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To:

Chief Elected Officials

Workforce Investment Board Chairs
Workforce Investment Board Directors
Title I Administrators

Career Center Directors

Title | Fiscal Officers

DCS Associate Directors

DCS Field Managers

cc: WIA State Partners

From: Susan V. Lawler, Director
Division of Career Services

Date: September 29, 2006

Subject: Recording Jobs First Day 2006 Activity for Job Seekers and Job Orders in
MOSES

Purpose: To inform One-Stop Career Center management and staff of specific procedures
for identifying Job Orders listed by Employers and Job Seekers who participate in
Jobs First Day activities.

Background: The Governor has designated Thursday, October 5, 2006 as the fourth annual

Jobs First Day for the Massachusetts One-Stop Career Center community. As in
prior years, career center staff should be posting available job openings for all
employers participating in Jobs First Day activities as a specific service to our
business customers. Career Center Staff will also enroll Job Seekers into their
Career Center Specific program for Jobs First Day. A program has been created
for all Career Centers, labeled: “Jobs First Day — (city of Career Center)” to
record a basic membership as a Jobs First Day participant for follow up
purposes, as appropriate. This will help with reporting customers who take
advantage of Career Center services after Jobs First Day.

Job orders listed for participating businesses in conjunction with this year’s Jobs
First Day effort should be marked as such. To clearly identify Jobs First Day
job orders, change the type of Job Order from “Regular” to “Jobs First Day”
(located three entries above “Regular”). This will assist with reporting outcomes
related to Job Orders.

An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.

TDD/TTY 1-800-439-2370 - Voice 1-800-439-0183



Action
Required:

Effective:

To facilitate the search for Job Orders created for Jobs First Day, use the letters
“JFD” (either capital or lower case) at the beginning of the entry of the job title in
the Job Title field (for example: JFD CNC Machinist). Leave a space between
“JFD” and the first letter of the job title. Using the “JFD” identifier will result in
more successful searches for these specific job orders in Job Bank Browse (by
typing “JFD” in the Keyword field and selecting a location or occupational title).

Inform all Career Center staff working with Job Seekers or Job Orders for Jobs
First Day 2006 of the tracking options described above.

Immediately



Jobs First Day Entry for Job Seekers:

Make sure you backdate any new Job Seeker memberships in MOSES to the day prior to
the Jobs First Day activity (10/04/2006).

E},Hassac.huseu; One Stop Employment System - Production Staff ID: MCOLL Career Center: Hurley/MOSES Unit ...

Emplowver Feedback Administration Go To Window  Help

Trainimg  Events Program  Reports

|nﬁ%@@!@!-?l

- Type of Search

‘Search By To enter a new Job Seeker click the Add button. Search for an existing Job
. . Seeker by zelecting a search method, entering the search criteria, and then
% Social Security Mumber clicking the Search button,

 Last Mame Search Criteria: [ ..
" Job Seeker 1D
] | Adwanced Search... |

~ Search Results

SSMH First Marne EEULUE B New Job Seeker r§|

~ Search Criteria

Social Security Number: !?89-?8-9?8§
Registration Date: [10/04/2006 g

Pzeudo | oK | Cancel |

Efigibility |Eleg::-uin_._.=_'r:.-5-real |-.-15I-:-i:i_:_|=r~:|-3| Run Match | Trade | Edit l gdd% | Delete | Close |

[Enter the social security number of the applicant to be added.

Remember to change the registration date to a date prior to 10/05/2006 before you click
the OK button.



Jobs First Day Entry for Job Seekers:

Complete the Basic tab.

File Job Seeker Employer Training Ewvents Program Reports Feedback Administration GoTo  Wwindow  Help

(€ ok E EQ |k W
rﬂ Job Seeker Memhip (New) |:||E|[5__<|
SN KEX-XXE-9789 ID:

Basic ] FuII] Education] Wark EHperience] Events] .&Ierts] Case Pla l Sewices] Special F'rograms]

[~ General Information Residence Address ] W ailifg
¥ First Mame:  Hob Middle Iritial: [F
 Address
¥ LastName:  [Sesker b Gender | ™+ Male © Female b Addiess [Enter Shieet Address Here
¥ Diate of Birth: ]DS£22£1SE1 2l ¥ Military: T Yes ( MNo |
Release Information™ [ Yes © Mo #Other Eligible ]i Yer [+ No » Country:  |United States of America |
Il | b s 7 » e l-—-
rERace 7 Ethnicity Zip: 102114 City: |Bostan
[ White [ Black or Afican American b State: [Massachusstts =
™ Higpanic or Latino [ American Indian or Slaskan Native _]— Enterprise [ Empowerment [ Renewal
[ Asian [ Hawaiian Native or Other Pacific |slander

