' or 'No', and "Back’ buttons to move from page to page.
Were you discharged or released from military service with a Dishonorable discharge? (Reference: Title 38

USC 101-2)
Yeos < Back
Veteran Status:
Use "Yas' or "No', and "Back’ buttons to move from page to page.
* Active Duty Begin Date (mm/ddivnd | | | /]
* Active Duty End Date (mm/dd vy _,r .-" |
<<Back |  Submit Sendce Dates |
Veteran Status:

Use "vYes' or 'No', and "Back’ buttons to move from page to page.

Arg you a service memiser in active duty status (including separation leave) and is within 24 months of

retiremant or 12 months of separation?
fes " Mo I << Back

Yeteran Status:
Use "ves' or "No', and 'Back’ buttons to mowve from page to page.
Arg you the spouse of 4 veteran?

Yes II Mo I =< Back I

Veteran Status:

Use "Yes' or 'No', and 'Back’ buttons to mowve from page to page.
Are you the spouse of any of the following? (Reference: 20 CFR Part 1010)
(1) Any veteran who died of a service connected digability;

OR

[2) Any member of the Armed Forces serving on active duty who, is listed in one or more of the following
categores and has been so listed for 2 total of more than 90 days:

(i} Missing in action;

(i} Captured in line of duty by a hestile force; or

(in) Forcibly detaned or intemed in line of duty by a foreign govermment or power;
OR

[3) Any veteran who has a total disability resulting from a service connected disability, as evaluated by the
Department of Veterans Affairs;

OR

(4) Any veteran who died while a disability, as indicated in paragraph (3) of this section, was in existence.

ves [ e | <<Back_|

Veteran Status:
Use "Yes' or 'No', and 'Back’ bultons to move from page to page.

Are you entitted to compensation, regardless of rating (inchuding those rated 0% ), for a service-connected
disability?

OR

If not for the receipt of military retirement pay, would you be entitled to compensation for a service=
connected disability?

OR

‘Were you discharged or released from active duty because of a service-connected disability?

ves | << Back
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Veteran Status:

Use "ves' or "No', and 'Back’ buttons to move from page to page.
Is your senvice connected desabiity rating 30% or more?
OR

Is your service-connected disability rated at 10 or 20 percent, and determéned by DVA to be a serious

employment handicap?
Yes HTI << Back |

Veteran Status:
Use "ves® or 'No', and "Back' buttons to move from page to page.

Have you been awarded an Armed Forces Campagn Badge or Expeditionary Medal?

Yes | Mo I << Batk I

14.Click on the ‘Yes’ button or the ‘No’ button to respond to the question.

Meed help?

Register For Services /Update

Migrant/Seasonal Farm Worker Status:

Have you bean working as a seasonal farm worker, or a migrant farm or food processing worker in the last

twelve manths?
ves | [ Mo Ry << Back
Registration Progress: I I I I I I I I |:|

15. Depending on your response to the Migrant/Seasonal Farm Worker Status question, you
may see this screen:

Register For Services/Update

Migrant/Seasonal Farm Worker Status:

{Gelect the Option that best describes you.)
CHisasonal Farm Worker {must answer "YES" or "TRUE™ to all conditions)
* You worked for a total of at least 25 days {or parts of days-not necessarily in a row) in which
some work was performed in farm work

+ parned at least half of your income or more from farm work
= ware not employed in farm work year round by the same employer
« If you were/are & full-time student, wou were/ang & non-rmigrant fullbsme student

Cvigrant Farm Worker {must answer “YES" or “TRUE® to all conditions)
= You wers 3 "seasonal farm worker® who had to travel to do the farm work and you ware unable to
return to your permanent residence withan the same day

= [f you wers a full-time student, you travelsd with your family,

COiigrant Food Processing (cannery ) Worker (must answer "YEE® or "TRUE" to all conditions)
= You worked for a total of at least 25 days (or parts of days-not necessarily in a row} in which
soine work was performed in food processing (includeg cannery)

# parned at least half of your earmed income or more from processing work
= warg not employed year round by the same employer

* had to travel to do food processing work and were unable to retum bo yowr permanent residence
within the same day

# If you were/are a full-time student, you traveled with your farmiby.

Crione of the above
Use 'Back’ and 'Continue® buttons to move from page to page. | <= Back I Continug >

Registration Progress: I I I I I I I l D
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16. Select your response to the question by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

The question defaults to ‘No’, however you can change it to ‘Yes’ by clicking the circle in
front of ‘Yes’.

gIste [ £ g S Lpdate

Interests, Training, and Experience:

#* May the Wisconsin Department of Workforce Developement give youwr conbact, career
intarests, training, and experience information to employers (possibly aven your currant
employer) looking for employees with your career interests, training, or experience?’
Elves Ono

Use "Back® and '"Continue’ buttons to mowve from page to page. << Back Condinue == |

Registration Progress: I I I I I I I I '

17.The following message is displayed. You have successfully completed step 2 of 3. See
page 32 for an example of the e-mail confirmation you will receive.

