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Add/Edit an Employer Record

Overview

To add a new employer, you create a new data record for that employer
by using the Employer Registration window.

The Employer Registration window has seven main tabs of information.

When you add a new employer, MOSES checks to see whether or not that
employer is already in the database. If that employer already exists, you
can update the information, if needed. If the employer does not exist,
follow the steps below to enter the employer in MOSES.
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Add / Edit an Employer Record

1. Click Employer on the MOSES main menu bar and select Employer
Services. You can also click on the Blue briefcase icon.

ral Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center Security Administrator
File Job Seeker | Employer | Training Events Program Reports Feedback Administration GoTe Window Help

C @ HE Employer Services @
Documents 3
Correspondence 3
Talent Bank Browse

2. You can search for an Employer record four ways. Company Name;
Employer Id (MOSES number for that Employer), Phone Number
(Primary telephone number) or FEIN number.

Enter the criteria you wish to use. If the Employer is in MOSES the
record should be displayed. If not, the following Pop up appears.

Employer @

There were no Employer records found that match your search criteria.
l % Please try again.

3. Click the Add button. The Search Criteria pop up window appears

[ Employer Search ==
Type of Search
Search By Toenter anew employer click the Add buttan, Search for an esisting emploger
by sel ch method, entering the search citeia, and then clickng the
@ Company Nam o
 Employer 1D .
FEMN
Advanced Search
Search Result
Company Name Emplayer D Phone Addiess FEIN No.
Number
13 Massachusetts One Stop E... [m23s)
Search Criteria
Fein Number: IR
\ | e | | o |

}:;j; If an Employer already exists with the FEIN that you have entered, MOSES
\\ . displays the Employer record(s) in the Search Results window. If you still
\9&;% wish to add another record using that FEIN, click the Continue to Add
button, which replaces the Add button used in Step 2.
R Find FEIN Numbers at:
\\ . http://corp.sec.state.ma.us/corpweb/corpsearch/CorpSearch.aspx
V= https://eintaxid.com
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3. Enter the FEIN number for the employer and click the OK button. This
brings up a second pop-up window.

m Employer Search (== =]
Type of Search
Search By Taenter a new employer click the &dd buttan. Search far an existing emplayer
by selecting a search method, entering the search criteria, and then clicking the:
&+ Company MName
Search button
" Employer 1D .
€ Fhone Numbst Search e |
" FEIN
Advanced Search
Search Results
Company Mame Employer ID Phone Address FEIN Mo,
Mumber
m New Employer @
Search Criteria
Phone Number: RIS
Zip Code:; -
| Cancel
| | Add ‘ | Clase: |

4. Type the Phone Number and Zip Code for the employer in the
appropriate fields. Both fields are required.

5. Click the OK button. The Employer Registration (New) window

appears. MOSES uses the phone number and zip code you entered to
populate some fields.
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Q Employer Registration (Mew) EI@

I

General Infao \ Emplayer Contacts] Events l Account Representatives l Programs and Benefits l Ermployer Services l Clasing # Layoft l
Ink h

>ENamre: . [ Compan}lf-\ddress} l
¥ FEIN Mumber HHHEHSIEZ Ul Accourt #] - Address

Mumber Of Employees: ¥ Address: |

‘wieh Address | |

Doing Business As: | ¥ Country: [United States of America 2|
¥ Employer Type: [ [ FRC [ GTF » Zip: fpz110- » City:[Boston
» Federal Cantractor: " Yez (¥ Na [ Compary Closed * State:  |Massachusetts 52
¥ Frimary Phane: [ 1 - [ Evacuee Friendly = -
» Career Center | Mortharnpton affiiate Career Center x| Is the mailing address different 7 [

Industry Trade Mames
» MAICS Code: | sic: | fdd
¥ MAICS Sector: | ]
» MAICS Subsector: | | 4
b MAICS Ind Group: | =i
b MAICS Industy: | 3|

NAICS US Industry: | I=| All Job Orders Open Job Orders

Status

™ Access Approve © Access Denied Validated By:[TCBRT

Created Date: [19/04/2018 Created By [TCART
Industry Code Search Job Order | oK | Cancel |
*g;,jf; If an Employer already exists with the Phone Number and Zip Code that you
\\f . have entered, MOSES displays the Employer record in the Search Results
V== window. If you need to add another record for that employer, click the

Continue to Add button, which replaces the Add button used in Step 2.
Make sure you do not add duplicate records.

6. Complete the following Company Information, under the General
Info tab.

next tab. (» = Required Fields). If the information is available, complete the

\\199;:';: You must complete all the required fields on a tab before you can select the
=" Optional Fields, as well.

Field Name Required Action

Name » Type the exact, legal name of the employer.
Do not use abbreviations, unless the employer
uses the abbreviation in their name.

Address » Type the local address for this employer. Use
the text box below to type additional address
information for the same location.

Country » MOSES fills the Country field. Use the
dropdown list to select a different country, if
needed.
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Field Name

Required Action

Zip » MOSES fills the Zip Code field with the data
you used in Step 4. The zip code is one of the
keys to uniquely identify this employer location.

City » MOSES fills the City field to match the zip
code. If this does not yield the city name you
expected, check the zip code for accuracy.

State » MOSES fills the State field to match the zip
code. If this does not yield the state name you
expected, check the zip code for accuracy.

Career » MOSES fills this field with your Career Center,

Center based on the Career Center you chose when
you logged into MOSES. Use the dropdown list
to correct the Career Center, if needed.

FEIN » MOSES fills the FEIN (Federal Employer

Number Identification Number) field with the data you
used in Step 3 for this employer.

Ul Account Type the Ul Account Number (Unemployment

Number Insurance) for this employer.

Number of Type the number of employees for this

Employees employer.

Web Type the internet address for this employer.

Address

Doing Type the commonly used name, if the employer

Business uses another business name at this location.

As This is normally the name used on their signs
and logos.

Employer » Select the proper employer type from the

Type dropdown list. (Most businesses will be
Private.)

Federal » MOSES defaults to the No radio button for

Contractor Federal Contractor. Select the Yes radio

button, if appropriate.
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Field Name

Required Action

FLC

Foreign Labor Certification

GTF Governor’s Task Force.

Company Check this box if the company is closed / no

Closed longer in business. A note will be required.

Evacuee For companies that are proactive in hiring

Friendly disaster relocatee.

Primary MOSES fills this field with the phone number

Phone you used in Step 4. Correct the phone number,
if needed. The phone number is one of the
keys to uniquely identify this employer location.

NAICS Code The North American Industry Classification
Systems (NAICS) Code.

NAICS Select the NAICS Sector from the dropdown

Sector list.

NAICS Select the NAICS Subsector from the

Subsector dropdown list.

NAICS Select the NAICS Industry Group from the

Industry dropdown list.

Group

NAICS Select the NAICS Industry from the dropdown

Industry list.

NAICS US Select the NAICS US Industry from the

Industry dropdown list.

Status MOSES defaults to the Access Approved
radio button. Only staff with the proper security
level can change this.

Trade Click the Add button and type a trade name, if

Names the employer is more easily recognized by a

trade name.
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massmire | CAREER SERVICES 2020 Page 9 of 188



3y

’\mc Under Trade Names, list all the iterations by which the Employer may be
\ —— known. This will facilitate locating the Employer in the database at a later
W= ti
ime.
;:*222 - .
\ . Employers are not specific to any career center. The Career Center field
\L—% records the career center where this record was entered.
_,?g;,jz Duplicate records should be avoided. If an Employer actually hires and
\ . processes employees at more than one location, each hiring location should
\;&;?/ have its own Employer Registration.
N NAICS website:
\ https://www.naics.com/search/
V==
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Employer Contacts Tab

The Employer Contacts tab is used to list individuals at a company with

whom your career center works.

1. Click the Employer Contacts tab on the Employer Registration

window.

Q Employer Registration (Mendon Twin DriveIn, Inc.)

VMendon Twin Drive In , Inc. FEIN: #£ ##49720  ID: 1508335

General Infa Employer Contacts 1 Eventsl Account Haprasenlatwes} Programs and Benefits I Employer Serwcesl Closing / La}loﬂl

Contacts

P Mame Job Title ¥ Phone Ertension Email *

% Primary Contact

Industry Code Search Job Order

Cancel

2. Click the Add button to display a blank row.

MASSHIRE
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Q Employer Registration (Mendon Twin DriveIn, Inc.) | = H = || 1 \
Mendon Twin Drive In , Inc. FEIN: ## ####0720  ID: 1508335 Mates
General Info - Emploper Contacts l Evants] Account F\epresanlatives} Programs and Eenefitsl Emploger Servicas] Clozing ¢ La}lolf}
Contacts
B Mame Job Title * Phone E stenzion Ermail
Edit
ml Employer Contact @

b Name: |

» Emai: |

Job Title: |
PPhore: {1 - B[
Phone: ’[]7
Fax: ’[]7

Primary Contact: [

Ok Cancel |

Industry Code Search | Job Order | ak,

Cancel |

Action

Field Name Required
Name »
Email »

Job Title »
Phone(s) »

Fax

Primary »
Contact

Type the exact, legal name of the employer.
Do not use abbreviations, unless the employer
uses the abbreviation in their name.

Type the local address for this employer. Use
the text box below to type additional address
information for the same location.

Type the contact person’s Job Title here.

Type the local address for this employer. Use
the text box below to type additional address
information for the same location.

MOSES fills the Country field. Use the
dropdown list to select a different country, if
needed.

Select if there as a person that is a primary
contact. (At least one is required.)

3. Enter the information as completely as possible. Name, email and
Phone are required fields.
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4. Repeat Steps 8 and 9 for additional contacts. You can add as many
contacts for the Employer as needed.

e The Employer Contacts information on the Employer Registration window is
. copied to the Contact Information in the Job Order, but the reverse is not
\,\,1 true. If you modify, delete, or add other Contact Information on the Job

Order, it will not change the Employer Contacts information in the Employer
Registration.

2
4

\
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Employer Events Tab

The Events tab will show all (MOSES ) events that an employer is currently registered to
attend and a historical record of events that they have attended in the past.

3 Employer Registration (David Clark Company ) = |
David Clark Company
Current Events | Past Events |
~Events
Event Mame Career Center Date Time
te Add
[Olderwiorker JobFar~ [Woicester Caieer Center  |0B/12/2016  [01:30PI=] Date |
[Weterans' &ppreciation Job Fair [wiorcester Career Center 111472014 [0:00 A=
[Mini Job F air fwiorcester Career Center [o/24/2014 D200 FI=
[Mews Feleases |Southbridge Career Carter |02/15/2007 (0900 41—
|News Releases |Southbridge Career Center [mAz/2007 0100 R
|News Releases |Southbridge Career Center [2/22/2006 D100 PI=
|News Releases |Southbridge Caresr Center [2n2/2006 030041

Industry Code Search Job Order | oK I Cancel |

3 Employer Registration (David Clark Company ) =N =R <
MDavid Clark Company

Current Event

~Events
Ewvent Mame Date Time Aftended A

d: uring Jo warc areer Centel 03 I : Delete |
[Speciaized Manufactuing Job Fair ~ [worcester Career Certer  J03/11/2020 J03:008M  fres
[Weterans Annual FallJob Fair [wiorcester Career Center [11/16/2018 [10:008M  fres
[Weterans Annual FallJob Fair [worcester Career Center 11A7/2m7  [0:00AM  [Yes
[Weterans' Appreciation Job Fair [wiorcester Career Center [11118/2018 [10:008M  fres
|Dlder \worker Job Fair [worcester Career Center 05/20/2016  [01:30PM  [ves
[Weterans' Appreciation Job Fair [wiorcester Career Certer 114152013 [o:00am  fres
[eterans' Appreciation Job Fair [worcester Career Center [1A6/2m2  [0:00AM  [ves
|Mii Job Fair [wiorcester Career Certer |04/20/2012 [o:00am  fres
|News Releases |Southbridge Career Center [2/20/2007  [1:164M  [ves
|News Feleases |Southbridge Caresr Center 11162007 o33 P fres
|News Releases |Southbridge Career Center [11/02/2007  [02:45PM  [ves
v

Industry Code Search Job Order | Ok I Cancel
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Account Representatives Tab

The Account Representative window is used to identify this Employer's

point of contact at your career center.

1. Click the Account Representatives

Registration window.

tab on the Employer

Q Employer Registration (Mendon Twin DriveIn, Inc.)

Mendon Twin Drive In , Inc. FEIN: 4444449720 ID: 1508335

=1 el =)

Nutesl

—A B
F

Generallnh:ll Emplayer Cunlactsl Events Account Representatives |Prugrams and Benefilsl EmpluyerSelwcesI C\Using.-’La_\JUlfl

Preferred Career Center: [~

Pirefernied Carser Center: |

Career Center Staff Id Last Name First Mame

% Primary Contact

Phone w
Add

Delete |

Industiy Code Search

Job Order | Ok I

Cancel

2. Click the Add button to display a blank row.

re Employer Registration (Mendon Twin Drive In, Inc.)

ZMendon Twin Drive In , Inc. FEIN: ## ####9720  ID: 1508335

=N [ =3

Nutesl

General Imfol Employer Eomtactsl Events Account Representatives | Programs and Benefilsl Emplover Servicesl Clozing / La_l,loffl

—A oy
F

Preferred Career Center: [~

Preferred Career Center: |

Career Center Staff 1d Last Mamne Firgt M ame

% Primary Contact

Phore
Add

Delete |

Industy Code Search

Job Order | 0K I

Cancel
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3. Click the down arrow in the Staff Id box and select the proper Staff 1d.
MOSES fills the remaining boxes.

4. Repeat Steps 2 and 3 to add more account representatives.

*Q;j; If the employer requests to work exclusively with your career center contacts,
\ ; check the Preferred Career Center check box. Employers are not "owned"
\&;‘4/ by any center. Checking this box simply lets staff at other centers know that
this employer has a preference. MOSES will display the career center you
chose when logging into MOSES as the Preferred Career Center, if no other

center has already selected this option.

5. Click the OK button to save the data you have entered.
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To View or Add Programs and Benefits

The Program and Benefits window is used to view and/or add employer
benefits.

1. Click the Program and Benefits tab on the Employer Registration

window.
Q Employer Registration (Mendon Twin Drive In, Inc.) EI@
Mendon Twin Drive In , Inc. FEIN: 4 ##40730  ID: 1508335 Motes
General Infol E mployer Contactsl Events l Account Fepresentatives  Programs and Benefits l Ernployer Servicesl Closing / Layoffl
Programs Standard Emplovee Benefits
Program M ame Applied Benefit Included -
Mo Benefits
Benefits Unknown
40K
Bonuses

Child Care Referal Resources
Child Care Services R eimbursement
Clothing Allowance

Dental Insurance

Education Cost Reimbursement
Employee Discount

Ir-house Skill Training Programs
Life Insurance

Long Term Dizability Leawe
ajor Medical

Mileage Feimbursement
On-Site Child Care

Paid Holidays

Prescriptions

Fietirement Plan

Short Term Dizability Leave
Sick Leave

m

J L e e e e e ¢

+ Show Local Office Programs Only ¢ Show All Programs

Industry Code Search Job Order | oK Cancel

\ Unknown are selected, they are the only entries allowed. If Benefits are
\&;;// known at a later date, you must un-select No Benefits or Benefits Unknown
before selecting the appropriate choices.

\ﬁf;: Select all Benefits that apply for the Employer. If No Benefits or Benefits

9@,‘;’; There are Career Center specific Employer programs and State Wide
\\\\f . Employer programs. NOTE: Show Local Office programs button.
==
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To View or Add Employer Services

The Employer Services window is used to view and/or add employer
services. Unlike the job seeker, where services are categorized in five
separate sub tabs, all employer services are currently housed under this
one tab, Employer Services.

1. Click the Employer Services tab on the Employer Registration

window.
Q Employer Registration (Mendon Twin Drive In, Inc.) EI@
Mendon Twin Drive In., Inc.

General \nlo] Employer Contacts] Events] Account Haprasentatwes] Programs and Benefits  Emplayer Services l Clasing / Lapoff I

Employer Service History
Service Date Staff Category Type of Service Surnrnary Fee for

General Employer

Industry Code Search | Job Order ‘ 0K | Cancel |

2. Click the Add button to record employer services. Some services will
automatically post, based on action taken by the career center staff.
MOSES displays the Employer Services Details window.
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Q Employer Registration (Mendon Twin Drive In, Inc.) | = ” =] ” 3 |

Mendon Twin Drive In , Inc. FEIN: ## ####0720  ID: 1508335 Nates

General Inlo] Emplover Eontacts] Evenls] Account Representatives I Programs and Benefits  Emplayer Services 1 Closing ¢ Layolfl

Emplaper Service History
Service Date Staff Categary Type of Service Surnrnary Fee for

Service

G731 7201 (3 Emmployer Semvices Detals @IE

Service Details Edit

» Date: [03:/04/2018 &] » Service Category:| 3|

¥ Career Center: ’m F Type of Service: l—Ll E
Person Contacted: | b Staff: [TCART -]
Nest Contact Date: [00/00/0000 & [ Feefor Service
Summary:

0K | Cancel ‘

Industry Code Search ‘ Job Order | ak, | Cancel |
Q Employer Services Details @
Service Details
¥ Date: 09/04./2013 Q ¥ Service Categony: >
= Marketing/Outreach Activities

¥ Career Center: Maorthampton Affiliate_w ] » Type of Ser Business Information and Incentives

Person Contacted: | b5 Educat.ion and Train.ing

Job Fairz and Recruitments
Mest Contact Date: [00/00/0000 | [ | Labor Market Information
5 i Refernals to Grants and Incentives
LA Outcomes

ak. | Cancel ‘

3. Type information into the following fields on the Employer Services
Details window:

Field Name

Required Action

Date

Service
Category

Type of
Service

» MOSES fills Date with today’s date. This can be
backdated to record the date the service was
given.