[ Other ™ Information Mot Available [T Address Not &vailable [ Maiing &ddress different
T . Confidertial [© Yes© Mo HITG Confidential [T ves € Mo

:- F;ll-ngams
| Contact
Program M ame Apply Program Status Histary | | Home Phone: [[617)626-5726  Email: [moses@detma. org
Hab Match [ =] Other Phene: [i617)727-2093 Fax =l

| wieb Address: hitpe A/ miass. gow A dwd ¥ Prefers Emails
.S_i:.leci-él Accommodations - :
Er’u:-u must complete the General Information, Address, and Race/

E

|Case Management

=
¥ Worked in agriculture or food processing in ] " Ye: (* Mo Career Center j

the lazt 12 months?

thiicity, az well a3 answer the agriculture.food proceszing question

Trade ‘ Eligibiity | tdatch Criteria | Run Match | EIigibiIityI:riteria| (] 4 | Cancel

Save your changes by clicking on the diskette icon in the icon bar.

If the Job Seeker record already exists in MOSES, use the existing record.



Jobs First Day Entry for Job Seekers:

Click on the Career Center button near the bottom of the screen.

File Job Seeker Employer Training Events Program Reports Feedback Administration GoTo  Wwindow  Help

caxE Ho EQ E H?
rﬂ Job Seeker Membership (Seeker, Job)
Seeker, Job

Basic ] FuII] Education] Work E:-cperience] Events] Alerts] l Sewices] Special F'rograms]

[ General Information Residence Address 1 W afling 2 ddre
* First Mame:  llob Middlz Initial: ’F_ :
 Address
¥ LastMame:  [Seeker ¥ Gender | @ Male © Female | | ) pgqqe.. [Erter Gtieet Address Here
¥ Date of Birth: [09/22/1361 el v oMilkan: [T Yes  ® o |
Release Information? [T Yes Mo POther Elighble Yes % Mo S Country: | United States of America -]
" e : T T —
“+ Race / Ethnicity Zip: 302114 City: |Bostan
[ White [ Black or Afican American > State:  [Massachusetts =
™ Higpanic or Latino [ &merican Indian or &laskan Mative [ Enterprisze | Empowerment [ Renewal
[ Asian ™ Hawaiian Native or Other Pacific |slander : - :
™ Other I Information Mot Available [~ Address Mot Available [~ Mailing &ddress different
= nglams = Corfidentiab [T Yes© Mo HITG Confidential [T Yes © Ho
|~ Contact — |
Program Name Apply Program Status History | | Home Phone: [E17)626-5726  Email: |moses@detma.org
HabMatch [ = Other Phene: [[617)727-2039 [Fx =l
|Program Eligibility [} I B‘ | weh Address: 7 _Piofors Emale
|Case Management | = I S _ |
: ~ Special Accommodations —
7 : i T — | vou must complete the General Information, Address, and Face!
7 :“:Uflkef'_l'; agnctﬁltgre or food processing in ] ez % Mo Career Center Ethnicity, az well as angwer the agriculture/food processing question
e last 12 months?

Trade Eligibility | tatch Criteria | Run Mateh | EIigibiIit_l,lCriteria| (] 4 | Cancel




Jobs First Day Entry for Job Seekers:

Enter the Job Seeker into the Career Center specific program of “Jobs First Day 2006 —
[city of Career Center]”. First click on the Career Center button at the bottom of the
screen.

£ Job Seeker Membership (Seeker, Joh)

Seeker, Job

— General Information

S5MN:

Basic | Fu||| Educationl Wi ork, E:-:peliencel Eventsl .t’-‘n.lertsl Caze F'I.a:'.l Sewicesl Special F'roglamsl

HHH-XH9TE9 ID: 11075225

Releaze Infarmation’?:

¥ Date of Bith: [09/22/1961 |

¥ First Mame:  Wob tiddle Initial: IF_
[ Address
¥ Last Name:  [Sesker ¥ Gender [ Male [ Female b

¥ hdilitary:

Yes ( No  kOther Eligible []