Register For Services /Update

For Unemployment Insurance (Ul purposes, you have now completed step 2 of 3 [you have set up an
account and registered for services].

The third and final required step is complating your FésuméWark application. You will nead to accept the
Terms of Use for Job Seakers, 'Add' a Résumea/Work Application, and then Finish/activate it,

In order to be eligible to receive Ul benefits you must complete all of the required steps.

NOTE: You will receive an e-mail confirmation when you have completed the process

Please click on the Continue button to proceed.

Click on the Continue button.
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Complete a Résumé or Work Application

1. Read the Job Seeker Terms of Use. Click on the | Accept button.

Job Center of Wisconsin Terms of Use for Job Seckers

This Terms of kse Statement govemns the way Job Center of Wisconsan collects, holds and uses data that you may
submit. Please be sure to read this entire Statement before using or submitting information. Job Center of Wisconsin
takes every precaution bo protect the mforrmaton of & user, When & uger gubmits sensitive nfarmation wa the
wabsite, the information is protectsd both on-Fne and off-line,

lob Seeker Safeguards:

= Personal Contact Information: Job seekers control the amount of personal contact information they want made
available to employers who access their résumé.

= User ID and Password: 4 job sesker establishes a User ID and Password when signing up. This User ID and
Password is required for all future access to their résumé or saved job searches.

= Privacy: A job seeker's personal data is never transmitted with the User 10 and Password bo employers

Fees: Employers may not charge & fee to provide & job seeker with access to & job referral or 55 8 condition of

accepting a job.

+* Labor Dispute: Emplayers may not use the service o recruit replacement waorkers in a labor dispute, either
through job postings or résume searches.,

= Ripsum Use: Employers may not use résurmés from thes site (whether received by searching or from the job seeker
responding to 3 job posting) for any purpose other than to fill an mmediate job opening. Employers may not resell
or repost résumés fourd on this site, whether in whole o in part.

+ Jobs Posted: Jobs posted must be for an immediabe opening. Business opportunities are not considered immediate
OpEnings.

= Monetary Inwestment: Employers may not requre a significant monetary investment by 3 job seeker to obtain
employment. Usual and customary licensing fees or certificabons are acceptable. sApphcation fees, purchasing kits,
and work-from-home plans are not acceptable,

-

lob Secker Responsibilities

= Posting of Material: Job seekers are prohibited from posting or tramsmitting any material that is obscens,
scandalous, inflammatory, pornographic, profane, unlawful, threatening, libelous, defamatory, oF otherwise
inappropriate language. The Wisconsin Department of Workforce Development will cooparate fully with any law
enforcement autharities or court order requesting or deecting us to disclose the identity of anyone posting any
guch infarmation or matenals.

+ Reporting: Job seekers are asked to assist us in maintaining the proper use of the system by reporting employers
wha do not fallow the rules they have sgreed to as stated sbove,

Modifications

The Wisconsin Departmant of Workforce Davelopment reserves the right to modify or amand this Statement at any
time.

|Amﬁ' | Decling |

2. To begin creating a résumé, click on the Add button on the Job Seeker Profile.

Iiead help?

lob Secker Profile

Creating & résumé or work spplication enhances your opportunities for
olbaining employment, and allows employers to match you to their job
O@Enings.

Salect an item to work with by checking the box in front of the Reference Number, Mext, click on a button to perform
that function for the selected item.

If @ butkon is inactive or ‘grayed’ out it means that function cannot be performed at this tme

¥ou may have up to 3 résumés applicatons, You will have the choice of printing youwr data as a résums, or 3 work
application. A list of references, and a cover letter can also be created and printed.

Ritsum it/ Application References | | Cover Letter
No résumés/applications found. Press Add to start 3 new Bésume or Work Application,

_M% ProviewPrint | Emad |
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Click on the ‘Save’ button every few minutes to make sure the information you
enter is saved on your résumé. If you don’t save regularly, you will ‘time out’
after 30 minutes and vour work will be lost.

Use the Need help? links on each page to see examples and clarify what type of
information should be entered.

3. Fillin the information requested on the page, taking care to spell everything correctly.

You must have a valid email address. It is a required field. If you have an email address but
haven't checked it recently, try to access your email to make sure your account is still active.
If your email account is not active, you will need to reactive it, or create a new one. Be sure
that your email address is spelled correctly.

Check your email account regularly (every few days). The Job Center of Wisconsin
website and employers will be communicating with you via email.

When you are done entering your information on this page, click on the Save button, and
then on the Continue button.