4 Select the Category of Service from the

dropdown list.

4 Select the Type of Service from the dropdown
list.

DEPARTMENT OF
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Field Name Required Action

Career » MOSES fills this field with the user’s Career

Center Center.

Staff » MOSES fills this field with the Staff ID. Change
this, if needed.

Person Type the name of the person contacted at the

Contacted employer.

Fee for Check this box if the Employer attended an event

Service or received a service for which the career center
charged a fee. (ie. Job Fair, Room Rental, etc.)

Summary » Type a short description of the service provided.

Entering information here will help you and other
staff to continue to provide good services to this
Employer in the future. NOTES for Services
provided to the employer MUST go in this box.

4. Click the OK button to save your changes and return to the Employer
Registration window. This posts the information to your view of

MOSES.

5. Click the OK button or the Save icon to save the service to the

MOSES database.

On the next pages are the Employer Services definitions.
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CATEGORY: MARKETING/OUTREACH ACTIVITIES

Service Name

Service Definition

Business Contact

Career center staff contacts a business to provide
information regarding career center services and/or business
follow-up. (could be one way or two way communication,
either in person, via email, via phone, with an individual
business — the service summary will indicate the type of
communication).

Distribution of
Career Center
Information/Mass
Marketing

Distribution of Career Center Information - marketing via any
media; email, fax, social media, USPS.

Job Development
Contact

Career center staff conducts 2-way contact (via email,
phone, visit) with a business to identify potential job
opening(s) that do not currently exist for this employer.
Does not include blanket solicitation of listings. Add specific
details in service summary.

Join Career Center

Local option used to identify a new or existing business as a
member of your career center upon receipt of first service at
your career center. (Is not used on OSCCAR report to
determine New to Career Center or New to MOSES).

Distributed Job

Job postings are distributed by any means; via email, social

Accommodations/
Rentals

Postings media, any mass media, and/or career resource library.
This service is not used for entering a job order in MOSES
or Job Quest.

Room Provide/rent career center space to a business or groups of

businesses for an event unrelated to career center service.
For example, the chamber of commerce uses the space for
a chamber meeting. (Should be entered one time and on
the date that rental occurs; other contacts around this
activity should use the Business Contact service).

Sponsorships

Business provides financial or in-kind support for career
center activities. In-kind support could include donation of
business staff time, equipment, space, etc.

BizWorks
Orientation

Provide one or more businesses with a substantial
overview/orientation of at least a majority of the slate of
services offered by the Commonwealth’s workforce system.
The overview may be done in person, via conference call, or
in a group presentation and must be done through direct

contact with a key representative of the business.

/A

MASSHIRE
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CATEGORY: BUSINESS INFORMATION AND INCENTIVES

Service Name

Service Definition

Business
Assessment

Career center staff have comprehensive meeting with a company,
representative to assess current state of operations and discuss
related needs. Note: This service should include a detailed
summary of the meeting.

Other Grant

Provide in depth information via two way discussion and further

Partnerships

Information assistance to a business about local/regional grants or those not
covered as part of other MOSES services. Note: This service
does not include the referral to the grant provider.

Industry Provide in depth information via two way discussion and further

assistance to a business about Industry Partnerships (such as
MEP). Note: Identify specific organization/ partnership in service
summary.

Department of
Industrial
Accidents
(DIA)

Provide in depth information via two way discussion and further
assistance to a business about DIA services. Note: This service
does not include the referral to the grant provider.

Mass Office of

Provide in depth information via two way discussion and further

Business assistance to a business about MOBD services. Note: This
Development |service does not include the referral to the grant provider.
Other Public  |Provide in depth information via two way discussion and further
Incentives or [assistance to a business about other Public Incentive or
Business Business Service. Note: This service does not include the
Service referral to the grant provider.
Unemployment|Provide in depth information via two way discussion and further
Insurance assistance to a business about Unemployment Insurance
Programs Program services.
Information
\Work Provide in depth information via two way discussion and further
Opportunity  |assistance to a business about WOTC services. Note: This
Tax Credit service does not include the referral to the grant provider.
(WOTC)
\WorkShare Provide in depth information via two way discussion and further
Information assistance to a business about WorkShare Information services.
Note: This service does not include the referral to the grant
provider.
Workforce Provide in depth information via two way discussion and further
Training Fund |assistance to a business about WTFP services. Note: This
Program service does not include the referral to the grant provider.
(WTFEP)

/A

MASSHIRE
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Apprenticeship

Provide in depth information via two way discussion and further
assistance to a business toward establishing a contract for
apprenticeship opportunities. Note: This service does not
include the referral to the grant provider nor the prep work.

On the Job
Training (OJT)

Provide in depth information via two way discussion and further
assistance to a business toward establishing a contract for OJT
opportunities. Note: This service does not include prep work.

CATEGORY: LABOR MARKET INFORMATION

Service Name

Service Definition

Job Description

Provide substantial effort in editing or creating job descriptions

Assistance on behalf of a business. Does not include simple edits.
Industry Business led event/activity to discuss industry trends, job
Briefings by openings, and labor market information with job seekers and/or
Businesses career center staff.

Labor Market  |Provide in depth research and analysis about the labor market
Information (e.g. salary survey information), which includes customized

information packages or presentations to a single business or to
a group of businesses.

/A

MASSHIRE
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CATEGORY: EDUCATION AND TRAINING

Service Name

Service Definition

Group Information
Session for
Businesses

Bring together businesses for a broad range of workforce
development related topics, such as focus groups,
conferences, etc. This is a staff led event/activity.

Mentoring/Job
Shadowing/ School-
to-Work/Internship

Provide information, referral, and/or help set up one or
more of these opportunities.

On the Job Training
(OJT) Contract
Prep/Maintenance

Develop On-the-Job Training (OJT) contract and/or follow
up on the OJT during the contract period.

Apprenticeship
Contract Prep

Develop Apprenticeship contract.

Testing for
Businesses

Provide testing services to a company’s workforce or to a
candidate, at the company’s request, who is under
consideration for a position at the requesting company,
such as professional development assessment, etc.

Training/Support
Services Fair

Training vendors, community service providers, and/or
support service organizations that do not have job
openings attend training/support services fair to recruit for
their services.

Workshop/Training
for Business Staff

Provide skills training for the staff of businesses.

Outplacement
Services

Interview candidates for outplacement (e.g. downsizing,
transition, etc.). Offer testing, assessment, workshops,
and counseling assistance. There must be an agreement

with the business to provide services to their employees.

/A
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CATEGORY: REFERRALS TO GRANTS AND INCENTIVES

Service Name

Service Definition

Other Grant
Information

Staff facilitates a two way connection between the business contact and
the referred agency and confirms that contact between the two parties
has been established (specify grant names in service summary).

Mass Office of

Staff facilitates a two way connection between the business contact and

Incentives or
Business Service

Business MOBD and confirm that contact between the two parties has been
Development established.

(MOBD)

Other Public Staff facilitates a two way connection between the business contact and

awarding agency (e.g. Empowerment Zone) and confirm that contact
between the two parties has been established (specify incentive name in
service summary).

Work Opportunity
Tax Credit (WOTC)

Staff facilitates a two way connection between the business contact and
WOTC and confirm that contact between the two parties has been
established.

Training Fund
Program (WTFP)

WorkShare Staff facilitates a two way connection between the business contact and
\WorkShare and confirm that contact between the two parties has been
established.

Workforce Staff facilitates a two way connection between the business contact and

WTFP and confirm that contact between the two parties has been
established.

Department of
Industrial
Accidents (DIA)

Staff facilitates a two way connection between the business contact and
DIA and confirm that contact between the two parties has been
established.

Apprenticeship

Staff facilitates a two way connection between the business and agency
and confirm that contact between the two parties has been established.

MASSHIRE
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CATEGORY: OUTCOMES

Service Name

Service Definition

Other Grant Information

Staff learns through follow up that a local/regional grant was
awarded to the business (specify grant names in service
summary).

Mass Office of Business
Development (MOBD)

Staff learns through follow up that an incentive/tax credit (e.qg.
TIF) was received from MOBD.

Other Public Incentives
or Business Service

Staff learns through follow up that incentive award was
received by the business; e.g. due to location in an
Empowerment Zone (specify incentive name in service
summary).

\Work Opportunity Tax
Credit (WOTC)

Staff learns through follow up that a WOTC tax credit was
received by the business.

\WorkShare

Staff learns through follow up that a Work Share agreement
has been signed by the business with DUA.

\Workforce Training
Fund Program (WTFP)

Staff learns through follow up that a WTFP grant was
received by the business (specify grant type in service
summary).

Department of Industrial
Accidents (DIA)

Staff learns through follow up that a DIA grant was received
by the business.

Apprenticeship

Staff learns through follow up that an Apprenticeship
agreement was signed by the business.

On the Job Training
(OJT)

Staff learns through follow up that an OJT contract was

signed by the business.

MASSHIRE
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To View a Closing / Layoff Record

The Closing / Layoff tab summarizes general information. From this tab
the user can view Trade, Rapid Response, and National Dislocated
Worker (Emergency) Grant information. Users will be able to view if an
employer has been involved with Rapid Response for an investigation,
closing or layoff, if an employer is Trade certified or if they have ever been
a part of a National Dislocated Worker (Emergency) Grant.

1. Click the Closing / Layoff tab on the Employer Registration

window.
Q Employer Registration (Mendon Twin DriveIn, Inc.) EI@
Mendon Twin Drive In , Inc. FEIN: # ###9720 ID: 1508335 Mates
General Info] Employer Contacts] Events] Account Hepresentativesl Programs and Benefitsl Employer Services  Closing / Layoff l
Rapid Response
Closing Layoff 1D Investigation Investigation Status
Start Date

Trade Petitions National Emergency Grant

Federal Petition Date Filed Federal Status Project Name Grant Status ~ Proje

Number

Indugtry Code Search | Job Order | 0k | Cancel

DEPARTMENT OF



Employer Notes

One of the key principles for staff providing services is to keep accurate,
up-to-date records, as required by your one-stop career center, and in
conformance with appropriate program regulations. MOSES offers two
places in the Employer record for notes.

When entering Notes, make sure you respect the Employers right to
privacy and confidentiality. Use professional discretion.

1. Click the Notes button to see the notes entered. You find this
button on the top right corner of the Employer tab.

¥ Employer Registration (Mendon Twin DriveIn, Inc.) [=]
] ploy g
Mendon Twin Drive In , Inc. FEIN: # #0730 ID: 1508335 Mates
General Info l Employer Contacts] Events] Account Hepresentativesl Frograms and Benefitsl Ermployer Services] Clozing / Layoffl
Company Information .
b MName: Mendon Twin Drive In . Inc. i Eonpaniiic l Maiing Addlessl
» FEIN Number: HE-HBEOF20 Ul Account #] - Address
Number OF Emplayees: ,407 F Address: |35- Wilford Street
Wwieb Address: vy, metdontwindrivein. com |
Daoing Business As: |t endan Drive In ¥ Country: [United States of America =l
» Employer Type: [Private =] FLC [ GTF * Zip: 01758- ¥ City: [Mendon
¥ Federal Contractar: T Yes ™ No [~ Company Closed * State: Massachusetts 52
¥ Frimary Phone: [617]626-5300 [ Ewvacuee Friendly " -
¥ Career Center: | Morthampton &ffiliate Career Center I Is the maiing addhess different 7 |¥
Industry Trade Hames
Bndelmars Diveln
b NAICS Code: [B12132 SIC: | ndeiman's Diive In Add
|The Dirive In
b MAICS Sector: | Information | Delete
» MAICS Subsector: | Mation Picture and Sound Recording Industries |
» MAICS Ind Group: | Motion Picture and Video Industries |
¥ MAICS [ndustry: | Mation Picture and Yideo Eshibition >
- — All Job Orders Open Job Orders
MAICS US Industry: | Dirive-ln Motion Picture Theaters ]
TotalJob Orders: 1 Tatal Job Orders: 1
Status ings [ 1 ings: [ 1
* Access Approve O Access Denied Yalidated By: [TCART Iota: Epenfngs. ,—10 Iota: Epenfngs. ,—10
1! t
Created Date: [08/31/2018  Created By [TCART Filag e Flag Tome
Indugtry Code Seanch Job Order | 0k | Cancel

Motes
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2. This brings up the Notes screen,

regular Notes function in MOSES.

which works the same way as the

Lag”

Q Employer Registration (Boston Professional Hockey Assoc. Inc. )

FI‘:H Employer Motes
1

Employer Motes
Created Date User 1D

(a'| Employer MNotes Detail

Confidential  Motes

— Employer Motes

Staff ID: [TCART

Created Date [05/04/2020 &| Confidential [~

ore 05/04/2020

Motes

MASSHIRE
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Employer Services Details. It holds 500 characters.

General record updates can be entered in Notes.

Notes in the summary box may be reviewed by auditors to ensure that the
note entry is consistent with the employer service being recorded.

\‘*”:ﬂ: Employer Services notes should be entered in the Summary box on the
\\\\\,g/r‘" )

3. Click the Employer Services tab to enter employer visit / contact.
Click Add to add an Employer Service. Enter Employer visit / contact note
in the Summary box.

Q Employer Registration (Mendon Twin DriveIn, Inc.) EI@
Mendon Twin Drive In , Inc. FEIN: # ###9720 ID: 1508335 Noteﬂ

General Infol Employer Contactsl Eventsl Account Hepresentativesl Programs and Benefit: - Emplayer Services I Clozing / Layoffl

— Employer Service History

Service Date  Staff Category Type of Service Summary Fee for
Service
|08/31/2018 [TCART |General Ermployer |Bccess Approved | | Add
100,/00/0000
Edit |
3 Employer Services Details =
— Service Details
¥ Date: 59.-"04.-"2018 £| ¥ Service Eategory:l ~|
¥ Career Center: |N0rthampton Affiliate VI ¥ Type of Service: | |
Person Contacted: | » Staff: [TCART JE3
Mext Contact D ate: |DD.-"DD.-"DDDD el [ Fee for Service
Sumnmary;

a8 I Cancel | K | Bl
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NOTES Guidelines / Best Practices for Writing Notes
Whenever possible, Notes should answer the Who, What, When, Where,
Why, and How questions.

e Who: Notes should address whether the contact was with the
Employer him/herself, or a partner, or other individual.

e What: Notes should describe the event or occurrence that you are
documenting. / involved party.

e \When: Notes should address the date in which the contact or event
you are documenting occurred.

e Where: As applicable, Notes should include the location of the
meeting or event that you are documenting.

e Why: As applicable, Notes should describe why the Employer is
being contacted, or it should be implicitly obvious to the reader why
the Note is being included.

e How: Notes should address whether the contact was in person, via
telephone, by e-mail, social media, or another method.

The notes are easy to add, edit or view.

Staff will know that a note has been added because the Notes button
turns bold and blue.

I'.\ DEPARTMENT OF
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Al

Notes should be spelled correctly. Reminder, you can write your Notes in

~C :
L Word, spellcheck and then copy and paste them into NOTES.
\‘\L-;?j )
ﬁ;,jf; Do not abbreviate words or programs.
\\\ . If you abbreviate the program / agency / subject, then make sure that it is
W= initially spelled out then abbreviated going forward.
Words / shorthand should never be used.
}g;,jf: It is strongly recommended that Emails should not be copied and pasted.
\\ . Rather the preferred method is that the email should be summarized with the
\;x:% pertinent applicable information mentioned.
)9';')
NREE
\\\ . Notes may only be backdated 30 days.
\‘\.;;‘//
*g;,jf; Under the Freedom of Information act, MOSES and NOTES are considered
\\ . public records. Employers and/or other interested parties can request copies
V= of these records.
Requests should be in writing and sent to the main office for processing.
}g;; Notes should tell the entire story.
¥
\‘\.;;‘f/
*g;,jf; Notes should be Factual, Observable, and / or Quotable.
b
\‘\L-;?j )
\\\ . Notes should be Relevant to the work we do.
\‘\.;3‘4/
*g;,jf; Notes should be clear and concisely written.
b
\‘\L-;% )
,?:f'; Notes should NOT contain opinions, judgments or here say.
\¥
\‘i\;?/
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3y

]
4
g}

All Notes must be documented in MOSES in a timely basis

1

A

4
(2}

Notes can demonstrate that quality / substantial services were provided.

\

3y

]
4
g}

The purpose of Notes is to supplement information entered in MOSES, and
other places

1

3y

]
4
g}

Notes should not include hearsay or information not received directly from
the Employer; unless you are recording what, you accept to be factual
information from a employer, and are quoting the source of information.

\

A

4
(2}

Record all appropriate status and/or outcome data and information garnered
from Employer contact in a timely manner using Notes for documentation.

|

)

]
4
g}

Notes should reflect Employer needs.

\

A

4
(2}

Notes should be written in English. If needed, it can be additionally written in
another language as well.

|

A

Notes should reflect the provision of direct assistance for hiring candidates,
and assistance leading to other services.