Residence Adddress | I aflific f-‘».-i-'_lic—-;'.‘.l

£ Career Center Specific Programs

— Career Center Specific Programs

Program Mame

“* Race / Ethnicity - ,
Letting People Wwork
[~ White [ Black or African Amer I e.lng Sl r Eil
¥ Hizparic or Latino [ American Indian or &1 ISkl Start = ..§| ELal
[ Asian [~ Hawaian Mative or 0| [Pathways for MCAS Success - Bostan - _E'_l =
[ Other [ Information Mat dyvails) |Reemployment Assessment Grant o = I;%
- Programs \Jabs First - Hui n - -
Program Mame Apply Program Status [Ertrepreneurial Trairing k E a.0rg
Hob Match [} WSJR Refenal - Iritial Assessment [ jﬂ‘_l
Praaram Eligi W5JR Enmollment r E’ ¥ Prefers Emails
iEase kM anagement [ |
. ahd Race/
¥ Worked in agriculture or food processing in | " Yes + No essing question
the lazt 12 manths?
Trade | Eligibilty | S I il Cancel

Click to Aooly the Program




Jobs First Day Entry for Job Seekers:

In cases where program enrollments are entered after 10/05/2006, please remember to
backdate the program enrollment date to 10/05/2006 by clicking on the yellow folder icon
for this program.

Program History

Prograrn History ] Program History Log ]
Program History
Higtory Mo, Frogram Mame Program Status k Start Date End Date

| |lobsFist Day 2006 - Hurley MOSES | [Erioled | |[[FiETEG| [_.

Delete J 0K | Cancel

Save your work.



Jobs First Day Entry for Job Seekers:

Notice that the text on the Career Center button and the Program Name turn green when
the Job Seeker is enrolled.

H: Joh Seeker Membership (Seeker, Job)

Seeker, Job S5N: XXX-XX-9789 ID: 11075225

Basic |Full| Educationl Wwiork, Experiencel Eventsl Alertsl Case F'I-a='-| Servicesl Special Programs

— General Information Residence Address
* First Mame:  Wab Middle [nitial, iF_

» Last Mame:  [Seeker ¥ Gender [ Male ( Female
¥ Date of Bith: [09/22/1961 £l ¥ Miltany: [T Yes @ No
Releaze Information?: Yes Mo ¥ Cther Eligible |E Yes [* No

hd ailing Address

— Career Center Specific Programs
Program Mame

eiting Pe . n
“* Race / Ethnicity [Skil Start r B
™ White [ Black or &frican American [Pathuays for MCAS Success - Boston r E
¥ Hispanic or Latino [ American Indian or Alaskan Mative |Resmplapment Assessment Grant [ 1 EI
[ Asian [ Hawaiian Mative or Other Pacific |slander [1obs First Day 2006 - Hurley MOSES 2 _’B'J
[ Other [ Information Mot Available : g ==
P IEntrepreneunal Training [ EI
~ Programs
| USJR Referal - Initial Azsessment " [E
Al

Program Mame &pply Program Status History | || [I5JR Encliment B EI

=
I ] =
| 3|
F wWorked in agriculture or food processing in | " Yz (¢ Mo Careef Center 0K I Cancel |
the lazt 12 manths?
Trade | Eligibility | Match Criteria | Run Mateh | Eligibility Criteria | (] I Cancel |

Make sure the services provided to the Job Seeker on Jobs First Day are recorded and
saved.

Lob Match i




Jobs First Day Entry for Job Seekers:

Remember to click off the Apply button for the Jobs First Day Career Center-specific
program after 10/05/2006.

£ Job Seeker Membership (Seeker, Job) |Z|[§|E|

SSN: EXXE EX 0780 1ID: 11075225

Basic |Fu||| Educatinnl Wiork, E:-tperiencel Eventsl .t’-‘n.lerts! Casze F'!ar-l Sewices! Special Ploglamsl

— General Information Residence Address i W ailimg Bcldress
¥ First Mame:  Lab Middle Initial: IF_ =
¥ LastMame:  [Seeker 4 Gender:lh Male ( Female

& Career Center Specific Programs

b Date of Bith: [09/22/1967 el b Milary: [T Yes v Mo
Releaze [nformation?: Yes Mo PDtIﬁerEIigibleIi Yes  * Mo