Preview Application
Preview Résumé

Save

Work with My Pesumes/applications

Save early, save often. For your security, your session will time out after 30 minutes. Glicking the Save
button resets the timeout counter and extends your sesslon time for another 20 minutes,

The Job Center of Wisconsin résumeé and application feature accomplishes two things simultaneously. Enter your
mfarmation once, and create both a work application form or a résume, or both, You will be able to choose which
item to format and print after you have entered your information. Be sure to review your information for accuracy
spelling, grammar, and capitzlization errors.

You may have up to 3 résumés/applications, and you can also create a list of references, and a cover letter

An asterisk ( *) denotes a required field.

Step 1 Need help?
Contact information
Step 2 First Mame Pally
Emplovment Frofile
Last Hame Klock
Step 3 Middle 1
Work Experience % Ema
pollyklock49@sample. nat
{abcddef.com
Step 4 Dor't have an email?
Education
Street Address 10 1000 Nautical Way
Step S : Street Address 2
Bovailability i
ity Fond du Lac
Step 6 State Wisconsin W
Finish/Activate Zip: 493t
Horme Phone (920)555-123¢
(999 555 1234
alt Phone: .
{990 E55 1234 hen click here

Sane L
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Fill in the information requested on the page.

Select the occupations you are searching for work as now. Do not list previous occupations
unless you are searching for that type of job now.

1. Job Title:

* Category:

®Years of
Experience:

* Type in the Job Tite and click on the Search button.
* Choose the best mgtch from the Citegury drop-down m

* If none of the itemg on the Catego
Title and clicking of the Search bufton again.

* Indicate the years of work experiefjce you have for each Occupat

y drop-down menu is a

Use O¥Net OnlLine to helpbc\u Finl:rl:he hes.l:#:-h Title.

h 4
|jourr‘|alist |
Y
Please selgct an Occupational Category.

Please sele:t an Occupational Catego
Reporters agd Comrespondents
Poets, Lyrigjsts and Creative Writers
Radio and Tlevision Announcers
Broadcast Mews Analysts

Camera Opdrators, Television, Video, and Motion R
Photographdrs

Communicafions Teachers, Postsecondary

English Language and Literature Teachers, Postse

Select up to three Occupational Categories that you are interested in:

od match, try changing the Job

Category.

v ““Wage and Career Info

Less than one year
1-2years

3 -5 years

G- 10 years

11 - 15 years

Mare than 15 years

When you are done entering your information on this page, click on the Save button, and
then on the Continue button. (See example on next page.)
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Connecting Wisconsin's Workforce

LOGOUT | PERFORM A JOB SEARCH X

Help Exit

JOB@®) C

o Wl

ENTER

SCONSIN

Home About s

Creen r \Wersiol

Résumeé fApplication

Save early, save often. For your security, your session will time out after 30 minutes. Clicking the Save
button resets the timeout counter and extends your session time for another 30 minutes.

The Job Center of Wisconsin rdsumé and application feature accomplishes two things simultaneously. Enter your
infarmation once, and create both a work application form or a résumé, or both. You will be able to choose which
item to format and print after you have enterad your information. Be sure to raview your information for accuracy,
spelling, grammar, and capitalization emars.

You may have up to 3 résumés/applications, and you can also create a list of references, and a cover letter.

An asterisk (*) denotes a required field.

Step 1 Nead help?
Contact
Information Employment Profile

* Ohjectve: |Sasking a full-tme position where I can utiize |
Step 2 !rnv 15 years of joumnalism experience,
Employment |
Profile | |

Text Limit: 500 | Text Entered: 88

Work Indica_te any txpen’enced newspaper joumalist with i\]
Experience spacific skills jexcellent credentials. Experienced =

that you have: investigative journalist. First-rate interviewing

Step 4 skills and t=chniques. Environmental columnist »
Education Text Limit: 1000 | Text Entered: 204
Step 5 Certifications, I?Magaz'me Colummnist of the Year in Colorado, |
A I i Licenses, 2005 |
Awards:

|
mﬁ ) Text Limit: 300 | Text Entered: 48
Finish/Activate

%x1f you have 3 National Carser Readiness Certificate (NCRC), or if you acquire

one, do you want to share that information with employers?
®ves
Ono

Locking to have your résume or work apphcation stand out from the crowd? The
r di rtifi is a portable credential that halps bwld
your confidence and venfies that your skills match the employer's needs.

Select up to three Occupational Categones that you are interested in:

* Type in the Job Tite and chick on the Search button.
# Choose the best match from the Category drop-down meni

* [f none of tha itams on the Category drop-down menu is a good match, try changing the Job
Tide and clicking on the Search button again.
* Indicate the years of work expenence you have for each Occupation Category,

Use O*Net OnLing to help you find the best Job Tite.

1. Job Tita: [journalist | Search I
% Category: |Reporters and Correspondents =]
*Years of [11 - 15 years Wage and Carsar Info

Expensence:

2. Job Title: [newscaster | Search i

Category: [Raum and Talevision Announcers '_',|

Years of [1- 2 years ¥ | \Wage and Career info

Experence: -

3. Job Title: [ |

Categary: [ >

Years of l =

Exparienca: Then click here
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5. Fill in your desired salary, if you wish (not a required field).