2
4
[}

=
\

Al

4
(2}

Notes should not reflect biases.

\

A

Don’t include all information the Employer may discuss, unless it directly
impacts on their ability to hire good candidates.

2
4
[}

\
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Y

[}
&

\

¥

~\\n

Y

4
(2}

|

Y

e}
o

\

Y

K\ O

Make sure Notes entries into MOSES reflect the overall goal of helping the
employer.

Do not include your opinions about Employer actions and behaviors.

The goal is to both provide quality services and effective documentation of
these services

If the follow-up is not documented in Notes, then it gives the appearance that
the business staff might not have followed-up with the Employer.

Notes should follow your local office standard practices / requirements /
regulations.

/A
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MASSACHUSETTS WORKFORCE DEVELOPMENT SYSTEM

MassWorkforce Issuance

100 DCS 02.102 H Policy 0O Information
To: Chief Elected Officials

Workforce Board Chairs

Workforce Board Directors

Title I Administrators
Career Center Directors

Title I Fiscal Officers
DCS Operations Managers
cc: WIOA State Partmers
From: Alice Sweeney, Director
Department of Career Services
Date: May 3, 2016

Subject: Emplover Services Reporting in MOSES UPDATE

Purpose: To notify Local Workforce Boards, One-Stop Career Center Directors and other
local workforce parmers of changes in Employer Services reporting in MOSES.
In order to ensure consistency of reporting Employer Services through MOSES,
Career Centers and partmers must ensure that data entry in MOSES adheres to the
definitions as presented in this Issuance.

Background: MOSES Build 34.0, implemented on February 7. 2014, introduced new Employer
Service categories to capture the range of services being provided to employers by
the workforce system. These services and definitions were infroduced in
MassWorkforce Issuance No. 14-07, Description of Changes in MOSES Fersion
34.0, dated January 27, 2014. The principal reason for the development of a
revised set of Employer Services was a lack of consistency in reporting Employer
Services across the workforce system. Local areas differed in the way they
required staff to data enter Employer Services m MOSES. Additienally, there
was a desire to accurately represent the value added services that are bemng
provided to employers at the state and local level.

While that effort has brought more consistency m data entry and reporting, a
review of reporting for FY'15 and FY 16 revealed the need for even better results.

An equal epportanity empleverpregram. Anzlisry aids and services are available upon request io individuals with disabilities.
TDIVTTY 15004322370 - Vedce 1-B00-439-0183

See policy section in back of manual
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In order to address cngoing reporting inconsistencies, DCS convened a working
group with members representing Career Centers, Workforce Boards, Business
Service Bepresentatives. Fapid FResponse, Quality Assurance, report writers and
MOSES developers that met over the 20135-2016 winter months. The group
determined the need to provide more precise defimitions and data entry
mstruction, with the concomitant changes to MOSES, mcluding new category
names, DEW service names, and new categories of services.

Additionally, 1t was decided that several changes were needed to reflect the
WIOA Business Engagement Model with its emphasis on coordinated employer
services and quality referrals and hires as deliversd through the MassBizWork$,
Demand 2.0, and Govemor's Task Force (GTF) imtatives. These revizions are a
result of an ongoing effort to further enhance, clarify, and generally make more
consistent, the services tracked on MOSES for employers, and therefore result m
more accurate reporting of the data. In addinon to the revision to the services, the
Employer section of the OSCCAR. report will also be revised.

Of equal importance, was the workgroup’s msistence on the need to develop and
deliver a comprehensive training program that is currently scheduled for June
2016. It is hoped that a MOSES build introducing the new services can be
scheduled for late June to comcide with the start of Fiscal Year 2017.

Policy: Data eniry of Employer Services in MOSES must adhere to the defimtions
provided with this Issuance and any clarifications provided through the Policy
Q&A (Questions and Answers).

Service Definitions:

Attachment A provides a list of each Employer Service and its corresponding
definition, along with a comparison to the old definition. Attachment B provides
2 snapshot of the revised OSCCAR. format for the Emplover Services section. All
staff should be provided with these documents for reference when entering data
into MOSES.

Notes:

A note should be attached to a service entry providing a brief description of the
service of mformation provided as a record of engagement with that employer to
support on-geing service delivery.

OSCCAR Report:

Employer Services are reported on the One Stop Career Center Activity Feport
(OSCCAR) at the category level. Beginning with the July FY2017 report
(available beginning of August), the emplover services section of the OSCCAR
will be in the new format shown mn attachment B.

(=]
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Federal Reporting:

There 1s no change in federal reporting. The only Employer Services reporting on
the ETA 9002 report 15 Job Opemngs and a cross tab of Job Openings by
Occupation.

Ad Hoc Reporting:
Local areas will need to revise any special ad hoc reperts developed using the old
service categores.

Training:
A comprehensive training program has been developed for June 2016. Please
refer to the MassBizWork$ training anncuncements for dates, times and location.

Action

Required:  All staff that record Employer Services in MOSES must be provided with this
Issuance. Career Centers should plan to send staff to trainings that will be
amnounced through a separate MassWorkforce Information Issuance. Areas are
encouraged to use a tramn-the-tramer approach, so that as many staff as possible
can be trained by colleagues who attended training.

Effective:  Immediately

Inquiries:  Questions related to this Issnance should be directed to Marilyn Boyle at
mbovle@detma.org or 617-626-3721.

Attachments: A. MOSES Employer Services Definitions
B. Employer Services m OSCCAR

DEPARTMENT OF



Create a Job Order

Overview

MOSES can be used to assist employers in finding new employees.

Job Orders describe the job title and skills for each job the employer wants
to fill, along with pay, shift, and many other details.

Staff and job seekers may view Job Orders in the Job Bank.

MOSES can also do a computer match of Job Order requirements against
job seeker skills and needs, to quickly identify possible candidates.

You should specify as many job titles as necessary to produce job seekers
that could do the job.

Most employers will want to specify the education level and any additional
skills required for an acceptable match.

You can only post a job order for an employer who is already registered in

5
s
\\fQ MOSES.

I'.\ DEPARTMENT OF
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To Create a New Job Order

1. Search for the Employer Membership that you want.

m Employer Search

~ Twpe of Search

[F=3 EER (X
Search By Toenter a new employer click the Add button. Search for an existing employer
D G Ve by selecting a search method, entering the search criteria, and then clicking the
Search button.
" Emplaoyer ID
" Phane Number Search Criteria: Imendon bwir Search |
" FEIN

Advanced Search... |
~Search Results

Company Hame

Emplover 1D Phone Address FEIN MNo.
i}
tendon Twin Diive In ., Inc. 6 00 [35 Milford Sreet

tendon HE-HHHS720

Row 1 of 1 ol |

Job Order | Edit | Add | Delete |

Cloze |

Click the Job Order button at the bottom of the window. The Job Order
Summary window appears.

3 Job Order Summary (Mendon Twin Drive In , Inc.) [ =] ]
Mendon Twin Drive In , Inc. FEIN: #4 5440720  ID: 1508335 |
— Existing Job Orders
Job Order # Job Title Paw$] Pay Assigned  Date Job Statuz Address
Unit  Staff Entered
Edit Copy Fun Match | Add I Delete Cloze

DEPARTMENT OF
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3. Click the Add button at the bottom of the window. The Job Order

(New) window appears.

3 Job Order (New)

Mendon Twin Drive In , Inc.

Job Specification l Pay Specification] Referal Information] Skill Set l

l Job Order History l

Company Mame:  [Mendon Twin Drive In | Inc. ¥ |z job location different than the location of the employer 7 . Yesz " No [ Resticted

Company Address] 35 Milford Street Job Location Address: | [ Corfidential

Company Country: [United States of America [

Company City: |Mendon Job Location Country: | 3|

Company State:  [Ma, Zip: J01756- Job Location Zip Code: |- Created Office: |

» Career Center : [Northampton Affiliate Career Cer v Job Location City: Wit Address:  Jwesw. mendontwindrivein. com

¥ Azsigned Too | TCART - Job Location State: hd

Job Description ¥ Shift
* Fi i ™ Thi
¥ Job Title: A0 Sicea Third ¥ Current O penings: 1 Openings Filled: o
" Rotating ¢ Spiit .
» Job Category:  |Regular L4 = Referrals Made:
FLC Status:  |Mone [ Per Diem Whork, Hour
» Jab Status: Open A4 Fror: [00:00 80 == To: 0000 44 =
» Duration: [ =1 » Close Date:[10/04/2018 (€] |* Hourswieek: 0.0
Other i 5 =

rlob Detaillz  Tuping Speed: [ p.m) Drivers License: < [P Age. —— o Empowermfant 2

[ Affirnative Action [ Enterprise Zone
Public Transportatio
’_ " Yes " Mo * Unknown
Expand Detail | [Send to US. Jobs
F ez O Moo s this an Apprenticeship Position? » © Yes © Mo s this a Union Position? [G Send " Don't Send

=

E mployer | Cancel |

Y

e
[}

r\.\\

3

The Job Location Zip Code is used for the matching location. This zip code
MUST reflect where the job is located, NOT where the company is located.
In most cases they will be the same, but if the job location is different from
the company location, the zip code for the job location must be used.

You must complete all the required fields on a tab before you can select the
next tab. (» = Required Fields) If the information is available, complete the
Optional Fields, as well.

r\.\\

4. Complete the following fields under the Job Specification tab.

Field Name Required Action

Career 4 MOSES fills this field with the user’s Career
Center Center.

Assigned 4 MOSES fills this field with the user’s Staff ID.
To
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Click NO if the job location is exactly the same
as the company address.

Click YES if the job location is at a site other
than the company address, which is brought
forward from the Employer Membership.

Fill in the street address for the job location.

This is the second line for the street address.
Use this only if needed. Do NOT enter the city,
state, or zip code here.

Select the country from the dropdown list.

Enter the 5 or 9 digit zip code for the job
location. Tab out of this field to automatically
populate the city and state fields.

This field is filled if you entered a valid zip code.

This field is filled if you entered a valid zip code.

Field Name Required Action

Is job >

location

different

than the

location of

the

employer?

Job

Location

Address

Job

Location

Address

Job Required

Location (»)if Job
Location

Country different
than
company
address.

Job Required

Location (»)if Job

i Location

ZI b Code different
than
company
address.

Job Required

Location (»)if Job

i Location

Clty different
than
company
address.

Job Required

Location (»)if Job
Location

State different
than
company
address.
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Field Name

Required Action

Restricted

Confidential

WWW

Address

Job Title

Job
Category

Job Status

Duration

Select this check box if the Employer wants to
restrict the number of referrals made. This will
bring up the required field “Referrals to be
Made” under Job Description section.

Select this check box if the Employer does not
want self-referrals from job seekers or the
Employer wants the Career Center to pre-
screen applicants. (The company name will not
be displayed.) Select Confidential to also
ensure that the employer's identifying
information ~ (company name, telephone
number, and address) will not be printed on the
job order details sheet.

Enter the company’s web address, if not
brought forward from the  Employer
Membership. If you enter it here, it will not
appear on the Employer Membership.

Type the job title that the employer uses to
describe the position. This does not have to be
the same as the Job Title selected on the Skill
Set sub tab.

Select a Job Category, from the dropdown list.
The dropdown list contains: ALC-Agricultural;
ALC-Non-Agricultural; Governor’'s Task Force;
Job Development Contact (JDC); Recruitment
Solutions Initiative (RSI) and regular.

MOSES defaults to Open from the dropdown
list. This field is used to close a job order
before it automatically expires or is filled. (See
Close Date below.)

Select the duration of the employment from the
dropdown list.
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Field Name Required Action

Shift 4 Select a radio button to indicate the shift time
for the job order. Only one shift can be
selected per job order. If an employer is hiring
for the same job but for two different shifts,
each shift will require its own job order.

Close Date 4 Click the €l icon and select a job order close
date on the dropdown calendar. Click the OK
button. Or, you can simply type the Close
Date. (MOSES automatically selects a 30-day
closing date.) You cannot exceed 1 year.

Current 4 Type the number of positions to be filled for this
Openings job order. The default is one.

Referrals to If the Restricted box was selected, the
be Made Referrals to be Made field becomes available.

Enter the number of referrals that the Employer
will accept for this job order. MOSES pre-fills
this at 15 referrals to 1 opening the first time
you check the Restricted box.

Work Hours Type in or click the up/down arrows to select
the work hours for this job order.

Hours/Week 4 Enter the hours per week (there is room for 1
decimal - ie: 37.5).

Typing Enter any typing speed required for the job
Speed order, if any. This field may be used for Less
(w.p.m.) Matches in job matching.

Job Details » Enter a complete description of the job. You

may use up to 4,000 characters in this field. All
the details and specifics about the job should
be included here. This information helps staff
make better referrals. NOTE Expand details
button.

,'\ DEPARTMENT OF
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Field Name

Required Action

Driver’s Select the type of Driver's License from the

License dropdown list, if a driver’s license is required for
the job. Leave blank if a driver’s license is not
required. This field may be used for Less
Matches in job matching.

Minimum Enter minimum age ONLY if the law mandates

Age it. Click the up/down arrows to select the
minimum age requirement, if any. This field
may be used for Less Matches in job
matching.

Public Select YES to show that this job is accessible

Transpor- by public transportation at the start and end of

tation the shift. Select NO to show there is no public
transportation available. The default is
UNKNOWN. Keep this if you do not know
about public transportation to this job.

Send to MOSES pre-sets this to “Send” to automatically

US.Jobs list the job order on US.Jobs. US.Jobs is a
national job bank. You can change this if the
employer asks for just local candidates.

Affirmative Select this check box if the job order is from an

Action affirmative action employer.

Enterprise Select this check box if the job site is located in

Zone an enterprise zone.

Empower- Select this check box if the job site is located in

ment Zone an Empowerment zone.

Apprentices

Select YES to if this job is an Apprenticeship

hip position position.  Select NO this job is not an
Apprenticeship position.

Union Select YES to if this job is a Union position.

Position Select NO this job is not a Union position

If Yes is selected, a new pop up will appear.
“Will this position be filled primarily through a
Union Hall?”

,'\ DEPARTMENT OF
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next tab. ( » = Required Fields) Complete all fields as fully as possible. This

\\1’;22: You must complete all the required fields on a tab before you can select the
\% ) helps staff make better referrals.

9@:; Typing Speed, Driver's License, and Minimum Age may be used as
\\\\f . Matching Criteria. These are used when you click the Less Matches button.
W=
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To Create a New Job Order (Pay Specification Tab)

1. Click the Pay Specification tab on the Job Order (New) window.

‘3 Job Order (New) - Projectionist == =)
Mendon Twin Drive In , Inc. FEIN: 4% #440720  ID: 1508335 Notes ‘
Job Specification  Paw Specification l Referral Information] Skill Set] l Job Order Historyl
Pay Description
» Lower Pay (§] 00 Upper Pap (3] 00 v PayUnit: | >l HoDesignatedPay [
Commensurate with Experience | Pay Details:
Plus Commission |—
Plus Tips [ Other -
Benefits Selected Benefits
Mo Benefitz -
Benefits Unknown L
401K T
Boruses 2
Child Care Referral Resources
Child Care Services Reimbursermnent
Clothing Allowance
Dental Inzurance
Benefit Details
E mployer | | oK | Cancel |

2. Complete the following required fields on the Pay Specification tab. If
the information is available, complete the optional fields, as well.

Field Name

Required Action

Lower Pay

Upper Pay

Pay Unit

No
Designated
Pay

Pay Details

»

Type the minimum pay rate in dollars and
cents.

Type the maximum pay rate in dollars and
cents.

Select the Pay Unit for the Lower Pay and
Upper Pay from the dropdown list.

Select this check box, if the Employer
refuses to provide the pay rate. Make every
effort to get a range, if possible.

Describe the raises/bonuses and pay based
on experience details, if needed.
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Field Name Required Action

Selected Select the Benefit(s) in the left panel and

Benefits click the )) button, or select the Benefit(s)
and drag and drop the selection into the
Selected Benefits box. Benefits indicated
on the Employer record Program and
Benefits tab will automatically carry over.

Benefit Describe the Benefit Details, if needed.
Details

3. You can also display the Pay Range for career center staff and check
off No Designated Pay. The pay range will be displayed in MOSES but
the salary information will not be displayed on JobQuest.

¥ Job Order (76552247) - Projectionist I =N E=h
Mendon Twin Drive In , Inc. FEIN: ## ##40720  ID: 1508335 Nates ‘

Job Specification  Pay Specification l Referral Information l Skill Set l Selected Job Seekers l Job Order Histary l

Pay Description

Lower Pay [$): 1250  Upper Pay [$): 2778 Pay Unit: |[Hour JE | Mo Designated Pay v

Commensurate with Experience [ Pay Details:
Plus Commission -
Plus Tips [ Other -
Benefits Selected Benefits
Mo Benefits -
Benefits Unknown I
401K i

Bonuses 2

Child Care Referral Resources
Child Care Services Reimbursement
Clothing Allowance

Dental Insurance

Benefit Details

Employer Fiun katch | oK | Cancel
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To Create a New Job Order (Referral Information Tab)

1. Click the Referral Information tab on the Job Order (New) window.
MOSES pre-fills the Contact Information panel from the information

you entered under the Employer Contacts tab.