— Career Center Specific Programs

Program Mame Apply
®Race 7 Ethnicily lLet.tlng People Wk [ :ﬁ_l
[ ‘white [ Black or &frican &merican |3kl Start r Ei
¥ Hispanic or Latino [ American Indian or Alaskan Mative |Pathvsays for MCAS Success - Boston [ jﬁ_l
[ Asian [T Hawaiian Mative or Other Pacific |slander [Reemplayment Assessment Grant r =
[ Other [ Information Mot Awailable = e

-~ Programs - == k
b !Entrepreneunal Training =
Pragram Mame £pply Program Status History =} LISJR Referal - Initial Assessmert - ::}‘_I
ob fatch _ I _@‘J USJR Enmollment r Ei

v

¥ wiotked in agriculture or food processing in | " %e: @ No  Career Center "

the last 12 months? oK I T |
ancel

Trade | Eligibility | Match Critenia |

e 1 = 11 | 1

When you save the record, the Career Center button reflects whether or not the Job
Seeker is enrolled in any other Career Center-specific programs. The Program Name
turns red when the Job Seeker is exited.

The Job Seeker side of entering Jobs First Day activity is completed.



Jobs First Day Entry for Job Orders:

When creating a new employer, you first enter the FEIN (Federal Employer Identification
Number). Then you complete the main phone number and zip code. After either step,
review any search results to make sure you are not duplicating existing records in
MOSES.

Once those steps are complete, you must enter the Name, Employer Type, Street
Address, and NAICS (North American Industrial Classification System) code for the
Employer. Other information in the record will help you manage that Employer record
more easily, but is not actually necessary for entering new Employer records.

Test Test Employer for Jobs First Da FEIN: 04-8974561  ID: 1124866

General Info }Emplo}ler Eontactsl Eventsl Account Hepresentatives] Frograms and Benefits] Employer Sewices] Clozing / Layaff

Company Information

Company Address ‘ ]

¥ Mame: Test Test Employer for Jobs First Dy
¥ FEIN Number: 04-8374561 Ul Account #] - Address

Number 0F Emplopees: ,7 P Address: Errter Street Address here

Wweb Address: | |

Daing Business & [Street Mame of Business ¥ Country: |United! States of America =l
» Employer Type: | Private | kT 12114- ¥ Gity: Boston
» Federal Contractor: ™ e: % Mo P State:  [Massachusetts =l
¥ Frimary Phone: (61716265726 - ]
¥ Career Center: [Hurlep/MOSES Unit Ea| |5 the maiing address different * [

Industry Trade Mames
b NAICS Code: [BE1310 sIC: | [ Add

l&0ther trade names to make search easy

¥ MAICS Sector | &dmiristrative and Suppaort and YW aste Management and i+ | Delete
¥ MAICS Subsector: | Administrative and Support Services =
¥ MAICS Ind Group: | Employment Services =
b NAICS Industry: | Employment Placement Agencies | All Job Drd

MAICS US Industry: | Employment Placement Agencies | ob Hrders e e

Tetal Job Orders: a Tatal Job Orders:

Status ings: [ ings: |
f* Access Approve © Access Denied Created Date:  |9/22/200613:40:2: Total Dpenfngs. — Total Dpenfngs. —
Created By MCOLL Validated By: [MCOLL I e e e

Industry Code Search

Job Order ‘ Ok g | Cancel ‘

Enter the Company Mame.

The more information on the Employer Contact tab and the Programs and Benefits tab,
the more steps you save when entering the Job Order, especially on the Pay
Specification and Referral Information tabs.

Save your work.

10



Jobs First Day Entry for Job Orders:

Create a Job Order for any jobs listed as a result of Jobs First Day. You can copy an
existing job order or enter a new Job Order. Instructions that follow show how to enter a

new Job Order.

Jobs First Da -

¥ Job Categaory:

Test Test Employer for Jobs First Da FEN: 04.8974561

Job Specificatian ‘ Pay Specificationl Referral Infnlmation] Skill Set]

ID: 1124866

l Job Order Histary

Company Mame:  |Test Test Employer for Jobs First Da ¥ |5 job location different than the location of the emplaoyer ? " Yes  No v Restricted
Compary ddressiEnter Street Address here Job Location &ddress:  [Enter Street &ddress here [ Confidential
Company Country: [United States of America [
Company City:  [Bostan Job Location Country: | United States of America E3|
Company State: M2 Zip 02114 JobLocationZip Code: [02114-  Created Office: |
¥ Career Center : [Hurley/MOSES Unit | JabLacation Cit: [Boston  wiww Address: |
» Assigned Tor [MCOLL =] Job Location State: | Massachuzstts |
Job Description
¥ Jaob Title: WFD Enter Mame of Job ;;“SFT; ® Szrand (@ Tl » Current Openings: |—5 Openings Filled: I_D