To add your work history, click on the Add Work Experience button.

An asterisk (*) denotes a reqguired field.

Work Experience

Employment Desirad Salary: 3 -

Yaour infarmation will appear om your réaumé ar work application in chromological order, Please list informaton
related to your last 10 yesrs of work axpsrisnce. ¥You may snter up to 10 employers.

Experience | [Add Work Exparienc, EI“"*”E‘-{}

Step & <« Back Continug »=

Fill in the requested information. Click on the Update button to save this employer’s
information. Click on the Save button at the top or bottom of the page to save your résumé.

Work Experience

Desired Salary:  5[55000 | Per Year v

Your information will appear on your résumé or work application in chronological order. Please list information
related to your last 10 years of work experience. You may enter up to 10 employers.

#Employer: Green Earth Today Magazine

Text Limit: 70 | Text Entered: 26

City: |Golden |
State: |Co|orado V|
#Position: |COIumnist

Use D*Net OnLine to help you find the best Position title. The link also contains information
to help you complete the Duties/Responsibilities. Providing detailed information will help
employers match you to their open jobs.

% Dates Employed: Start (Month/Year):
End {Month/Year):

(Leawve End blank if currently employed)

¥ Duties/Responsibilities: Environmental columnist for a bi-monthly
regional magazine.

Text Limit: 1000 | Text Entered: 59
{ Update i“}!’ Cancel )

When you are done entering all of your work history (up to a maximum of 10 employers),
click on the Save button, and then on the Continue button.
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Connecting Wisconsin's Workforce

f

Résumde fApplication

ik with 4 AT

Save early, save often. For your securily, your session will time out after 20 minutes. Clicking the Save
button resets the timeout counter and extends your session time for another 30 minutes.,

The Job Center of Wisconsin résumé and apphcation feature accomplishes two things simultansously, Enter your
infarmatbion ence, and create both a work appbcation form or a résumé, or both. You will be able to choase which
item to format and print after you have entared your information. Be swre to review your information for accuracy,
spefing, grammar, and capitalization emors,

You may have up to 3 résumés/applications, and you can also create a bst of references, and a cover latter,

Reésume Saved
An asterisk (*) denotes a required field,

Informmation Work Experience
Deswed Salary: {55,000 | |Per Year [

Step 2
Emw Four information will appear on your resume o work application in chronodogecal osder, Please list information
M rebated to your last 10 yesrs of work sxperencs. You may sater up to 10 sm,

Emplayer: Denwer Timas
m City Denwver
m " State: Colorado
Expenience Positien: Raportar

Dates Employed: 2008 to 2012
2iep 4 Duties/Responsiblitias: Environmental, local news, and human
Education interest reporter for 3 large daidy

= O
newspaper. Circulation: 250,000

Step S R (Femowe )

Employar: Graan Earth Today Magazina
Step © City: Golden
Einish/Activate | stare: Colorado

Position: Columnist

Dates Employed: 2003 to 2008

Duties,Responsibilities: Envronmental columnist for 3 bi-monthly
regeonal magazne

Employar: KCWH-TWV

Ciby: Colorado Springs

State: Colorado

Pogition: TV Raportar/Weekend Anchor
Dates Employed: 2000 to 20032

Duties/Responsibiities: Reported on assigned stones, mainly local
events and human nterest, Weekend
anchor for the 5:00 p.m. and 10:00 p.m
newscasts, Occasionally filled in 28 anchor
through the waak.

Employar: Loaville News Leadar
City: Leadville

State: Colorado

Position: Reporter

Dates Employed: 1996 to 2000

Duties/Responsibilites: Coverad local and regional news stones
for & small weekly newspaper. Circulabon:
3500

Add Waork Experience
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6. Select your highest level of education from the drop-down menu.

To add schools you attended, click on the Add Education History button.

An asterisk (*) denotes a required field.

Step 1 . ) Heed help?
Contact Information

Education

Slopd * Highest Grade Bachelors Dagres o
Employment Profile Complatad

atep 3 Edweation History will sppane on yaur rdsem o work application in cheonoksgieal

M_Ehmm erder. You may record wp to 5 entries,

Add Education Hls:E' v

<< Back Continua = |

Fill in the requested information. Click on the Update button to save this school’s
information. Click on the Save button at the top or bottom of the page to save your résumé.
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When you are done entering all of your Education History (up to a maximum of 5), click on
the Save button and then on the Continue button.