Q Job Order (Mew) - Projectionist

[o ][ & |ms]

Mendon Twin Drive In , Inc. FEIN: #4-##49720  ID: 1508335 Nates ‘
Job Specification] Pay Specification  Referral Information l Skill Setl l Job Order History]

Contact Information

MNarme Job Title Phone Extn Fan Email Fax Recipient
Add

j|Franc:is Coppola |Prezident [I617) 626-5301 | T |fcoppola@mendondrivein.com

“BlHohn Ford |Ticket Book Manage [[517] 626-5304 | IC1 - fiford@mendondrivein. com

3|IMel Braoks [Cancessions Manage |[617) 626-5302 | i1 - |mbraak 2Emendandrivein com

Referral Information [will appear on the internet]

Employer &ddress | Job Location sddress |

» Mame: | » Country; | United States of America -
Title: | » ZipCode:| - » City: |
» Address: | b State: | =l
[ Referral Instructions for the Job Seeker (will appear on the internet]
Phane: |[ 1 - Ext: Prefers Fax [

Faw: [ ] - Email: Prefers Email [~

Employer |

119

| Cancel |

2. Complete the following required fields in the Referral Information

section. Complete the optional fields, as well. You can populate many
of the fields by clicking on the mouse button next the contact person

you want from the Contact Information section.
brought forward from the Employer Membership.

Field Name Required Action

This information is

Name 4 Type the name of the person that the Job

Seeker should contact.

Title Type the title of the person that the Job

Seeker should contact.
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Field Name Required Action

Address > Type the street address where the
applications need to be sent. There is a
second line for the street address. Use this
only if needed. Do NOT enter the city, state,
or zip code here.

Country 4 MOSES pre-fills the country. Use the
dropdown list to select a different country, if
needed.

Zip Code 4 Enter the 5 or 9 digit zip code for the job

location. Tab out of this field to automatically
populate the city and state fields.

City 4 MOSES pre-fills the city to match the zip
code.
State » MOSES pre-fills with the state to match the

zip code. Use the dropdown list to correct
the state, if needed.

Phone Type the phone number that the Job Seeker
should use to contact the company.

Extension Type the phone extension, if any.

Fax Type the Fax number, if any.

Email Type the Email address.

Prefers Select this check box if the Employer prefers

Faxes to receive a faxed job referral letter and job

seeker fact sheet once a referral is made.

Prefers Select this check box if the Employer prefers

Email to receive an emailed job referral letter and
job seeker fact sheet once a referral is made.
When this box is checked, an email address
becomes a required field.

Referral Describe any referral instructions. It is also a

Instructions good idea to copy this information into the
Job Details field on the Job Specification
tab.
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To Create a New Job Order (Skill Set Tab)

The Skill Set tab appears on the Job Order (New) window. The left side
panel has four sub tabs: Job Title, Skills, Common, and Education.
The right side panel has three sub tabs: Occupation Title, Mandatory
Skill Set, and Desired Skill Set.

1. Click the Skill Set tab on the Job Order (New) window. MOSES
defaults to the Job Title tab on the left and the Occupation Title tab
on the right.

‘3 Job Order (76552247) - Projectionist I ==
Mendon Twin Drive In , Inc. FEIN: # #4#49720  ID: 1508335 Motes ‘
Job Specification ] Pay Specification ] Feferal Information  Skill Set l Selected Job Seekers ] Job Order History ]
Job Tite ] Skills | Comman | Education | Occupation Tite ] Mandatory Skill Set | Desired Skil Set

Search By F

@ JobTile ¢ JobSkils ¢ Job Category Selected Lol ==

| Search b Title tanths Certified?

El- Occupations -

- Accountants

- Aceountants and Auditors

[ Actars

- Actuaries

- Acupunchurists

[ Acute Care Nurses

-- Adapted Phyzical Education S pecialists

-- Adhesive Bonding Machine Operators and Tern =
“ [T ¢

‘ Alternate Titles

Employer | Fiun Match | ak. | Cancel |
_,?:;,jf; MOSES defaults to the Job Title radio button in the Search By field.
\\ . Searching by the Job Title or Job Skills radio buttons determines the type of
\;/ list displayed in the data window. For example, if you search using the job

title, driver, you will get a list of different job titles associated with the word
driver. When you click on the “+” sign or double-click the selection to expand
the job title, a list of skills associated with the job title of driver appears.

If you had selected the Job Skills radio button and searched using the Job
skill, drive, the resulting list displays a brief description of the skills
associated with the different types of drivers. When you click on the “+” sign
or double-click the selection, a list of job titles associated with a driver’s skills
is displayed.

2. Enter ajob title in the text box.
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3. Click the Search button. A list of Job Titles appears in the data

window.
‘3 Job Order (New) - Projectionist = ==
Mendon Twin Drive In , Inc. FEIN: #9720  ID: 1508335 Notes ‘
Job Specification l Pay Specification] Referral Information  Skill Set l l Job Order Histor_l,ll
Job Tite ] Skills | Common | Education | Deeupation Tite ] Mandatory Skill Set | Desied Skil Set
Search By -
& JobTile  JobSkils € Job Categary SR TS
|pr0iecti0nist Search ¥ Title Months Certified?

E- IJ_ccupations
|28 4 otion Picture

Alternate Titles

E mployer QK Cancel

Select a Job Title from the list.

Click the )) button to move the Job Title to the Occupation Title tab on
the right side of the window, or drag and drop the Job Title. (Double
clicking does not work.)

’\\G:C‘; A job order requires at least one job title; the rest of the tabs are not
\% o required. Note that the more information associated with the job order the
3 better it will be for matching job seeking customers to the job.

S
RGO
\\1 You may move more than one job title. For example, the employer may

2
\_&;,—z’ - accept a bookkeeper with experience, in place of an accountant.
6. Enter the months of experience required for the job.

7. Check the Certified box if a license or certification is necessary, for
example, nurses, electricians, or teachers.
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8. MOSES defaults to the Job Title sub tab for searching. We will be
searching this time using the skill sets to find job titles. Select the Job
Skills radio button to search for a Job Title by using the skill sets.

9. Type a job skill in the text box. For example, if the job needed skills in
sales, you would type “sell” in this box.

10.Click the Search button.

11.Click on the “+” sign or double-click the selection (in this case, Sell
Merchandise To Public). To expand the job skill, a list of Job Titles
associated with the job skill of “Retail Salespersons” appears. You can
only move a job title over to the Occupation Title tab. You can only
move a skill over to the other tabs.

‘3 Job Order (76552247) - Projectionist I == ]
Mendon Twin Drive In , Inc. FEIN: #-4##49720  ID: 1508335 Notes ‘
Job Specification l Pay Specification l Referral Infarmation  Skill Set l Selected Job Seekers l Job Order History l
Job Title ] Skills | Comman | Education | Oeccupation Tite ] Mandatory Skill et | Desired Skil Set

Search By -

© JobTie @ JobSkils ¢ Job Category Selectedueblliies

|Casino Search F Title onths Certified?

- Skills

[ Cazh Chips For Cazino Customers & Dealers

+ Change Money For Cazino Patons & Dealers
Obszerve casino for iregular activities such as theft
+]- Observe casino for imegular activiies such as theft
-- Overses Slot Equipment & Personnel In Casing

- Sort & Count Money Received From Casino &ctivitic

Alternate Titles

Employer Fiun Match ak. Cancel

12.Click the Skills tab in the left side panel to bring up a list of skills
associated with the job title(s) chosen for the job order.

I'\ DEPARTMENT OF



13.Click the )) button to move the appropriate Skills from the left panel to
the right panel. You can also drag and drop the selection, or double
click the skill into the Desired Skill Set tab or the Mandatory Skill Set

tab.
3 Job Order (New) - Projectionist = o=
Mendon Twin Drive In , Inc. FEIN: ##-449720  ID: 1508335 Notes ‘

Job Specification] Fay Specification] Feferal Information  Skill Set l

Job Title  Skills l Comrmon ] Education]

l Job Order History l

Occupation Tile  Mandatary Skill Set l Desired Skill Set

Apply Stage Lighting Techniques
Operate Mation Ficture Projector
Operate Sound-Feproducing Eq
Set Up & Operate Movie Project
Usge Characteristics OF Photographic b aterials

Selected Mandatory Skills

Skill Description
|Operate Mation Picture Projector

& Sound-Feproducing Equip

|Operate Sound-Feproducing Equipment

|Set Up & Dperate Movie Projection & Sound-Reproducing Equipment

n k

Alternate Titles

E mployer QK Cancel

Only skills can be moved over to the Mandatory Skills Set, and Desired
Skill Set tabs. Job titles can only be moved to the Occupation Title tab.

The skills placed in the Mandatory Skill Set tab will NOT eliminate a job
seeker from consideration except in two cases. Education required, , and
Language (Spanish, Cantonese, etc.), listed on the Mandatory Skill Set tab
will eliminate a job seeker unless they have these skills listed in their
Matching Criteria.

The skills placed in the Mandatory Skill Set and the Desired Skill Set tabs,
will be scored as a ratio. The Job Seeker match will receive a higher ranking
if they have more of the skills required by the Employer on the Job Order.
Ties are then broken by the Job Seeker that matches more of the skills
desired by the employer on the Job Order. This means the most qualified
referrals will be at the top of the referral list.

The Mandatory Skill Set sub tab refers to skills and education levels the
Employer feels Job Seekers must hold. Despite the name of this sub tab, it
does not have to be completed to run a successful Job Match.
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14. Click the Common sub tab. Notice that there are two additional sub
tabs associated with the Common sub tab: Computer Skills, and

Languages.
3 Job Order (New) - Projectionist [ e
Mendon Twin Drive In , Inc. FEIN: #9720  ID: 1508335 Notes ‘
Job Specification l Pay Specification] Referral Information  Skill Set l l Job Order Histor_l,ll
Job Tt | kils - Comman ]Education] Ocoupation Tile | Mandatory Skill et Desired Skil Set ]
Camputer skils l Languages] Selected Desired Skills
Use Accounting Software [e.g. Peachtree, Quickbooks] = Skill Description

Use Apple/Macintosh Computers

Use Data Entry Terminal [e.g. 54T, Mainframe Compute
Usze Database Software [e.g. Oracle, Access)

Use Desktop Publishing Software [e.0. Pagemaker) = [Use Internet Erowser [e.0. Netscape, Intemnet E xplorer)

I5pply Stage Lighting Techniques
|Use Characteristics Of Photographic Materials

b . p
Uze Internet Browser [e.g. N e, Internet E xplorer] [BS
Use Metworking/LAN Software [e.g. Mavell, Windows/M
Usze Peripheral Devices [e.q. Scanners, Printers, Tape C
Use Perzonal Computers

1| I | +

Alternate Titles

E mployer | | QK | Cancel |

15. Select the computer skills that apply to the Job Order and click the ))
button. You can also double click or click and drag to move each skill
to the appropriate skill set sub tab, Mandatory Skill Set, or Desired
Skill Set.
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16. Select the Languages sub tab.

3 Job Order (New) - Projectionist
Mendon Twin Drive In , Inc.

FEIN: #9720  ID: 1508335

Job Tt | kils - Comman ]Education]

Computer skil:  Languages l

Alfrikaans
Albarian
American Sign Language
Arabic
Armenian
Azerbaijani
Basque
Belorussian
Bengali
Breton
Bulgarian

4| i

|| »

Job Specification] Pay Specification] Referral Information  Skill Set l

»]
]

l Job Order History l

Occupation Tile  Mandatory Skill Set l Desired Skill Set

Selected M andatory Skills
Skill Description

|Operate Mation Picture Projectar

|Operate Sound-Reproducing Equipment

|Set Up & Operate Movie Projection & Sound-Reproducing E quipment

|Usze E-Mail Software (e.q. Outlook)

Alternate Titles

E mployer | |

(] 8 | Cancel |

17.Select the language(s) that apply to the Job Order and click the ))
button. You can also double click, or click and drag, to move each skill
to the appropriate skill set sub tab: Mandatory Skill Set, or Desired

Skill Set.

Remember, MOSES will eliminate a job seeker who does

not match a Language Skill on the Mandatory Skill Set tab.
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18.Click the Education sub tab

‘3 Job Order (New) - Projectionist == ]
Mendon Twin Drive In , Inc. FEIN: #-4##49720  ID: 1508335 Notes ‘
Job Specification l Pay Specification l Referral Infarmation  Skill Set l l Job Order History l
Job Title | Skills | Comman wam] OemEien i Mmme%m%ﬂDamd%m%t
Information Mot &y ailable Selected Mandatory Skills
Lezz Than High School § .
High School Diploma SHBEss tion s :
HISET/GED |Operate Mation Picture Projector
Some College |Operate Sound-Feproducing Equipment
Past Secandary w/ith High S choal |Set Up & Dperate Movie Projection & Sound-Reproducing Equipment

Yocational Degree
Aszzociate Degree
Bachelor Degres
Master Degree

Doctorate Degres ﬂ
Other Advanced Degree

Certificate of Completion for Individual with Disability

IS [Use E-Mail Software [e.q. Outlook]

1| 1 2

Alternate Titles

Employer | | ak. | Cancel |

19.The Education sub tab includes a simple listing of possible levels of
education.

20. Select the education level requested for the Job Order and click the ))
button. You can also double click, or click and drag, to move each skill
to the appropriate skill set sub tab: Mandatory Skill Set, or Desired
Skill Set. Remember, MOSES will eliminate a job seeker who does
not match or exceed an Education level on the Mandatory Skill Set
tab.
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21.Click the OK button and Yes button to save the changes. This returns
you to the Job Order Summary window. The Job Order you just
created now appears in the Job Order Summary window.

& Job Order Summary (Mendon Twin Drive In, Inc.)

Mendon Twin Drive In , Inc. FEIN: 44 #440720  ID: 1508335

— Existing Job Orders

Job Order # Job Title Paw$] Pay Assigned  Date Job Statuz Address
Unit ~ Staff Entered

09/10.

Row 1 of 1

Edit I Copy Fun Match Add Delete Cloze
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Confidential Job Orders

When you check off the “Confidential” box on a Job Order, you indicate to
the viewing public, whether they come in through the staff view of
MOSES, or MJQ, that your Career Center will review the referrals and
send only the appropriate ones to the employer. This section describes
what you need to do to use your confidential Career Center contacts

properly.

The first step you need to do on the Administration drop menu is update
on the Confidential Contacts sub tab in the Career Center Management
tab. This tab allows center management to designate one or more local
office contacts for Job Orders designated confidential. Career Center
Managers should complete this tab as completely as possible.

To create contacts for confidential Job Orders, go to:

Administration > Career Center Management > Conf. Contacts
(Confidential Contacts)

This tab should be as complete as possible and should be maintained as
changes occur. The Confidential Contacts list can contain anything you
wish, including names, locations in the office, etc. You should complete
all of the fields. Every Career Center should have at least one entry.

il
b gmt | Frograms | Locations | Barcode Emors | Travel Woucher | Office Msgs | Staff Caseload | Casze &ssgmt  Conf. Contacts |
- Confidential Job Order Contacts _ . _ ~ '
Bonr::?—laven Bi:i:;sltsleService Heprepg10;]8828-5501 1EEtDn FBa‘lm?] F27-2039 Eb::\lu!en@careercenter.com I CO n f ) Co n taCtS tab
Frank Laymeaff Eusiness Service Repre|(617) 626-5502 [102 E17) 727-2039 [flaymecff@careercenter. can _'é -_— CO n fl d en tl al
Faige Turner Buziness Service Repre|(E17) 626-5503 [104 B17) 727-2039 |pturner@caresrcenter. com o CO n taCtS |_ | St _

H Local Office Contact - Detail

every Career

» Mame: W in appropriate information Job Title: Iﬁ in appropriate informatior| Cen ter S h ou I d
Address: W in appropriate infarmation Zip: | -
| City: Iﬁ in appropriate informat C 0 m p | ete at I east
¥ Phone: |[ ] - Extension:l Email: N in appropriate information one en t ry .

Fau: [ ] -

o | When creating
e & job TFder 15 designate | OnE Of fhese nammes may Be seleced as 1 Confldentlal JOb Orders,
ortact person - keep the list up-to-date. You do not have to use a staff name, you may urs;a\

he term "STAFF" ar "Bin "B", etc. yOU W||| Choose the
contact information

\ from this list. This is
\l: exactly what the public

and staff will see.

\ This shows the ADD

box. Complete all
the fields. You can

/A
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The second step is to make the Job Order in question confidential. Do
this by clicking on the “Confidential” check box on the Job Specification
tab.