" Rotating ¢ Split

¥ Referrals to be Made: 79 Referrals Made;
‘wéork, Hour,

¥ Job Status:

From: [00:00 40 == To: [00:00 AM—]
b Close Date:[10/22/2006 (€ |» Hoursfwiesk: oo

. . Minage: | == [ ] Empowerment Zone
Dirivers License: -

[ Affimative Action | Enterprize Zone

k.atiina
* Duratior: Paid Schaal to Wark
Other Regular
vJob Details Typif SMOCTA
Static
Subsidized OJT

Training Other Youth
Training ‘Work E=perience
|Unpaid School to Woark

Public Tranzportation
™ Yes " Mo &+ Unknown

Send to AJB
* Send " Daon't Send ‘

Unzsubzidized 0JT B
WIOTC Prefered w

Select the job category appropriate for the current job order.

]

Employer | Cancel |

Make sure you change the Job Category to “Jobs First Day”, located three lines above

the default category of “Regular”.

11



Jobs First Day Entry for Job Orders:

Enter the information about the job.

Job Specification ‘ Pay Specificationl Referal Inf-:-rmatic-n] Skil Set] l Job Order History

Company Mame: [Test Test Employer for Jobs First Dar » |5 job location different than the location of the emplaoyer 7 ez ™ Mo | Restricted

Company Address]E nter Strest Address here Job Location Address:  [Enter Strest Address here | Confidential
Company Country: [United States of &merica [

Company City:  [Bostan Job Location Country: | United States of America |

Company State: [ Zip: 02114 Job Location Zip Code: [021714- Created Office; |
» Career Center: [Hurley/MOSES Uit | Job Location City: Boston WA Address: |
¥ Agzigned To:  |MCOLL > Job Location State; | Maszachusetts B3|

Job Description

k Shift

¥ Job Title: WFD Enter Mame of Job ‘o Firlst W Coer W Tl » Current Openings: b Openings Filled: 0

» Job Categony: | Jobs First Day | " Rotating ¢ Split . Ejfe:aHlS to be pade: 75 Referrals Made:
ork. Hour:

» Job Status:  [Open = From: [10:00 &M = Too [06:00 PM =
» Duration; | Full Time greater than 150 Days = | » Cloze Date: [10/05,/2006 g » Hoursfw'eek: 40.0

Other

Minfge: | = Empowerment Zone

»lob Details  Typing Speed: [a.p.m) Drivers License:| Regular [Class L= ? =101 Emp

Affirmative Act Enterprise 2
ou must complate the first four tabs of the Job Order: Job S pecification, Pay Specification, Referral W U EeeT | MBS

; . - g Public T tati
Information, and Skill Set. The more complete the information, the better the refenal process becomes. Job ; \Irc ranspo{r‘a ;JD ~ Urk
Dietails, location of job, Job Title, Job Category, Duration, and hours per week must be completed)| =B Y A=)
Send to &JB ‘

" Send + Don't Send

Employer | | [; 0k | Cancel |

Enter any available job detailz that were not required on other partz of the screen,

You must complete the first four tabs of the Job Order: Job Specification, Pay
Specification, Referral Information, and Skill Set. The more complete the information, the
better the referral process becomes.

On the Job Specification tab, Job Details, location of job, Job Title, Job Category,
Duration, and hours per week must be completed. If you are making one job order cover
a multitude job types and numbers, do not send this job to AJB (America’s Job Bank).

While wage and benefit information is not strictly required, the more information you
enter, the more easy it will be to make a referral. Referral information is required. Either
make the Job Order Confidential on the Job Specification tab, or use generic information
from Employer Contacts.

If you are filling many jobs with one Job Order, make sure you choose all the major
occupations represented. Do this on the Skill Set tab.

If you are copying an existing job order, make sure you make the key changes (JFD in
the Job Title field and “Jobs First Day” as the Job Category) for Jobs First Day. Make any
adjustments on the hours, pay, description, referral information, and skill sets needed.

Let’'s work together to make this Jobs First Day successful for all involved: the Business
Community, the Job Seekers, and the Career Centers.
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