@ Connecting Wisconsin's Workforce
(BN

Hrma Inh Saeker Tools Emplover Tonls A, I He

Résumeé f Application

Sawve early, save often. For your security, your session will ime out after 30 minutes. Clicking the Save
bution resets the timeout counter and extends your session time for another 30 minutes.,

The Job Center af Wisconsin résumed and applicabon feature accomphlshes two things simultanaowsly. Enter your
informabon once, and create both 3 work applicatien form or 3 résumé, or bath, ¥ou will be able to choose which
item to format and print after you have entered your information. Be sure to review your infarmabon for accuracy,
spalling, grammar, and capitalizabtion erors.

¥ou may hava up to 3 résumds/apphcations, and you can also craata a list of references, and a cover lattar.

An asterisk (*) denotes a required field.

2ten 1 tieed help?
Contact [nformation
Education
Stepd ® Highsst Grade  |Bachelors Degres ]
Employment Profile Compheted
Step 3 Educatine History will appesr nn your résuma or work application n chroralogical arder, You
Work Experence mmy rmcord up b § emtres.
® School Name:  [Colorado Collzge |
mm Dalu:d . Ctart (Month/Yaad): \':l |
attendead: ; 1n
End [Month/Year): | || |
Step 5 (Leave End blank if curently attending)
Bovailability Cowrsa{s) of  [lournalism
Situdy:
Stepb
Dol Text Limit: 100 | Text Enterad: 10
Dagres/ Awards: [lournalism Student of the Year
Text Limit: 500 | Text Enterad: 30
.
! E Then click here
\dd Educabion Histohy
ek ] Y ."'D'hJ
m o

saw |\
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7. Select the county(ies) where you are willing to work by clicking on the county name, and
then on the Select button.

Choose ‘yes’ or ‘no’ to answer the relocation question, based on your willingness to move
somewhere else for a job. Do not choose ‘yes’ unless you are willing to move for a job.

Click the checkboxes for the type(s) of employment you will accept.

JOB @) CENTER

LOGOUT | PERFORM A JOB SEARCH

e

Home—Job Seeke Employer Tools Abouttrs Help

Screan Reader Varsion

Preview Application
Preview Résumdé

Hesume )/ J"-:-.!|I' Al

Save Delete

Work with My Résumess/ Apphcations

Sava aarly, sava often. For wour security, your session will time out after 30 minutes. Clicking the Save
button resets the timeout counter and extends your session tme for another 30 minutes.

The Job Center of Wisconsin résumé and apphication feature accomplishes two things simultansously. Enter your
miformation ance, and create both 3 work apphcation form or a résumé, of both. You will be able to choase which
ibem to format and perint after wouw have entared yowr information. Be swre to review your information for accuracy,
spaling, grammar, amd capibalration armoEs.

“fou may hawve up to 3 résumés,applications, and you can also create a kst of references, and a cover letter

An asterisk (*) denotes a required fickd,

Step | ) Meed halp?
Contact Information
Availability
Step 2 xPleass ndicate the Nty of counties where you will accept work
Employment Profile
Step 3 @ salected Counties
Waork Experence Counbes Availabla
Adams -~
Ashland
EEMEE]EEII'EI Barron
Bay field bl
Step 5 _Seeat |
Dare
ME'EEE Milwd aukes
Rock
Dle-Selact
Are you willing to relocatae?
O ue
Typ={s) of Employment wou are looking for: (Check all that apply
Orart-Time
DP‘-':". Tima Temporary
F Fuil-Time
CFull-Time Temgerary
Oon call
Oon call Temporary
[ project tr
Ointe
Oapprentice
S e S i, e, = L SN oy Sl
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Click the checkbox(es) for the days of the week you are willing to work.
Click the checkbox(es) for the shifts you are willing to work.

Choose ‘yes’ or ‘no’ to answer the transportation and driver’s license questions.

MWMMW

Work Day Check all that apply

Monday-Fnday

0 & e

Monday

Mon-Standard (Explanation required below

rooEEOOO0O0

Taxt Lmat: 300 | Taxt Entared: 0

@k all if

Taxt Lmat: 300 | Text Entared: 0

Then click here

<« Back | I Continus > DJ;‘

b
Sava L

When you are done answering the questions, click on the Save button, and then on the
Continue button.
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8. This is the last page of the résumé creation process.
If you are done entering all of your information, select ‘yes’ to answer the question.

If you are not done, select ‘no’. When you are done entering all information, come back to
Step 6, change your answer from ‘no’ to ‘yes’, and click on the Save button.

An asterisk (*) denotes a required field.

Step 1
Contact Information

Finish /Activate

wise selact 'No' and
16n, or b updabe or

rawgh firs

5!:]2 3 add maore detail to your information
Work Experience

If you're not sure, you can select "Ne' then chck on the Preview Apphcabion or
5 !- ff_-_:-_-L. Y‘-"is_-dl:i_I.-Jrlnllj“ll'_fhe wpper right comer of this page. If you are satisfied
Education

* are you done entering all of your Information?
step S Ovas
Availability S no
== Back Finish

Save

This question determines whether you have completed your résumé or not. To meet the
Unemployment Insurance Division’s requirements, the question must be answered ‘yes'.