Job Specification | Pay Specification | Referral Information I Skill Set | Selected Job Seekers | Job Order Histary I

returnz and exchanges. They check the merchandise to be sure it is in good condition. They also check ﬂ I affimative Action [ Enterprise Zone

: . Public: Transportatiol
receipts to venfy where and when purchases were made.
- || T Yes " No & Unknown

' " Yes |z this job related to funding provided by the » ez % Mo |z this an Apprenticeship Position? Send to JobCentral ;
' Mo American Recovery and Reinvestment Act [ARRA]? » ¢ s 5 Mo |2 this a Union Position? =+ Send " Dan't Send

Company Marne: |F.W. Wonlworths b |z job location different than the location of the emplaper ? Cve: ¢ No [T Resticted
Company Address]350 %W ashington St. Job Location &ddress:  [350 W ashington St. [+ Confidential
Company Country: |United States of Amernica

Compary City:  [BOSTON Job Location County:  |United States of America 3|

Campany State: & Zip: [02108- Job Location Zip Code: [02108- Created Office: |

» Career Center: |Gloucester Fishermens Center = | Job Location City: EOSTOM WA Address [we woolworths com

¥ Agzigned To: ITD’-\HT VI Job Location State: |Massachusetts ]|
—Job D iption ¥ Shiit

¥ Job Title: ICashier  First " Second " Thid ¥ Current Openings: | 1 Openings Filled: | 0

" Rotating " Split : I—
» Job Category: |F|egu|ar vl . Referrals Made:
P FLC Statuz: [More =l [ PerDiem ‘wark Hour

b Job Status:  [Open | From: [0%:00 4M = To: [05:00 PM =

¥ Duration: |Full Tirme from 4 thnu 150 Days x| ¥ Close Date;|ua;21 72001 €] |* Howsfwfeek: [ano
— Other ; : | .
rJob Detall:  Typing Speed:l [we.p.m] Divers License:l j’ Min Age: | -'-'D EmpErETE 2

m Job Order {New) - Cashier ;Iglil

F.W. Woolworths FEIN: 13-5493340  ID: 1018250

Employer | Bk atch | 0k I Cancel

When the Career Center staff create a Job Order that is CONFIDENTIAL,
the Referral Information tab (shown on the next page) will show the
Career Center Confidential contacts.

The information that appears on the Referral Information tab, Referral
Information group box is what the public will see on the web or in the
resource room. If the Job Order is confidential, enter how you will refer
applicants to the employer in the Notes area of the Job Order. Click the
Notes button to access this.

\\f}gg;‘ Remove identifying information from the record. Such as web address, and
; comments in the job order.

\/ °

‘\/
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H Job Order {New) - Cashier =101 x|

F.W. Woolworths FEIN: 13-5493340  ID: 1018250

Job Specification I Pap Specification | Skill Set | Selected Job Seckers | Job Order Histom |

— Contact Information

MName Jaob Title Phone Extn Fax Ermnail Fax Recipient
[Frark 'w/ockworth |President |[617) 626-5555 | I Jhesoohwarth@wachworth,.com ﬂl
[Sam walton |Manager |[617) 526-5554 | - |swalton@wonlwarth,. com Delete |
Confidential Job Order Local Office Contacts
Bl[Eonnie Haven [Business Service Reg[5176265501 100 [E177272033  |bhavent@carsercenter.com -
A|[Frank Laymeotf [Business Service Rep[6176265502 102 177272033 [Hlaymeoff@careercenter.com |

— Referral Information [will appear on the internet)

Emplaver fddiess | Job Location Address I

b Mame: | » Courtry: |United States of America x|
Tite: | » ZipCode: | - » City: |
» Address: | b Gtate: | x|
| Referral Instructions for the Job Seeker [will appear on the internet]
Phaore: [ ] Eat | Prefers Fax [
Fax |[ ] Email:l Prefers Email [~

Emplayer | B bateh | Ok | Catcel

Click -8 and the selection will fill in the Referral Information
Clicking the mouse button to move the info.
Use the scroll bar to see all the entries.

— Heferral Information [will appear on the internet]

Emplayer fiddress | Job Location &ddress I

» Mame:  |Bonnie Haven » Country: | Urited States of America 4|
Title:  |Business Service Representative b Zip Code: | - ¥ Ciby: Jarmtown
» Address: [1919 Career Center Circle b Stater  [Massachusetts -]

| Referral Inztructions for the Job Seeker [will appear on the internet]

Phore: [[517) 6266501 Ext  [100 Prefers Fax [
Faw |[E17)727-2039  Email: [bhaven@caresrcentsr Prefers Email [~

This is what staff and the public see for Job Orders. This information
is sent to MJQ (Job Quest). If your Career Center screens the
applications, make sure you have Career Center information, not specific
employer information.

You still have the option of typing entries into the Referral Instructions box.
Any changes you make in the Job Order, Referral Information tab will not
carry back to the Career Center Administration, Conf. Contacts tab.
Permanent changes need to be made in the Career Center Administration,
Conf. Contacts tab.
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To Copy a Job Order

An Employer may have similar, but not identical, positions to fill. Instead
of creating a new job order for each position, simply copy the existing Job
Order (open or closed) and make the needed changes.

put the number of total openings to be filed on the Job Order, Job
Specification tab. Do not copy this Job Order. Only copy the order if
something is different, i.e., shift, hours, duration, job title, etc.

\\19’,::;: If you have more than one position to fill with exactly the same specifications,
\x% o

/

\\«%”Zi: An Employer may want to reopen a closed Job Order. If this is the case, do
\% 8 not try to reopen this order. Simply copy the closed Job Order instead of
creating a new one from the Add button.

1. Search for the Employer Membership you want.

2 Employer Search [E=H(E=R(E2)
Type of Search
Search By To enter a new employer click the Add button.  Search for an existing employer
by selecting a search method, entering the search criteria, and then clicking the
* Cornpary Name
Search button.
" Ernployer 1D

" Phone Number Search Critenia: [mendan bwin Search
" FEIN
Advanced Search...

Search Results

Company Mame Emplover ID Phone Address FEIM Ma.
Hurnber

) Wilford Street

Fow 1 of 1
Job Order | Edit | Add | Delete | Cloze
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2. Click the Job Order button to open the Job Order Summary,
Existing Job Orders Results window.

Mendon Twin Drive In , Inc.

FEIN: #+###9720  ID: 1508335

— Existing Job Orders
Job Order # Job Title

Paw$] Pay Assigned
Unit  Staff

Date Job Statuz

Row 1 of 1

Edit I Copy

| Run Match |

Add Delete Clase

3. Select the Job Order you wish to copy.

Mendon Twin Drive In , Inc.

FEIN: ##539720

— Existing Job Orders
Job Order # Job Title

Pav($] Pay Assigned
Unit  Staff

Date Job Statuz
d

Address

Row 1 of 1

Edit I Copy

Run Match

Add Delete Clase

Y
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4. Click the Copy button.

5. A copy of the Job Order that you highlighted appears pre-filled with
your staff id and career center in the proper fields.

3 Job Order (New) - Projectionist = ==
Mendon Twin Drive In , Inc. FEIN: % #449720  ID: 1508335 Notes ‘

Job Specification l Pay Specification l Referral Infarmation l Skill Set l Selected Job Seckers l Job Order Histary l

Company Mame:  [Mendon Twin Drive In | Inc. ¥ |z job location different than the location of the employer 7 " Yes & No [ Restiicted
Company Address] 35 Milford Street Job Location Address: |35 Milford Street [ Corfidential
Company Country: [United States of America [
Company City: |Mendon Job Location Country: | United States of America |
Company State:  [Ma, Zip: J01756- Job Location Zip Code: [01756- Created Office:  [Maorthampton Affiliate Career Cer
» Career Center : [Northampton Affiliate Career Cer v Job Location City: Mendon Wit Address:  Jwesw. mendontwindrivein. com
¥ Azsigned Too | TCART - Job Location State: Maszachusetts hd
Job Description ¥ Shift
* Fi i ™ Thi
¥ Job Title: Frojectionizst A0 Sicea Third ¥ Openings: 1 Openings Filled: o
" Rotating ¢ Spiit .
» Job Category:  |Regular L4 = Referrals Made:
FLC Status:  |Mone [ Per Diem Whork, Hour
» Jab Status: Open > From: [04:00 PM == To: [12:004M =
¥ Duration: | Full Time greater than 150 Days _» | b Close Date: l2/25/2018 %3 |» Hours/wieek: 40.0
Other i 5 =

rlob Detaillz  Tuping Speed: [ p.m) Drivers License: < [P Age. —— o Empowermfant 2

- — - — e [ Affirnative Action [ Enterprize Zone
EBefore show time, projectionists inzpect the film to be sure it iz in good condition. They repair it if it iz damaged or Public T ol
find another copy, Mext, they rewind the film to the beginning of the reel. They inzert the film in the magazine, or UnE | e El
top reel, of the projector. They thread the film through the projector onto the spool. They position, install, and " Yes " No @ Unknowr

Expand Detail | [Send to US. Jobs

F 7 es % Moo s this an Apprenticeship Position? » 7 Yes © Mo s this a Union Position? |Vlﬁ Send ' Don't Send

E mployer | Fiun Match | QK | Cancel |

6. Review the Job Order and make any necessary changes. For
example, job location, shift, pay specifications, or referral information.
Remember to review the Skill Set tab if any job matching criteria
needs to be changed or updated. Editing the job title on the Job
Specification tab does not change any of the job matching criteria on
the Skill Set tab.

ﬁ,‘;’; MOSES Notes will not be copied when you copy a job order. If needed, a
\\fAO new Note will need to be entered.
N=

‘\.;."/
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7. Click the OK button and the Yes button to save changes. The Job
Order Summary window appears with the newly created Job Order.

{3 Job Order Summary (Mendon Twin Drive In, Inc.) =n = ==

Mendon Twin Drive In , Inc. FEIN: #4-2##9720  ID: 1508335

— Existing Job Orders

Job Order # Job Title Paw$] Pay Assigned  Date Jab Statuz Address
Unit  Staff Entersd

izt 1|
TERS2245 |Projectionist

Row 1 of 2

| Edit || B | FlunMatchl Add | Delete | Close

8. Click the Close button to return to the Employer Search window.

9. Click the Close button to return to the MOSES main menu window.
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To Edit a Job Order

1. Search for the Employer Membership.

2. Click the Job Order button to open the Job Order Summary window.

3. Select the Job Order you wish to edit.

’\Gﬁ:ﬁ: If you have a new job order that is very similar to an existing job order, you
\\ —a can copy the existing job order and then make the necessary edits. Do not
o make these edits in the existing job order.

4. Click the Edit button.

¥ Job Order Summary (Mendon Twin Drive In , Inc.) = e =
Mendon Twin Drive In , Inc. FEIN: 44 ###0720  ID: 1508335 |

— Existing Job Orders

Job Order # Job Title Paw$] Pay Assigned  Date Job Statuz Address
Unit ~ Staff Entered

7E ist ||
TER52245 |Projectionist

Row 1 of 2

| eat || comw | HunMatchl Add Delete Glsse

5. The Job Order that you created appears.

6. Edit the Job Order as needed.

¥ DEPARTMENT OF



7. Click the OK button and the Yes button to save changes. This returns
you to the Job Order Summary window.

8. Click the Close button to return to the Employer Search window.

9. Click the Close button to return to the MOSES main menu window.
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Run Job Matching for an Employer

Overview
You can match an open Job Order with a qualified Job Seeker by running
a Job Order match in MOSES. Job matching finds all active Job Seekers
in MOSES that match the Job Order’'s Match Criteria.
To be included in the resulting list of qualified Job Seekers, the Job
Seeker:
e Must be registered as a Full member
e Enrolled in Job Match in the Programs area of the Job Seeker
Membership’s Basic tab
e Have completed the Match Criteria
s
\\fé When the Job Seeker is qualified for Job Matching, a green smiley face @
== icon appears on his/her membership.
I"\ DEPARTMENT OF Page 67 of 188
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To Run a Job Match for an Employer

1. Pull up the employer you created.
2. Retrieve the Job Order list associated with that Employer.
3. Select the Job Order for which you want to find potential employees
from the list in the Search Results window.
‘3 Job Order Summary (Mendon Twin Drive In, Inc) [F=R(ECH

Mendon Twin Drive In , Inc. FEIN: #£ ###0720  ID: 1508335

— Existing Job Orders
Job Order # Job Title Pay($] Pay Assigned  Date Job Statuz Address

Unit  Staff Entered

[TCART  [09/04/2078 [Open

|35 Milford Street , Mendon
03/04/2018 | Open 35 Milford Street . Mendon

35 Milfiord Street . Mendon

Row 2 of 2

Edit | | Copy I | Fun Match Add Delete Cloze
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4. Click the Run Match button. A list of Job Seekers who match the Job
Order specifications appears on the Qualified Job Seeker’s for Job
Order window.

Q Job Order Summary (Mendon Twin Drive In, Inc.) | || =] || 145 |

Mendon Twin Drive In , Inc. FEIN: #4-###0720  ID: 1508335

Exizting Job Orders
Job Order # Job Title Job Order Match ress

TEGE22AT | Starting Match Procedure iford Stieet, Mendan

76 A Proje ilfard Street , Mendon

50 I
Row 2 of 2
Edi | | T | | Fun Match | Add Delete Glsse

}-9;’(?2 If there are more than 50 matches, click the More button to view additional
\fA Job Seekers who match the Job Order specifications.

yﬁ;:é If there are no job matches for the Job Order, a pop up message box

\fA appears indicating that there are no job matches. You should then click the

\;;‘4’ More Matches button. This expands the match using the Job Title Family
(first 2 digits of the Occupational Title code), rather than the exact job title.
This also ignores pay and job location. If the Job Order lists education and/
or language in the Mandatory Skill Set, this is never ignored.

Rgf':; If there are too many job matches for the Job Order, you may click the Less
\f;a Matches button. This runs the match using more eliminators to narrow the
= choices.

RQZZ'; If there are no job matches for the Job Order, staff should review the Match

\\an Criteria to see if there are items that can be added or modified. You can do

\\,;_:;‘é’ this by taking away mandatory skills from the Job Order or you can add Job
Titles from the same or similar Job Title Families, change requirements
regarding pay, shift, location, skills, or months of experience.

M
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The Ratio fields indicate the number of skills each Job Seeker recorded on
their Match Criteria over the number of the mandatory and the desired skills
that the Employer requested on the job order. For example, a score of 3/4
indicates that the Job Seeker listed three of the four Employer’s skills. There
are two ratio columns: Mandatory and Desired.

Dﬂ/.

\

Y

The Distance in Miles field displays the distance between center Job
Location Zip Code and the Job Seeker’s home address zip code.

=
[
1]

b

}

The ﬁ icon indicates that the Job Seeker is a veteran. For newly created
job orders, any matching Job Seekers who are veterans will appear at the
top of the list for the first 24 hours.

T\.\\

5. Select a Job Seeker on the Qualified Job Seekers for Job Order
window.

6. Click the Edit button. You can also hit the Enter key or double click on
the selected Job Seeker.

7. Select the appropriate action from the dropdown list in the Action field
on the Qualified Job Seeker’s for Job Order window.

Y Qualified Job Seekers For Job Order 76552245 [ro|[ B | (2]
Qualified Job Seekers - 4
Job Seeker D First Name Last Name Mandatary Desired Distance Action Result
R atio Ratin  in Miles
[11220989 Hahi fiadiliams [174 172 20.75 | Pending | |Pending ~| & o
1210273 Wohr |Carperter [1./4 [1/3 | 4972 [Pending x| [Pending x| = e
hz72122a [Hans [Zirnrner |0/4 /3 | 3654 |Pending | |Pending | =

12717704 21,07 (TN | Fending =]
Call-in/Pre-Referal
Referal

Mot Referad

Pending

Bl

Row 4 of 4

Fewer Matches

Driving Directions Edit Wiew Details | u] | Cancel |

| ore Matches
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8. Select the appropriate Result from the dropdown list if you know it at
this time. This rarely happens. If Referral is the Action chosen,
Pending is the only possible Result.

{3 Qualified Job Seekers For Job Order 76552247 |- |

Qualified Job Seekers - 4

Job Seeker D First Mame Last Mame Mandatory Desired Distance Action Fesult

Fi atio Ratio  inMiles
[11220889 uohn fdilliams |1x4 =R 2D?5|Pendmg ]| [Pending | & o
Carpenter /3 49.72 I
12721228 |Hane Bimrner 0/4 1/3 3654 Pendlng JEn;DgoyeLNor:Intlerested ;
[z717704  Pohn Eany 74 Jo/z | 21.02|Fendng ﬂ ob Sesker Not Intereste

Mat Qualified
Previous Referral

Row 2 of 4

| ore Matches

Fewer Matches

Edit | Wiew Details | oK | Cancel |

Diriving Directions

9. Click the OK button to record the referral.

10.Click the Yes button to save changes. This returns you to the Job
Order Summary window.

ﬁg,';’,l The referral is posted to the Job Seeker as an Employment Service and to
\\f; the Job Order on the Selected Job Seekers tab.

ﬁg,';’,l If either Call-In, or Referral are chosen as the Action, this Job Seeker will not
\\f; appear on the match results for this job again.

yﬁ;:'z Open the job order and click the Selected Job Seekers tab to view a list of
\\f; all referred or hired Job Seekers for a particular job order.
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The Match Process Elimination Sequence

This, in order, shows how MOSES works to make the initial match
between Job Seekers and Job Orders.

Job Match Status. This means that the Job Seeker must have Job
Match selected as a program, must have completed the Match
Criteria, and must have no alerts.

Skills / Common / Education. The Job Seeker must match those
education and language skills listed on the Mandatory Skill Set sub
tab on the Job Order.

Job Titles. The Job Seeker must match at least one Job Title listed on
the Job Order.

Pay. The Job Order pay must be equal to or greater than the Job
Seeker’s desired pay level.

Location. One of the Job Seeker’s desired locations must match the
Job Order location.

Shift. One of the Job Seeker's desired shifts must match the Job
Order shift.

Duration. One of the Job Seeker’s desired durations must match the
Job Order duration.

Age. The Job Seeker's age must equal or exceed the minimum age
required on the Job Order.

/A
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Match Levels

MOSES will conduct a search of the Job Seeker database and return a list
of possible matches.

