ATTACHMENT A

MOSES DATA ENTRY OPERATING PROCEDURES FOR

MASSACHUSETTS CAREER DAY
SEPTEMBER 18, 2008

Massachusetts Career Day Data Entry for Job Orders

Create a Job Order for any jobs listed as a result of Massachusetts Career Day. You
can copy an existing job order or enter a new Job Order.

Enter the information about the job.

Make sure you change the Job Category to “Mass Career Day”, located above the
default category of “Regular”.
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Massachusetts Career Day Data Entry for Job Seeker Event

1. Click Events on the MOSES main menu bar and select Event Scheduling.
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2. Ensure that the Job Seeker radio button in the Search Criteria section is selected.
MOSES defaults to a list of all events for today’s date.
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3. Using the Calendar select September 18, 2008 as the date. A box should appear
around the day. Click the Selected Date button. MOSES will display a list of Job
Seeker scheduled events for September 18, 2008.

4. Select the Massachusetts Career Day event by clicking on it.

5. Click the Participants button.

6. The Job Seeker Event Participation Entry window appears displaying a list of job
seekers, if any, who have already signed up for Massachusetts Career Day.



7. Click the Add button to display a blank row for adding a Job Seeker to the
Massachusetts Career Day event. Type the SSN or Job Seeker ID into the proper field
in the blank row
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appropriate fields.

8. Tab out of the SSN or Job Seeker ID field, once you have entered it. This automatically
populates the other fields.

9. If you do not know either the Member's SSN or Job Seeker ID, click the Quick Search
button to display the Job Seeker Search window.

10. Type any part of the Job Seeker’s last name in the text box and click the Search button.
The search results appear.
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11. Select the name of the Job Seeker from the search results list and Check the Selected
Job Seekers box.
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12. Click the OK button. The Job Seeker is listed on the Job Seeker Event Participation
Entry window.
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13. Click the OK button to save your work to the MOSES database. All Job Seekers you
registered are now signed up to attend the event.



Recording a Job Seeker’s Attendance at the Event

Click Events on the MOSES main menu bar and select Event Scheduling.
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Select the criteria from The Job Seeker Scheduled Events window that will bring up
the Massachusetts Career Day event.

Highlight the Massachusetts Career Day event. Click the Participants button.

Click Yes or No for each of the Job Seekers listed to record their attendance at this
event.
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Massachusetts Career Day Data Entry for Employer Event

1. Click Events on the MOSES main menu bar and select Event Scheduling.
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2. Click the Employer radio button in the Search Criteria section to switch to the Employer
Scheduled Events window.
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3. Using the Calendar select September 18, 2008 as the date. A box should appear around
the day. Click the Selected Date button. MOSES will display a list of Employer scheduled
events for September 18, 2008.

4. Select the Massachusetts Career Day event and click the Participants button.
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5. The Employer Event Participation Entry window appears displaying a list of Employers, if
any, who have already signed up for that session of the event.
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6. Click the Add button to display a blank row for adding an Employer to the event.
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7. Type the Employer ID or Phone Number into the proper field then press the Tab key to
populate the row.

aﬁ If a employer attending an event is not a registered member in
- MOSES, click on the Non MOSES Employer check box. You must
enter the attendee’s Employer name, Contact name, and phone
number in the appropriate fields.



8. If you do not know either the Employer ID or Phone Number, click the Quick Search
button to display the Employer Search window.

9. Type any part of the Employer’s name in the text box and click the Search button.
The search results appear.

ry Employer Search

|V tesﬂ

> Test Emplo ion 10.0 14 Street, BOSTOM

10. Select the name of the Employer from the search results list and click the Box to select the
employer.

11.Click the OK button. The Employer is listed on the Employer Event Participation Entry
window.
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12. Click the OK button to save your work to the MOSES database. All Employers you
registered are now signed up to attend the event.



To Record an Employer’s Attendance at the Scheduled Event

1. Click Events on the MOSES main menu bar and select Event Scheduling.
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2. Select the Employer event button. Then using the Calendar select September 18, 2008
as the date. A box should appear around the day. Click the Selected Date button.
MOSES will display a list of Employer scheduled events for September 18, 2008.

3. Highlight the Massachusetts Career Day Event. Click the Participants button.

4. Click Yes or No for each of the Employers listed to record their attendance at this event.
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To record attendance of an Employer who attended this event, but
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\%ﬁs was not pre-registered, use the process described earlier to add an
= Employer. You must click Yes to record their attendance.
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