JOB@®) CENTER

LOGOUT | PERFORM A JOB SEARCH

lob Sesker Tools Employar Tools Ahout U Help

I Begdar Wi
Preview Application
Proviow Résumd
Hiéesume f Apphcation
o 2 L

Wiork ':\'ITh My REsumss/applicationg

Save aarly, save often. For your security, your session will time out after 30 minutes. Clicking the Save
button resats the tmeout counter and extends your session time for another 30 minutes.

The Job Center of Wisconsin résumé and application feature accomplshas two things simultaneously., Enter your
Information once, and create both a work applic abon form or a résums, or bath. You will be able to choose which
itam to format and print after you hawve enterad your information. Be sure to review your information for accuracy,
spelling, grammar, and capitalization errors

You may have wp to 3 résumés/apphcabions, and you can also create a list of references, and a cover letter.

An asterisk (*) denotes a required Feld.

Finish f Activate
Step 2 If y ; i

0, Yol can select "Na’ tham click on the Preview Applcation
miks in the uppsr nght cormer of this page. 1f you are satisfied

g B}

= Are you done entering all of your information? You must answer this
2080 3 ®ves quastion 'yes' to complete

Availabiity One your résume.

(S I e = it
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When the first question is answered ‘yes’, a second question appears.

Amn asterisk (*) denotes a required field.

step 1 Heed help?
Finish / Activate

Step 2 If yoii hawe added al of your Formata i Stepga 1 thrawgh &, and are aatiafiad

ir information appears, selact "Yas', Otherwise salect "No' and

1 through 5 to finish entering your information; or to update or

IF yoi're miDt swre, you can selact 'No’ thean click on the Praviaw Agphcation of
Rasumea ks in Hhee rer of this page. IF you are satisfiad,

EE:F Prawviaw R upp=ar nghit cor
= select "Wes' bo conbnus
= are you done entering all of your information?

ONe

= . 0o Wou want Employars ta mateh you ta their joka?
Einish/Activate & v

[ Praview Your Match Profile i
W—M&' e PN L T

Select ‘yes’ or ‘no’ to answer the question (there is explanatory text below the Preview Your
Match Profile button), and click on the Preview Your Match Profile button.

If you answered the second question ‘yes’, your Match Profile will be displayed. This is what
the employer will see. Carefully review it for spelling, formatting, and content errors.

Match Profile

Looking far work in: Dane, Mlwaukes, Rock Counties
Wilkng tx Ralocabe

OBIECTIVE

Seeking a full-time pasition where I can utilize my 15 years of journalism experience.
WORK EXPERIENCE

Raporter

2008 to 2012

Caluminist

2003 to 2008

T Reporter/Weskend Anchor
2000 o 2002

EDUCATION
Highast Grads Completed: Bachalors Degres

Course(s) of Study
Jourmalism

DCCUPATION PREFERENCES

Radio and Television Announcers: 1 - 2 years
Reporters and Correspondents: 11 - 15 years
Desired Salery: $55,000.00 Per Year

CERTIFICATIONS, LICENSES, AWARDS

Magamne Colummist of tha Year in Colerade, 2005
SKILLS
Experiznced newspaper jourralist with excellent credentials. Experienced investigative journalict.

First-rate interviewing skills and technigues, Enveanmental calummist fer Geeen Barth Today
magazine,

AVAILABILITY

Full-Time, Project/Contract

Shift(z): Marrengs, Afternaons, Evenings, Weekand
Work Dayis): Monday-Friday, Saturday, Sunday

Has Transportation Available

Hase & ‘alid Drivers License

Updated 07F15/2012
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If you answered the second question ‘no’, you will see the following message. Employers
will not see anything, and employers will not be able to match you to their job openings.

An asterisk (*) denotes a required field.
Stepl Heed help?
Contact Informatian .
Fimish / Activate
51512 ~ If you hawe added af of yvour information o Steps thirough: &, amd are sat d
Employment Profile with the way yo Yos', Otherwise selact "No’ and
rebem to Steps 1 through § to finsh entenng your mformatbion, or to update or
Step 3 add more detail to your information
Work Exparance
If you're not sure, you can sekect 'No' then chok on the Praview Application or
4 Prandigw Besume links thae wppar rght cormer of P 8, If yvou are satesfied
E'E'LE - select "Yas' to continue
# Ara you dona entering all of your information?
Availability =
ME..I!! tiv.at ® Do you want Emplyyers to mabch you to their pbs?
l_ Pravigw Your Match Plbllle_{i}
W T Y TS T——— P T i, iy

{= Job Center of Wisconsin [UAT] - Preview - Windows Internet E... |Z||E|fg|
23 3 (2B

AT = E [+
O — % https _v s ] I

File Edt Wiew Fave & X @Snagit E Iﬂ‘ x %Convert - Select

{3 Favarites {;“5

] pad
(% Job Center of Wisconsin [, ‘& * B | m=n v Page - Safety -

Preview Unavailable

Thiz candidate has chosen not to dizplay his/her preview at this time.