Clicking the More Matches or the Less Matches buttons may further
modify the search.

This means that MOSES will conduct a new search that will return all the
Job Seekers that meet the loosened or tightened requirements.

If the More Matches button is clicked, the search criteria will use very few
eliminators.  Only minimum age, shift, mandatory education, and
mandatory language requirements are used as eliminators. In addition,
the Occupation Job Family is used instead of an exact match on Job Title.
This may yield more match possibilities.

If the Less Matches button is clicked, the search criteria will use more
eliminators to reduce the number of matches. In this case, the Job Seeker
must match at least one of the Job Order’s Job Titles and equal or exceed
its listed months of experience. In addition, the Job Seeker must equal or
exceed mandatory education level, minimum age, pay, drivers license
requirement, and typing speed. The Job Seeker must meet any
mandatory language requirement, shift, duration, and job location.

Matches brings you back to the initial results. Click once more on Less
Matches to tighten the matching requirements. The reverse is also true. If
you clicked on Less Matches from the initial results, clicking on More
Matches brings you back to the initial results. Click once more on More
Matches to loosen the matching requirements.

*::,3’2: If you clicked on More Matches from the initial results, clicking on Less
% =

/A
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In all cases the Mandatory Skills and the Desired Skills are scored and
used to rank the job order. One column displays the ratio for mandatory
skills. The second column lists the ratio for desired skills.

Both use a ratio of how many skills the Job Seeker has over how many
skills were listed on the job order. A score of 2/7 means that the person
has two out of seven skills. Results are displayed in descending order,
starting with the highest ratio of mandatory skills.

I Qualified Job Seekers For Job Order 76552245 [ro| B[]
Qualified Job Seekers - 4
Job Seeker 1D First Name Last Name Mandatary Desired Distance Action Result
R atio Ratio  inMiles
11220889 Hahi fwilliams [174 [1/2 | 2075|Pending | |Pending | &= e
210273 Hohn |Carpenter [1/4 173 | 49.72|Pending x| |Pending x| = EE
x| =

AP |Hans IZimmmer |04 [1/3 | 36.54 |Pending | |Pending
2717704 2 din

*ending

Row 4 of 4

Fewer Matches

| ore Matches

Driving Directions Edit Wiew Details | ] | Cancel |

5

AR . - .

\ . The F icon indicates that the Job Seeker is a veteran. For newly created

\;\_—:// job orders, any matching Job Seekers who are veterans will appear at the
top of the list for the first 24 hours. Its.

M
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This chart explains the requirements used for the different levels of Job
Match, when you are matching Job Seekers to Job Orders.

Criteria Used Location on Job Order Run More Less
Match Matches Matches

Job Title (at Job Title, Skill Set Yes Occupa- Yes
least one) tional
Job

Famil

Education Education, Skill Set Yes No Yes

—
®
<
°

Minimum Other, Job Specification Yes Yes Yes
Age

Duration Job Description, Job Yes No Yes
Specification

Mandatory =~ Mandatory Skill Set, Skill Set Scored Scored Scored
Skills

Mandatory Education and/or  Yes Yes Yes
Language

Drivers Other, Job Specification No No Yes

—
(@]
(¢}
>
n
(¢
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To View Where the Job Referral Is Recorded in the Job Order

This section shows where the referral is recorded on the Selected Job
Seekers tab of the Job Order.

the Job Order window. Select Add, then enter the Social Security Number
OR the Job Seeker Id of the Job Seeker being referred. Then tab out of the
field.

\\1’,}3’2: You can also record the referral directly on the Selected Job Seekers tab in
\‘\\.)% )

1. Find the Employer that listed the Job Order.
2. Click the Job Order button on the Employer Membership.

3. Select the Job Order you want to view. Either double click on the
selected Job Order, hit the Enter key, or click the Edit button to open
the Job Order.

4. Click the Selected Job Seekers tab. MOSES displays the names of
all Job Seekers referred to the Job Order.

3 Job Order (76552245) - Projectionist = ==
Mendon Twin Drive In , Inc. FEIN: ## #9720  ID: 1508335 MNates ‘

Job Specification ] Pay Specification ] Referral Infarmation ] Skill et Selected Job Seekers l Job Order History ]

Selected Job Seekers
Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant

Date MHumber Fhone Add
[09/04/18 [TCART [lob Refenal - Staff [Pending v | Eimmer Hans [wet--9929 G [poa-4magER m
[09/04/18 [TCART [lob Refenal - Staff [Pending - Appli fwiliams John [e-Hi-6439 [11220889 [77430071290 &) Filter

Gota Job
Seeker

Row 1 of 2

E mployer Fun Match | 0K | Cancel

5. Click the OK button to exit.
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Create a New Job Seeker Recruitment or Job Fair Event

Overview

Job Seeker Recruitment(s) / Job Fair Event(s) can be scheduled using
MOSES. Job Fair events can be created for both job seekers and
employers. However, only job seekers can be signed up for a job seeker
event and only employers for an employer event.

To Create a New Job Fair Event

1. Select Events, then Event Maintenance, then Job Seeker on the
MOSES main menu bar.

m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center Security Administrator

File JobSeeker Employer  Training Program Reports  Feedback Administration Go To  Window Help
[ & & 5_;" B | [E <8 = @ @ Event Maintenance 3 Job Seeker
Mass Entry 3 Employer

Event Scheduling
CC5/Orientation Scheduling

2. MOSES displays the Job Seeker Event Search window.

13 Job Seeker Event Search == =]
Type of Search
Search By Ta enter an event click the Add button. Search for an existing event by selecting
& search m tering the search citeria. and then clicking the Search
& Event Name button
€ Career Center Search Crerias [
" Event Category
Search Results
Evertld  Mame Category Carest Center Duration - Description
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3. Click the Add button to create a new event. MOSES displays the New

event registration window.

o=

Morthampton Affiliate Career Ce_x

[E=8 B =5

Inactivate Event: | Yes @ No

Cancel

4. Type information into the following fields on the Event Details tab of

the New event window.

Action

Field Name Required
Event Name 4
Event Category »
Career Center »

Type the name of the Recruitment /
Job Fair event.

Select from the dropdown list:
Recruitment / Job Fair

(this should be used for Job Fairs and
recruitments.)

MOSES displays your career center
but you can change it.

I'.'\ DEPARTMENT OF
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Field Name Required Action

Event » Type a FULL description of the
Description Recruitment / Job Fair event.

(Add the event location for off-site
events to the description, this will then
be reflected in JobQuest.)

Duration Optional Input the amount of time for this Job
fair / Recruitment event in this field.
The time can be done in tenths of an
hour increments.

Prerequisite Optional Check this box if attendees must meet
Required certain requirements in order to attend
the event.

Although MOSES does not check for prerequisites
?’,2’,’; in the Job Seekers record, this field alerts staff to
check the prerequisites of the event before signing
up participants.

Funding Optional Check this box if the funding source for

Restriction this event restricts attendance to only
job seekers participating in specific
programs. Checking this box enables
the Funding tab.

Career Center Optional Check this box if you want only staff at
Lock the creating career center to be able to
enroll job seekers for the event.

Fee Based Optional Check this box if attendees will be
charged a fee to attend this job fair /
recruitment event.

Cost Optional Type the fee that will be charged to
attend this event. This box becomes
visible only after the Fee Based box
above it is checked.

I"\ DEPARTMENT OF
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5. Select a Service Type from the dropdown list.

Field Name

Service Type

Associated
Services

Required

Action

Optional

Optional

From drop menu the recommended
Service Type(s) used should be:

Job Search

And / Or

Career Planning

And / Or

Orientation

Under the Service type Job Search
the recommended Associated
Services to select are:

Job Fair

Employer Interview(s)

Under the Service type Career
Planning the recommended
Associated Services to select are:

Career Fair

Under the Service type Orientation
the recommended Associated
Services to select are:

Career Center Services / Events /

Programs

For Job fairs / Recruitments events.

/A
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Field Name Required Action

Selected MOSES will record the services listed
Services in this panel to the job seeker's record
when she/he attends the event.

Hours Use the up/down arrows to select a

(in the Selected number of hour(s) of service that will be

Services panel) given for attending the event to a job
seeker.

Inactivate Event Select Yes or No.

No makes the event active to your
Career Center and adds it to your list of
available current workshops.

Yes makes the event inactive and you
will not be able to schedule this event.
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6. Click the OK button to return to the save the event.

Ewent Details |

— Event Information
Evwent MName:

- -

Event Categon:
Career Center:

-

Duration:

Fee Based:

¥ Event Creation (122089)

Fieally Big Job Fair

| RecitmentAlob Fairs

| Northampton ffilate Career Ce_v |
=

-

Prerequisite Required: [

Career Center Lock:

¥ Event Description;

[ Funding Restiction:

-

Really Big Job Fair

(Selvice Type

‘ —Selected Services

Ser Hours
—Aszociated Services
- Career Fair 20—
Hob Fair 20—
<L
Inactivate Event: | Yes  * No
oK I Cancel

ral Job Seeker Event Search

E=%EcH

— Type of Search

o h B_v
" Event Name
% Career Center

" Event Category

To enter an event click the Add button. Search for an existing event by selecting
a search method, entering the search criteria, and then clicking the Search

buttar.

Search Criteria:

Morthampton &ffiliate Career Center

LI Search |

—Search Results

Event|d Marie Category Career Center Duration  Description
117829 Interview Skills fwiorkshops |Northampton Affiliate Career Center | 1.5|Leam haw to prepare, what
117830|Linkedin Overview fwiorkshops |Northampton Affiliate Career Center | 1.5 |Participants will be given an

1 20528|MGM Springfield Recruiting

|Burdled Services  [Northampton Affiliate Career Center |

1.5MGM to meet with interestec

119011 |NORTHAMPTON Senior Center Jo

|Burdled Services  [Northampton Affiliate Career Center |

1.0} ob Fair at the Senior carter

118590|0utsmart the Scammers

fwiorkshops |Northampton Affiliate Career Center |

1.5|Leam about 4 cormman frauc

120591 |F| bW
1 i I

117996|Resume Overviews

undled Services  |Morthampton Affiiate Career Center
Bundled 5ervi Marth Affiliate C. C
i

te Career Center

0.0|Prescreening for RMY CSR
Really

Lean about what

[ 118E54[GKILLSMART

|Buridled Services  [Northampton Affiliate Career Center |

2.0}Assistance to create a profil

| 122013[Specialized Recruitment

|Buridled Services  [Northampton Affiliate Career Center |

1 .D|H ecruiting for Equipment Mo

| 119631 |Tips for Buying a Uzed Car

fwiorkshops |Northampton Affiliate Career Center |

Row 12 of 20

1.D|Educate yourzelf befare buyi

Iore |

Edit I

Add |

Delete | Cloze

M
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Schedule a Job Fair Event

Overview

Once a job seeker Job Fair / Recruitment event has been created, it can
be scheduled in MOSES and will subsequently be displayed on
Massachusetts JobQuest (if requested).
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To Schedule a Job Fair Event

1. Select Events, then Event Scheduling, on the MOSES main menu

bar.

m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center Security Administrator

File JobSeeker Employer Training Prugram Reports  Feedback Administration GoTe  Window Help
Céa =Y I H e & EE] @ Event Maintenance 3

Event Scheduling

Mass Entry 3
CC5/Orientation Scheduling

2. MOSES defaults to display the Job Seeker Scheduled Events

window.

e

Seeker or Employer in the Search Criteria panel on the window. MOSES

displays the job seeker version as the default.

Search Criteria
Job Seeker/Emploper:

{* Job Seeker € Employer

\\?C: The title of this window changes depending upon whether you select Job
="

Q Job Seeker Scheduled Events
Event Schedule
Event Mame Location Career Center Schedule  Schedule Participants/
Date Time Openings
Add Event Schedules D elete Close

[F=5 Eol =)

SMTWTFS

1
[23 456753
910 112131415
1617 18192021 22
2324 25262728 29
3031

Search Criteria
Job Seeker/Employer:

{* Job Seeker  Employer
Career Center:

Marthampton Affiliate Care_»

Events:

I

Selected Date
Show S elected Week
Show Selected Month
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3. Click the Add Event Schedules button to schedule the event.
MOSES displays the New event schedule window.

Q Job Seeker Scheduled Events

=
Event 5chedul
. y [Decenb > J018 =
Event Name | ocation Career Center Schedule  Schedule Participants/ TwT F &S
New B
Event Information 45678
» Evvent Mame: | = 1112131215
181820 21 22
Ewent 2528272829
Description:
» Career Center: |Morthampton Affiliate Career Certer x| »Faciltator: TCART hd h Criteria
Location: | _w|  CoFaciitatar 1: Le Sl
- Beeker © Employer
Co-Facilitator 2: hd et
pton Affiliate Care_»
-
» Openings: Calendar. [ [ Do rot display on Internet
» Date: DD.-"DD.-"DEIDDQ » Time:  [00:00 &M = Selected Date
Recurring: - Instances:
o Selected Week
oK | Cancel | o Selected Month |
| | Add Event Schedules | D elete | Close |

4. Type informat

ion into the following fields on the New Job Fair /

Recruitment event schedule window.

Field Name

Event Name

Required Action

» Select from the dropdown list the Job
fair / Recruitment Event Name:

(This should be the Job Fair or
Recruitment event you have created.)

MOSES displays only events that have already

\’WC been created and are not inactive. Since you
\;_//O selected the Job Seeker radio button, MOSES

displays only job seeker events in the dropdown list.

/A
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Field Name

Career Center

Facilitator

Location

Other Location

Openings

Do Not Display
on Internet

Required

Action

>

Optional

Optional

Optional

Select the career center organizing this
occurrence of the job fair / recruitment
event. MOSES displays the center that
created the job fair / recruitment event.

Select the Staff ID of the person
responsible  for  facilitating this
occurrence of the event. MOSES
displays your ID as the default. You can
change it by using the dropdown list
(only staff at the center you selected are
displayed).

After selecting a Facilitator, you can select Co-
Facilitator(s) as well. Note: Under Co-Facilitator
you can select Guest / Other, MOSES allows you
to data enter their names in the Guest Notes box.
For a Recruitment, this would be a good place to list
the names of the recruiters attending the
recruitment.

Select the location at your career center
where the event will be held. Use
OTHER for offsite / special locations.

If the location is not shown in the
dropdown list, you can type the location
into this field.

You can add an off site address /
location here.

Type the estimated number of people
who you think will attend this Job Fair
event. For an employer Recruitment,
enter the number of interview slots the
company’s recruiter would like.

Type X in the box if you would like to
select this option.

The X will prohibit the event from
displaying on JobQuest.

/A
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Field Name

Date

Time

Recurring

Instances

Required

Action

Optional

Optional

Type the date, or click the C to use the
calendar, for when the event will occur.

Type the time, or use the small up/down
arrows, for when the event will occur.

The duration of the event was preset in the event
registration window. It is possible to schedule
overlapping events. MOSES does not identify
conflicts.

Select (Daily, Weekly, or Monthly)
from the dropdown list if you want to
schedule multiple occurrences of this
event.

This field only becomes available if you
select one of the Recurring options.
Type the number of future occurrences
of this event that you want to schedule.

If you selected Daily, you can only schedule up
to 31 recurring events.

If you selected Weekly, you can only schedule
up to 52 recurring events.

If you selected Monthly, you can only schedule
up to 12 recurring events.

You set the date and time when you schedule the event. If you edit the event

Y

]
4
g}

after it is created, MOSES will not allow you to change the date. If it is
necessary to reschedule the date, you should create a new occurrence of
the event. Then notify those who have signed up for the original occurrence

date that they should attend the event at the new date and time.

Y

]
4
g}

Note: you can edit / change the time of the event by clicking on the
= Overwrite Time button. This will make the time field editable.

Owemarnte T imel
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5. Click the OK button to save your entries and return to the Job Seeker
Scheduled Events window.

P

MNew
Event Information

» Event Mame: |Really Big Job Fair B3
Event Fieally Big Job Fair
Deszcription:

x5

¥ Career Center: | Morthamptan Affliate Career Center x| P Facilitator: |DROSS3 3
Lacation: [ Dther | Co-Faciltator 1: | ]
b Other The Hotel Morthampton B allroom Co-Faciltator 2 | ]
Location:
¥ Openings: 300 Calendar. [ [~ Do not dizplay on |nkemet
¥ Date: 12/26/2018 €] b Time:  [08:00EM =
Recuring: - Instances:
QK | Cancel
Q Job Seeker Scheduled Events EI@
Event Schedule _ N
Event Mame Location Career Center Schedule  Schedule Participants/ S MTwWTF S
Date Time Openings - - -
|Fieally Big Job Fair |The: Hatel Morthampta i ortharnpton Affilate Care [12/25/2018 [08:00 AM [0/300 !

Participants

on Room | Worthampto

Row 2 of 2

Edit Add Event Schedules Delete Cloze

2345678
910 1112131415
1617 181920 21 22
2324p5 2827 28 29
30 31

Search Criteria
Job Seeker/Employer:

* Job Seeker  Emplayer
Career Center:

Morthampton Affiliate Care_»

Events:

—

Selected Date
Show S elected Week
Show Selected Month

M
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Y

4
(2}

\

Y

e}
o

;

Y

K\n

Note: A full Event description (and, if off-site, an address listed) will help job
seekers decide if this is an event they should attend. In addition, by using
Other as the location, allows the career center to designate an off-site
location and details.