< | >
Done o Trusted sites 3 - ®|io0% -

You can view your information formatted as a résumé and as a work application by clicking
on the links near the upper right corner of the page. It is a good idea to review both now for
spelling, formatting, and content errors.

JOB @) CENTER

Jobr- Seaker Tools Employer-Tools Abour e Help

LOGOUT | FERFORM 4 JOB SEARCH

Preview Application

Save aarly, save often. For your security, your sescion will time aul after 30 minutes. Clcking the Save
button resats the timeout counter and extends your session time for anothar 30 minutes |

P — P 7 P P i, P i i P

Sorgan Reader Wersion

Resume f Applcation

Save Delste

Work with My Resumés/Apphc ations
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When you are done answering the questions and reviewing your work, click on the Save
button, and then on the Finish button.

@ Connecting Wisconsin's Workforce
B@LNES e

Hefre 164 Qo '.'.-..|.|--._...| Toanls ol Help Ewrt

Résumé / Application

Save early, save often. For your security, your session will time out after 30 minutes. Clicking the Save
button resets the meout counter and extends your session time for another 30 minutes.

The Job Center of Wisconsin résumé and applicaton feature accompkshes two things simultaneouwsly. Enter your
information once, and create both a work applicabon form oF a résurma, or bath, You will ba abla to choogs which
item ko format and prnt after you have entered your information. Be sure to review your mformatson for accuracy,
spelling, grammar, and capitalizabon errars.

You may have up to 3 résumés/applcabons, and you can aiso create a list of references, and a cover letter.

An asterisk (*) denotes a required field.

Step 1 Heed help?
Contact [nfomation
Finish/ Activate
Step 2 IF you have added a¥ of your mformation in Staps 1 through 5, and are satisfied
Emplovment Profile with the way your informabion appears, select "¥es'. Otherwise select 'Ne' and
raturn to Steps 1 through & to fnish enterng your information, or bo update or
Step 3 2dd more detai to your information
If wou'ra mok sure, you can select "No’ then click on the Preview Apphcation or
5 4 Preview Resume inks in the upper nght comer of this page. If you are satisfied,
salact "Yes' ko conbmue.
Education
= Are you done entering all of your information?
Step 5 ®ves
Aualabity O no
m Do you want Employers to match you to their jobs
®ves
Do

[ Preview your Match Profile |

Click on the Preview Your Match Profila button to view your Match Profila as
employers will see it

If you answer "Yes' to this question, review your Match Profie carefully. If you
are not satsfied with the way your mformabon appears, return to Steps 1
through 5 to update or add more detad to your information. Employers will be
able to wiew your Match Profile and contact you by email. ¥our email address will
not ba displayed to the employer, and you will reman arnsnymaous unless you
decide bto respond to the employer's email message. Be sure to keep your email
address in Step 1 up-to-date

If you answer "No' to this question, employers will not be able to see your
Match Profila, will fot be able to match you to ther job openings, and you will [ Then click hare

not receive emails from employers.
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After clicking the Finish button you will return to the Job Seeker Profile page, where you can
view the status of your résumé (click on the Need help? link for an explanation of the
information displayed on this page).

JOB @) CENTER

Home

GOUT | PERFORM & JOB SEARCH

¥ob Sesker Tools

Employer Tools

Help

Heed help?

Tip:

Click hers 1o complete or update your
Salf-Assessmeant Survey. You need to

Creatmng a resume o work application enhances youwr opportunities for
obitaming amploymaent, and allows amployers to match you to thair job

OpEnings complete the survey in preparation for
Salect an item to work with by chacking the box in front of the Jab Falr Screening session. .

Referance Number. Next, click on a button to perform that function for
tha salacted itam.

Another Tip:

¥You may have up to 3 rdsumés/ applications. You will have the choice of printing vour data as a rdsumd, or a work
apphication. A list of references, and 3 cover letter can also be created and printed

If & butkon & nactive or ‘grayed’ out it maans that funcbon cannol be
performed at this time

|Résumé/Application

References Cowver Latter

Referenca

Mummilser

Emplo

Can Vew?

Dbjectryea Status Completed Updated e I.I:r!rlll-w“
' | Vigws

= 2156 Seeking a full-tene pasition ACve ﬂ 07202012 Yes o Q
whara 1 can ubéze my 15
yaars of journalsm
experience
Vewlipdate | Add | Copy Delste |  PrewswPrint Email |

To view your status in Job Center of Wisconsin, click on the My JCW link and view your
Dashboard.

My JCW

welcome Polly, to My JCW, your personalized view of Job Center of Wisconsin

You kst vesited us 719/ 2012 11:18:57 AM

Current Status [/ Dashboard

GCreate am account, Register for services. Complete a résume or Fill out a Self-

work application.