Do Not Display on the Internet, if checked off, will not post the event on
JobQuest.

The Calendar box does nothing.

Remember under Facilitators you can select Guest/Other and insert the
names in the Guest Notes box.
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Create a New Employer Recruitment Event

Overview

Employer Events can be scheduled in MOSES for companies to register
to attend. Attendees (employers in this case) are expected to sign up in

advance.
Job fair events can be attended by both job seekers and employers.
*QZ:; However, you can only sign up job seekers for a job seeker event and
\\‘ ; employers for an employer event. For Job Fairs, you should create both an
== employer event and a job seeker event in MOSES, even though there is
actually only one event.
e
\\ This is an excellent way to record which companies attended a Job Fair.
="
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To Create a New Employer Job Fair / Recruitment Event

1. Select Events, then Event Maintenance, then Employer on the
MOSES main menu bar.

ml Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center  Security Administrator

File Job Seeker Employer Training Program Reports Feedback Administration GoTe Window Help
[é] o Z(?'y ] [‘EI‘] fe W=D @ @ Event Maintenance 3 Job Seeker
Mass Entry 3 Employer

Event Scheduling
CC5/Orientation Scheduling

2. MOSES displays the Employer Event Search window.

ral Employer Event Search EI@

Type of Search

Search By To enter an event click the Add buttan. Search for an existing event by selecting
a search method, entering the search criteria, and then clicking the Search
(* Event Name button.

€ Career Center Search Criteria: |

" Event Categary

Search Results

Event|d Mame Category Career Center Duration  Description

| Add | | Cloze
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3. Click the Add button to create a new event. MOSES displays the New

event registration window.

ml\lew

Event Detailz l

Event Information

-

Event Mame: |

Event Category: |

-

=l

-

Career Center:
=
-

Duration:

Fee Bazed:

Service Type
[ x|

Aszsociated Services

| Maorthampton &ffiliate Career Ce_w |

Prerequisite Required: [
.

Career Center Lock:

» Event Description:

Selected Services

<€

|
<« |

Inactivate Event: | ‘es * No

Cancel |

o ]

4. Type information into the following fields on the Event Details tab of

the New event window

Action

Field Name Required
Event Name 4
i&&d
Event Category »
Career Center »

Type the name of the Job Fair event.

Watch for spelling errors, extra spaces, and
variations of a name such as using "The". These
become part of the name and may make it difficult
to find this event record at a later time.

Select from the dropdown list:

Recruitment / Job Fair

MOSES displays your career center, but
you can change it.
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Field Name

Event
Description

Duration

Prerequisite
Required

Career Center

Lock

Fee Based

Cost

Service Type

Required

Action

Optional

Optional

Optional

Optional

Optional

Optional

This is the career center that is creating the event.
Staff at any career center can sign up any employer
to attend, unless you lock the event with the check
box on this window.

Type a detailed description of the job
fair event.

(Add the event location for off-site
events to the description, this will then
be reflected in JobQuest.)

Input the amount of time for this Job fair
/ Recruitment event in this field.

Check this box if companies / employers
must meet certain requirements in order
to attend.

Check this box if you want only staff at
the creating career center to be able to
sign up employers for the Job Fair
event.

Check this box if employers will be
charged a fee to attend this Job Fair
event.

Type the fee that will be charged to
attend this Job Fair event. This box
becomes visible only after the Fee
Based box above it is checked.

Recommended Service Categories to
use are:

Job Fairs and Recruitments
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Field Name Required

Action

Associated Optional
Services

Selected
Services

Use the arrow buttons to move one or
more services from the Associated
Services panel on the left to the
Selected Services panel on the right.

The recommended Associated
Services in the Job Fairs and
Recruitments

Service Type to use are:

Job Fairs and Recruitments:
Individual Screening

Job Fair

Recruitment

Specialized Recruitments

MOSES will record the services listed
here in this panel to the employer's
record when the employer attends the
event.
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5. Click the OK button to return to the Employer Event Search window.

2l New (=[O )

Ewvent Details |

— Event Inf

=

Event Name: IBig Jab Fir Frerequisite Requied: [

Career Center Lock: [

=

Ewvent Category: IFlecruitmentx’Job Fairs

Career Center: |N0rthampt0n Affliate Career Ce_v |

B IW ¥ Event Description:  |Really Big Job Fair -
E =

Fee Based -

=

"Sewice Type ‘ ~ Selected Services

N N T COMNE | [lab Fais

—Associated Services

Individual Screening - |
Job Fairz

Recruitments
Specialized Recruitment

Inactivate Event: | Yes @ No

(] 8 I Cancel |

ra| Employer Event Search EI

~ Type of Search

Search By To enter an event click the Add button. Search for an existing event by selecting

a zearch method, entering the search criteria, and then clicking the Search
" Evert Name button,

" Career Center Search Criteria: | Search |

™ Event Category

~Search Results

M ame Duration  Description
Big Job Fair {eciuitm Mortham entel 9.0yReally Big Job Fair

Event |

Row 1 of 1
Idaore |

Edit I Add | Delete | Cloze |

select the event in the Search Results list and click Edit to display the

\ﬁ:ﬂ: If you want to edit an existing Job Fair event, first search for the event. Then
\\\\% ) Event Registration window.
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Schedule an Employer Event

Overview

Once an employer Job Fair / Recruitment event has been created in
MOSES, it can be scheduled.

This places the event on both the MOSES calendar and JobQuest for a
specific date and time.

You can schedule more than one occurrence of a Job Fair event.

You can schedule recurring events, for example weekly or monthly job
fairs of the employer event at the same location and time.

You can describe the location (such as a conference room name) for this
occurrence of the event.

You can specify the number of employers who will be allowed to sign up
for this occurrence of the event.

Once the event is scheduled, employers can sign up to attend the event in
MOSES.

I"\ DEPARTMENT OF

MASSHIRE

CAREER SERVICES Page 96 of 188

2020



To Schedule an Employer Event

1. Select Events, then Event Scheduling, on the MOSES main menu
bar.

m Massachusetts One Stop Employment Systemn - User Acceptance - 00 Staff ID: TCART  Career Center: Morthampton Affiliate Career Center  Security Administrator
File Job Seeker Employer Training Program Reports Feedback Administration GoTo Window Help
Cé 2 EH ez @ @ Event Mzintenance 3

Mass Entry 3

Event Scheduling
CC5/Orientation Scheduling

2. MOSES displays the Job Seeker Scheduled Events window.

ﬁzé The title of this window changes depending upon whether you select Job
\\f;o Seeker or Employer in the Search Criteria panel on the window. MOSES

N== displays the job seeker version as the default.
Q Job Seeker Scheduled Events EI@
Event Schedul —_—
vent Schedule [Nevert <2070 =
Event Mame Location Career Center Schedule  Schedule Participants/ S MTWTFS
Date Time Openings -  ® @ -
W arthar 5 123
— — Mot s - [ 45678910
kG Springfield Recruiting Thornes Marketplace ' |Morthampton Affiiate Care[11/13/2018 [10:00 &b 0420 =3 112 12 1415 16 17
|Resume Overview |Emily Dickinson Foom  [Northarpton Affiiate Care [11/20/2018 [09:00 &M |0/20 1219p0 212223 24
P& On-Site Weterans Wrkshop [Calvin Coolidge Techne [Northampton Affiliate Care 1172172018 [01:00 PM |0/20 Pl 25 26 27 2829 30
[Career Center Seminar |Thomes Marketplace » [Northampton Affiliate Care [11/21/2018 [07:00 PM |0/20
P10 Information 5 ession |Ermily Dickinson Room  [Northampton Affilate Care[11/21/2018 [0200PM 0720 == p|
[Imterview Skills [Mount Halyoke Classron [Northarpton Affiliate Care [11/22/2018 [09:00 &M |0/20 o
fwiriting E ffective Cover Letters  [Smith College Classroor [Northampton Affiiate Care [11/23/2018 [09:00 AM |0/20 Search Criteria
Job Seeker/Employer:
(* Job Seeker © Emplayer
Career Center:
Marthampton Affiliate Care_»
Events:
-
Selected Date
Show S elected Week
Show Selected Month
Row 1 of 8
Participants | Edit | Add Event Schedules Drelete Cloze

3. Select the Employer radio button.

Search Cntena
Job Seeker/Emploper:
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4. Click the Add Event button to schedule the event. MOSES displays
the New event schedule window.

New ==
Event Information
» Event Mame: | |
Event
Description:
¥ Career Center: | Morthamptan Affliate Career Center x| P Facilitator: [ESHIT 3
Lacation: | | Co-Faciltator 1: | ]
Co-Faciltator 2 | ]
» Dpenings: Calendar: [ [ Do not display on Internet
¥ Date: 00/00/0000 €| B Time:  |00:00 &M =
Recuring: - Instances:
QK | Cancel

5. Type information into the following fields on the New event schedule

window.
Field Name

Event Name

Career Center

Required Action

» Select the Event Name from the
dropdown list.

MOSES displays only events that have already
been created. Since you had selected the

a5, Employer radio button on the previous window,

MOSES displays only employer events in the

= dropdown list. Only active employer events show

up.

» Select the career center organizing this
occurrence of the event. MOSES
displays the center that created the
event, but you can change it by using
the dropdown list.
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Field Name

Facilitator

Location

Other Location

Openings

Do Not Display
on Internet

Date

Time

Required

Action

>

Optional

Optional

Optional

Select the Staff ID of the person
responsible for facilitating this
occurrence of the event. MOSES
displays your ID as the default. You can
change it by using the dropdown list
(only staff at the center you selected are
displayed).

After selecting a Facilitator, you can select Co-
Facilitator(s) as well. Note: Under Co-Facilitator
you can select Guest/ Other, MOSES allows you to
data enter their names in the Guest Notes box.
This would be a good place to list the names of
guest speakers / special attendees attending the
recruitment.

Select the location at your career center
where the event will be held or select
Other to list off-site locations / special
locations at the career center.

If you select Other in the dropdown list
above, you can type in the location into
this field.

(Selecting Other from the dropdown
menu allows you to list off-site locations
/ special locations at the career center.)

Type the number of employers who will
be permitted to sign up for this Job Fair
event.

Check this box if you want this event
NOT to appear on JobQuest / Job
Central.

Type the date, or click the C to use the
calendar, for when the event will occur.

Type the time, or use the small up/down
arrows, for when the event will occur.
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Field Name Required Action

Recurring

Instances

The duration of the Job Fair event was preset in the

?;’ZZ event registration window. It is possible to schedule

\\\f; overlapping events. MOSES does not identify
%= scheduling conflicts.

Optional Select (Daily, Weekly, or Monthly)
from the dropdown list if you want to
schedule multiple occurrences of this
Job Fair event.

Optional This field becomes available if you
select one of the Recurring options.
Type the number of future occurrences
of this Job Fair event that you want to
schedule.

If you selected Daily, you can only schedule up
to 31 recurring events.

*;"ZZ If you selected Weekly, you can only schedule
\\ . up to 52 recurring events.
V== If you selected Monthly, you can only schedule

up to 12 recurring events.

You set the date and time when you schedule the Job Fair event. If you
later edit this Job Fair event, MOSES will not allow you to change the date.
If it is necessary to reschedule, you should create a new occurrence of the
event. Notify those who have signed up for the original occurrence that they
should attend the new occurrence instead of the original.

Note: you can edit / change the time of the Job Fair event by clicking on the
Overwrite Time button. This will make the time field editable.

Owennrnte Timel
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6. Click the OK button to save your entries and return to the Employer

Scheduled Events window.

-

New =
Event Information
» Event Name: |Big.Job Fair ]
Event Fieally BigJob Fair
Description:
¥ Career Center | Morthampton Affiliate Career Canter | ¥ Facilitator: [ESMIT 3|
Location: [ Other ] Co-Facilitator 1; | ]
¥ Other The Haotel Morthampton . The Calvin Coolidge B allroom Co-Facilitator 2: | |
Location;
¥ Openings: 30 Calendar. [ [ Do nat digplay an Internet
» Date: 0040040000 ¥ Time:  |J05:00AM =
Recurmng: b Ingtances:
ak | Cancel

/A
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Merge/Change Employer Records

Overview

MOSES uses the EMPLOYER ID to uniquely identify each employer
member.

You may discover that two membership records have been created for the
same employer, each with a different EMPLOYER ID.

Since it is possible that services have been recorded against both records,
you would not want to delete the services from either record. Instead, you
merge the Services, Job Orders, Notes and Events from both into the
record that contains the most complete or current membership
information. The other record is deleted.

You can only merge records if you have a Security Profile that allows you
to Delete/Merge Employer.

’\\“"*C Be sure to merge into the record that has the most recent and correct

\@;k; — " information.

}_:,9—39- . .

\\“"*C Once employers are merged this can not be undone. It is a permanent
\9&;‘4/ o deletion of the merged company.

ﬁﬁ; A suggestion is rather than merging employers, to “Close” the incorrect

\ . employer record. This inactivates the company and if incorrectly closed it
N== can be reopened. (Closing companies is in the next section of this manual.)
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To Merge Two Employer Records

1. Select Administration, then Merge Employers on the MOSES main
menu bar.

A} Massachusetts Dne Stop Employment System - System Test - 2 Staff ID: TCART Career Center: Employment & Training Resources = Marlborough N See —|=] x|

File Job Seeker Emplover Training Ewents Program  Reports Feedback | Administration GoTo  Window Help

ﬂﬁ i | =] ‘.5@@ ‘ BB | H 2 Change Staff Password

Change Career Center
Change MG Passward
Change 551

Merge Job Seekers
Merq Brs
Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

2. MOSES displays the Merge Employer ID window.

Fll Merge Employer ID 1ol =|

Enter Emplover 1D to be merged: I

"Herge Employer ID

k. Cancel

3. Type the Employer ID for the record you want to remove. Click the OK
button.

4. MOSES displays the Merge Employer ID window with the prompt "Re-
Enter Employer ID to be merged".

ﬂ Merge Employer ID ;lglil

Re-Enter Emplayer 1D to be merged: I

"Herge Employer 1D

k. Cancel
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5. Type the Employer ID again for the record you want to remove. Click

the OK button.

6. MOSES displays the Confirm Continue With Merge window. Click

the Yes button.

Confirm Merge Employer ID

Yes

@ Are vou sure vou wank ko change this employer 107

Mo |

7. MOSES displays the Merge Employer ID window with the prompt

"Enter Employer ID to keep".

m Merge Employer ID

=10l x|

Merge Employer ID
’7Enter Ernploper (D ta Keep:

—

]9

Cancel

8. Type the Employer ID for the record you want to keep. Click the OK

button.

9. MOSES displays the Merge Employer ID window with the prompt "Re-

enter Employer ID to keep".

ﬂ Merge Employer ID

=10l x|

Merge Employer ID
’VHE-Enter Employer 1D to Keep:

—

Ok

Cancel

10.Type the Employer ID again for the record you want to keep. Click the

OK button.
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11.MOSES displays the Confirm Continue With Merge window. Click
the Yes button.

Confirm Continue With Merge |

Are ol sure vou want to merge Employer ID 1044788 (Fleet Bank) into Employer ID 1002356 (Bank of Ametica)?
Merging these emplovers will append the services, events, and notes associated with Erplover ID0 1044735 to the
reqistration of Employer ID 1002356, &l other registration details will remain unchanged For Employver ID 1002356,

Yes Mo |

12.MOSES displays the Confirm Employer Merged window.

Confirmn Employer Merged El

@ Employer ID changed For Fleet Bank From 1044788 to 1002356,

There will be no record in the Employer file showing that it was merged.

e
’\\“:C: It is recommended that you document this change in the employer record in
\\3\\){// o the Notes button / section.
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To Merge Two Employer Records One a JQ

1. Select Administration, then Merge Employers on the MOSES main
menu bar.

A} Massachusetts Dne Stop Employment System - System Test - 2 Staff ID: TCART Career Center: Employment & Training Resources = Marlborough N See —|=] x|

File Job Seeker Emplover Training Ewents Program  Reports Feedback | Administration GoTo  Window Help

ﬂﬁ i | =] ‘.5@@ ‘ BB | H 2 Change Staff Password

Change Career Center
Change MG Passward
Change 551

Merge Job Seekers
Merq Brs
Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

2. MOSES displays the Merge Employer ID window.

Fll Merge Employer ID 1ol =|

Enter Emplover 1D to be merged: I

"Herge Employer ID

k. Cancel

3. Type the Employer ID for the record you want to remove. Click the OK
button.

4. MOSES displays the Merge Employer ID window with the prompt "Re-
Enter Employer ID to be merged".

ﬂ Merge Employer ID ;lglil

Re-Enter Emplayer 1D to be merged: I

"Herge Employer 1D

k. Cancel
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5. Type the Employer ID again for the record you want to remove. Click
the OK button.

6. MOSES displays the Confirm Continue With Merge window. Click
the Yes button.

Confirm Merge Employer ID ﬂ

@ Are wou sure you wank ko change this emplayer 107

Yes Mo |

7. MOSES displays the Merge Employer ID window with the prompt
"Enter Employer ID to keep".

H Merge Employer ID - |I:I|£|

Enter Employer D to Keep: I

"Herge Employer ID

Ok, Cancel

8. Type the Employer ID for the record you want to keep. Click the OK
button.

9. MOSES displays the Merge Employer ID window with the prompt "Re-
enter Employer ID to keep".

ﬂ Merge Employer ID - |I:I|£|

"Herge Employer 1D

Re-Enter Emplayer 1D o Keep: I

k. Cancel
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10.Type the Employer ID again for the record you want to keep. Click the
OK button.