Assesment Survey.

All job seeker
CUuSTomers must

All pob seeker

Cusbomers must

July 30, 2012

w w;ulha-.-e ( \-r'__n 3-||'= . ( You have S— vou have NOT
reatad an racistared with .
complated 1 i et filled out
account Job Servica i I e

RgEsumié
Applicaton(s

Encouraged for all

complats this stap. omplete this step

LS W SR g, bl custemers. Required customers, Required
Reqis ter for Sarvices far Unamploymant fior g-amploymant

ipdate Insurance (U1} and Re

-emple b Services

Why we naad yaur RE ustomers -
Social Sacurity Salf- Azgasmant
Numbes Rdgume or "Work Suireay
Application
- e S i R a2 gy P NS

Work

a Salf

-Assessmant Survey

and saved

Encouragad for all




Use the links in the menu bar...

e Tobr-Sewrer Tools Employer-Tools Aoty

... In the upper right corner...

LOGOUUT | PERFORM & JOH SEARCH

...or on the Job Seeker Tools menu to navigate to what you would next like to do.

[ S P L il T o, -
JOB @ CENTER IR e
I LONGSIE A LOGOUT | PERFORM A JOB SEARCH ()
Home iﬂwm‘lﬂuﬂ Employer Tools Aboutus Help Exit
[T
0 Wy Fawonts Job Sasrches
{
M"r ICW By Admurns
Wielcomne B by Wazke Alimban sonalized view of Job Center of Wisconsm.
Bagirher Foo
Tou last vii Senicen/Updats 85T AM.
Sal-Ay se1smeant Sursdy
Current d
Carear Slanmmg Togds
Qi FaEEure
Creal gistar for services, Complate a résumé or Fill mut a Sali-
"ﬂlﬁ;h’w"l work application. Assesment Survey.
You are
You have wv=  You have NOT
( SR ke r'“':’"gmneﬂ with { completed 1 &b ver filled out
LT | Cars-ar Bapdi Job Service. BRasums | VWork and savad a Salf
Al o all job seeker application(s) -Assessment Survay,
; -:'--rﬁltf-ll State of Wistonsin Jobs “5':'5"'””: LSt Encouraged for all Encouraged for 2l
i b ot g "“"'"DI“-E L 'E':bw"r ", Cusromer\sﬂeiuurea CLETOMars. Reiured -

July 30, 2012 31



Finally, please check your email account (the one you used in Step 1. of your résumé) for an
email from JobCenterofWisconsin@dwd.wisconsin.gov confirming that you now have a

resume.
=) denotes a required field.
tead help?
Contact information
Step 2 First Name Polly
Employment Profile
LEdt Bbad: Kok
2tep 3 Middie ]
Wark Exparience et "”I'_ L . polbykiock 22 @dsampla . net i
Step 4 it i A i
el ., - e e S N
From: jobeantenafwisconsir@iderd, wesoorsin, gov Senki Thu THSE0IZ 125 AN
Tat ey ThT I RATg rat
‘::.

&ll:rlad:.' Job Cenber of Wisconsin ResumeWork Application

Congrandaticns! This emedl confinms that vou have fissshed vour Resome Work Applcation. You do not nead to do snvibing firther at this tme.
Tips for usmg the Resime Work Applicabon function

In Step &6 - Fosh Activate, you must answer the second queston "ves” if vou want employvers to be able to match you to ther job openings  Emplovers will be
able to view vour Match Profile and contact vou by emadl. Be sure to keep vour emadl address up-to-date

I vou do not want esaployers to match you to ther jobs, angwer the second question 'no’. Emplovers will not be abls o view vour Match Proflls, and vou will
not recerve emails from emplovers

Tt ds & good idea to preview vour Match Profile (in Step 6 - Fugsh/ Activats) and Resume (use the Ink i the upper rght comer of any of the Fesume Work
Applcation steps), to view vour sformation as smpéovers will se= i It s also a good idea to presizw vour Work Appécation (use the Enk m the upper night
comer of any of the Fesome Work Applcanon steps), to view vour apphcation as emplovers will see it

The Subject line of emas from emplovers will be 'Job Center of Wisconsm Emplover Contact’. Your email system may percerre emails from emplovers via the
Job Center of Wiseotsm to be spaim o juike IF vour emed progesm allows it, sat it up to allow all eeasils froes "8 dwd wisconsin gov’. Remember to check v
emad account frequently for emails from emplovers

I vou have any questions or comments, please contact the Job Center of Wisconsin Call Center

Emant JobCenterafWisconsm & dwd wisconsin gov

Toll-free Telephone: 1-888-158-9966

Good kck with vour job search, and thank vou for using Job Center of Wisconsin!

Receipt of the above email is mentioned in the message at the end of the registration
process. See page 15 for an example of the message.
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