11.MOSES displays the Confirm Continue With Merge window. Click
the Yes button.

Confirm Continue With Merge |

Are ol sure vou want to merge Employer ID 1044788 (Fleet Bank) into Employer ID 1002356 (Bank of Ametica)?
Merging these emplovers will append the services, events, and notes associated with Erplover ID0 1044735 to the
reqistration of Employer ID 1002356, &l other registration details will remain unchanged For Employver ID 1002356,

Yes Mo |

12.MOSES displays the Confirm Employer Merged window.

Confirmn Employer Merged _ El

@ Employer ID changed For Fleet Bank From 1044788 to 1002356,

There will be no record in the Employer file showing that it was merged.

e
’\\“:C: It is recommended that you document this change in the employer record in
\\:\\%/ o the Notes button / section.
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M

MASSHIRE

To Close an Employer Record

To Close an Employer Record

1. Search for the Employer Membership that you want.

m Employer Search

Type of Search
Search By

& Compary Marne
" Emplayer ID

" Phane Number
" FEIN

Search Results

Company Mame

=N EeR =3
To enter a new employer click the Add button. Search for an existing emplayer
by selecting a search method, entering the search criteria, and then clicking the
Search buttan.

Search Criteria: |menan twiry

Search
Advanced Search...

Emplayer 1D Phane

Address
Humber

FEIN Na.

1508335 | [617)626-5300 [35 Milford Street

Row 1 of 1

Edit | Add |

Job Order

Delete | Cloze
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2. Open the Employer Membership.

Q Employer Registration (Mendon Twin DriveIn, Inc.) EI@
FEIN: ## ##409720  ID: 1508335 Notes

General Info l Employer Eontacts] Events] Account Hepresentatives] Programe and Benefits] Employer Services] Cloging / Layoffl

Company Information
Compary Address l Maling Address |

¥ Mame: Mendon Twin Drive In [nc. |
» FEIN Mumber: [#8-#889720 Ul Account ] - Address
Murnber OF Employees; ,407 } Address: |35- Milford Street
Wweb Address: . mendonbwindrivein. com |
Doing Business &5 [Mendon Drive [n ¥ Country: |United States of America |
¥ Employer Type: [Fivate =l FLC [ GTF k Zip: j01756- b City: |Mendon
¥ Federal Contractar: ™ Ye: % Mo [~ Company Clozed ¥ State: Massachusetts -
¥ Frimary Phone: m [ Evacuee Friendly
¥ Career Center: | Marthampton Affiliate Carser Center JEd | I the mailing address different 7 v
Industry Trade Names

e e
» NAICS Code: [F12132 5IC: | ndeiman's Drive In Add

|The Drive In
Delete

All Job Orders Open Job Orders
Tatal Job Orders: g Tatal Job Orders: g
Status Total Openings: 3 Total Openings: 3

+ Access Approve T Access Denied ‘alidated By: [TCART
Total Openi 1} Total Openi 1}
Created Date: [08/31/2018  Created By [TCART g g

Indusztry Code Search Job Order | QK | Cancel

¥ MAICS Sector: | Information
» MAICS Subsector: |Maotion Picture and Sound Recording Industries
¥ MAICS Ind Group:  |Maotion Picture and Video Industries
¥ MAICS Industry: | Motion Picture and Yideo Exhibition
MAICS US Industry: | Drive-ln Mation Picture Theaters

Lol L L] L]

3. Check off the Company Closed box

Q Employer Registration (Mendon Twin DriveIn, Inc.) EI@
FEIN: ## #840720  ID: 1508335 Notes

General Info l Employer Eontacts] Eventsl Account Hepresentatives] Programs and Benefits] Employer Services] Clozing / Layoffl

¥ Mame: |tendan Twin Drive In |, Inc. Company Address l Mailing Address l

» FEIN Number: [8-HEH3720 Ul Account #] - Address
Murnber Of Employees: ,407 ¥ Address: |35- Milford Street
Wweb Address: v mendontwindrivein, com |
Doing Business As:  [Mendon Drive In ¥ Country: [United States of America =]
» Employer Type: Private ~| [~ FLC [ GTF ¥ Zip: 01756- ¥ City:Mendon
» Federal Contractor: " ez % Mo v ¥ State:  |Massachusetts hd
¥ Frimary Phone: [6171626-5300 [ Evacuee Friendly " -
¥ Career Certer: | Morthampton Affiliate Career Center 3| I the mailing address different 7 v
Industry Trade HNames

e
» NAICS Code: 512132 5iC: | ndetman's Diive In Add

[The Drive In
¥ MAICS Sector: | Information 3| Delete
» MAICS Subsector |Mation Picture and Sound Recording Industies 3|
» MAICS Ind Group:  |Mation Picture and Yideo Industries 3|
¥ MAICS Industry: | Motion Picture and Yideo Exhibition 3|
- — All Job Orders Open Job Orders
MAICS US Industry: | Drive-ln Motion Picture Theaters JEd |
Tatal Job Orders: g Tatal Job Orders: g
Status g | 3 g | 3
(* Access Approve © Access Denied Walidated By: |TCART Iota: gpenfngs. ,—3 Iota: gpenfngs. ,—3
t t
Created Date: [08/31/2018 Created By [TCART gy g

Industry Code Search Job Order | QK | Cancel
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4. You will be required to add a NOTE in the NOTES section.

Marking a Company as Closed

Please add a note explaining why this company is being marked as
'CLOSED"

oK

5. The employer will now be marked CLOSED.

Q Employer Registration (Mendon Twin DriveIn, Inc.)
Mendon Twin Drive In , Inc. FEIN: #4 ##44#0720 ID: 1508335 CLOSED Nole%
General Info | E mployer Contactsl Events | Account Hepresentativesl Programs and Benefitsl Ernployer Servicesl Closing / Layoffl
— Company Information
¥ Mame: M endan Twin Drive In . Inc. Company Address | Mailing AC|C|TBSS|
» FEIN Number: [BHEEEIT20 Ul Account 3] - Add
Number OF Emplayees: B ¥ Address: |35 Wilford Street
Wweb Address: v, metdonbwindrivein.com !
Doing Business &s: [Mendan Drive In ¥ Country: |United States of America =]
¥ Emplaper Type: [Fivate =l FLC [ GTF > Zip: fo17ze- ¥ city:[enden
» Federal Contractor:  Yes  No ¥ Company Close ¥ State:  [Massachusetts =l
¥ Primary Phone: |[B1?]B2B-5300 [ Ewvacuee Friendy - -
» Career Certer: |Narthampton Affiliate Career Center | Is the maiing sddhess different ? ¥/ |
— Industry — Trade Names
b NAICS Code: 512732 SIC: | fandeimar's Difve In Add |
|The Drive In
¥ MAICS Sector |Inf0rmati0n | Delate |
b MAICS Subsector: |M0ti0n Ficture and Sound Recording [ndustries |
¥ MAICS Ind Group: |M0ti0n Ficture and Yideo Industries |
b MAICS Industry: | Mation Picture and Video Eshibition |
MAICS US Industry: | Drive-In Motion Ficture Theaters | aaaioblllders Open Job Orders
Tatal Job Orders: I g Total Job Orders: I g
 Status foco I— C— I—
% Access Approve ( Access Denied Yalidated By [TCART Ima: gpen?ngs. I—g Iota: gpen?ngs. I—g
It k
Created Date: [08/31/2018  Created By [TCART R S s
Industry Code Search Job Order | oK I Cancel |
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}: QC_
\\\};0 This is a viable option rather than MERGING the company records.

S
\\?C: A company record can be re-opened / un-CLOSED. Simply uncheck the
\\\ = Company Closed box. (A Note will be again required.)

,*gz’; A typical Note may be for closing:
\\\f . “Duplicate record” or
V== that the company in fact did close.
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Employer Reports

(Courtesy Eric Nelson)

REPORTS
Purpose: Summary of best practices

1. One-Stop Career Center Activity Report (OSCCAR):
The OSCCAR report is a monthly report of all Career Center Services.
The OSCCAR is typically posted to MOSES during the week following
the last day of each month.

Access to the report is through MOSES:

- Select “Reports” Tab drop-down menu;

- Select “OSCCAR”

- Select “Career Center Level” (if multiple offices under one career
center) or “Local Office Level” (if data is needed for just one local
office) from the list

- Select “Report Date” from the list and press the “Criteria” button

- Select Career Center (or Local Office) and move to the right
(Selected Values window)

- Select “Preview”
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2. Crystal Reports

Crystal Reports are tools to assist BSRs and Managers in determining

service needs, provide information, update records, etc.

Below is a list of common reports associated with the BSR team and
the frequency they are provided.
Please note the reports below are a sample list for one career center,
other career centers may use different versions or create their own
specific reports.

FREQUENCY | REPORT NAME (COMMON NAME) PRIMARY
USER
Weekly Hot Jobs Report Public
Lawrence Area Open Job Order Report | Job Seeker
Staff
Open Job Order Report (INETSELF) Job Seeker
Staff
Bi-Weekly Closing Job Order Report BSRs
Job Order Referral Report BSRs
Staff Pending Referral Report Job Seeker
Staff
Monthly Job Seeker Email Report BSRs
New Employer Report BSRs
Job Order Report with Fill and Referral | BSRs
Rates
Ad Hoc Job Seeker Work History (SOC Code) | Any
Report

The Crystal Reports below are those used by the BSR Team and/or

Management. Reports are listed by frequency and title:

/A
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WEEKLY

Hot Jobs:
Run on Mondays (or first day of the week) before opening.
This report lists all new job postings (within the past X weeks) from
VWCC, CC Lowell, Career Source (Woburn), & NSCC
a. Exported to RTF and PDF files
b. Email distributed to Hot Jobs List (external)
c. Email distributed to Resource Room Supervisors for paper positing
& IT for posting on website
d. 5 copies printed, single sided with 3-hole punch, 3 copies to RR
books, 2 spares on staff desk in RR
e. USE: Customer report available to job seekers and staff

Sample:
Job Listings for Greater Lawrence as of: 06-11-2018
JOB TITLE JOB LOCATION FULL-PART TIME CLOSING | J0B #
CLOSED DATE

2ND PRESS OPERATOR Mathuen Ful-Time 06/3042018 10438529
7-DBUS DRIVER Haverhill Part-Time 072712018 10458270
ACCOUNT MANAGER/ CUSTOMER SUPPORT Andover Ful-Time 06/29/2018 10405502
ACCOUNTS RECEIVABLE CLERK Lawrence Ful-Time o77o01e 10807283

+ ACTIVITIES AIDETOCNA Tewksbury Part-Time 07/04/2018 10641335
ACTIVITIES ASSISTANT Lawrence Fulk-Time 06/79/7018 10418448
ASSEMBLERC - ALL SHIFTS Andover Ful-Time 07127/2018 10505054

+ ASSEMBELER Acton Full-Time 07072018 10553488
ASSEMBLER Tewksbury Full-Time oTia01e 5310812

+ ASSEMELERS OF PRINTERS Chelmsford Ful-Time 07/27/2018 10858702
ASSISTANT COMPTROLLER Lowell Fulk-Time 06/16/2018 10668686
ASSISTANT MANAGER Dracut Ful-Time 05/15/2018 10405477

% AUTOBODY/PAINTER TECHNICIAN Billerica Ful-Time OT/042018 10841435
AWAKE OVERNIGHT STAFF Merrimac Ful-Time 06/79/2018 10488085
BANGUET SERVER Lawrence Part-Time 063002018 10827018
BI-LINGUAL RECEPTIONIST Lowsl Full-Time 08242018 10807822
BILLING COORDINATOR - PT Salem Ful-Time 05/16/2018 105585872
BULK FOLDER Lawrence Ful-Time 06/29/2018 10367367
BUS OPERATOR - 18T SHIFT Haverhil Full-Time 06302018 10438517
BUS OPERATOR - 2ND SHIFT Haverhil Ful-Time 06/30/2013 10438515
CDL A DRIVERS-BOOM OPERATORS Tyngsboro Ful-Time 06/14/2018 10857507
CDL-ADRIVER New Hampshire Full-Time 07/27/2018 10125009
CDL-B DRIVER NewHampshire  Ful-Time o7/27i2018 10125108

°e
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Lawrence Area Open Job Order Report:
Run on Mondays (or first day of the week) before opening.
Similar to Hot Jobs, but includes company names, addresses, phone

numbers, etc.

a. Exported to Excel and PDF files
b. Email distributed to VWCC Staff
c. USE: Job Seeker Staff-only report

Sample:

JOB TITLE EMPLOYER ADDRESS CITY STATE EHONE STAFF DATE JO £

Laborer Temp Part Time City Of Lawrence City Hall 200 Common Street Lawrence  MA 9786203000 CMASA  06/08/2018 10.658.815
Assemblers of printers Impress Systems 7C Stuart Road Chelmsford MA 0784412022 MSEGO  06/08/2018 10.658.708
CNA or CHHA Home Care Connection Network Address Not Available Amesbury MA 07386606916 SROCH1 06/07/2018 10.653.669
Lubrizol Recruitment Lubrizol Advanced Materials 207 Lowell St Wilmington MA 0786425000 ENELS  06/07/2018 10,653,580
CoWorx Recruitment Coworx Staffing Services LLC Address unknown Lawrence MA 9787749190 ENELS 06/07/2018  10.653.554
Purchasing Clerk Geartronics Industries 100 Chelmsford Road North BillericaMA 0786636566 EFOX1  06/07/2018 10.653.496
assembler John Gatt Staffing Address Not Available Village Of NaghET 7812739995 EFOX1  06/07/2018 10.653.488
Delivery Technician Enos Home Medical 24 Rogers Road Haverhill MA 5087420732 LCLOY  06/07/2018 10.653.487
Production Supervisor Raytheon 50 Apple Hill Drive Tewksbury MA 7816086040 EFOX1 06/07/2018  10.653.448
Job Recruitment - Laborers (local area)  Reed Realty Group Address Not Available Lawrence  MA 5037053995 LCLOY  06/07/2018 10.653.343
City Carrier United States Postal Service 76 Main Street North ReadingMA 9786644141 TMARK  06/06/2018 10.648.455
Janitor Raytheon 50 Apple Hill Drive Tewksbury MA 7816086040 EFOX1  06/06/2018 10.648217
Graphic Production Technician Advance Reproductions Corporation 100 Flagship Drive North AndoverMA 0786852011 ENELS  06/06/2018 10.648.107
LFP Rosa Inspector Charm Sciences, Inc 659 Andover Street Lawrence MA 0786879200 ENELS 06/06/2018  10.648.044

M
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Open Job Order Report (INETEMPL):
Run on Mondays (or first day of the week) before opening.
This report lists INETEMPL (internet Employer) job orders posted by an
employer in Job Quest.
This report has a date function and is run 5 weeks previous to current
date.

a. Exported to Excel and PDF files

b. Email distributed to VWCC Staff

c. USE: Job Seeker Staff-only report

Sample:
JOB TITLE MINIMUM PAY JOB LOCATION FULL-PART TIME EDUCATION CLOSING / JOB#
CLOSED DATE

Amesbury 1

+ 1439815 Creative Circle, LLC FRONT END DEVELOPER - 16823 ! Amesbury Full-Time Educ. Not Available 0710612018 10848430
Andover 50

% 1299176 Advantage Resource Staffing CATEGORY SPECIALIST - INDIRECT PROCURE ! Andover Full-Time Educ. Not Available 09/05/2018 10653311
+ 1299176 Advantage Resource Staffing PROCUREMENT COMMODITY LEADER ! Andover Full-Time Educ. Not Available 0910612018 10858671
% 1288713 Amazon Corporate LLC HARDWARE DEVELOPMENT ENGINEER - AMA ! Andover Full-Time Educ. Not Available 09/0212018 10841555
+ 1288713 Amazon Corporate LLG HARDWARE DEVELOPMENT ENGINEER - MEC ! Andover Full-Time Educ. Not Available 090212018 10641557
+ 1288713 Amazon Corporate LLC PROTOTYPE LAB TECHNICIAN (BLINK) ! Andover Full-Time Educ. Not Available 09/02/2018 10641556
« 1288713 Amazon Corporate LLC SOFTWARE DEVELOPMENT ENGINEER IN TES ! Andover Full-Time Educ. Not Available 09/04/2018 10648686
+ 1306241 Bright Horizons ASSOCIATE TEACHER ! Andover Full-Time Educ. Not Available 07/06/2018 10648457
+ 1293377 Charter Communications/Spt ASSOCIATE NETWORK ENGINEER SPECTRU ! Andover Full-Time Educ. Not Available 07/08/2018 10658994
% 1293977 Charter Communications/Spt SR. MANAGER, SALES OPERATIONS - NAVISI ! Andover Full-Time Educ. Not Available 07/07/2018 10853765

M
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BI-WEEKLY

Closing Job Order Report:

Run on Monday, every other week.

This report lists job orders posted by VWCC BSRs with closing date

(reverse chronological order)
a. Exported to PDF file

b. Email distributed to VWCC BSRs

c. USE: Follow up report for BSR’s to contact company regarding

extension, closure and/or hires

Sample:

6/4/2018

EMPLOYER

Courtyard by Marrioft - Andover
MicroTech Staffing

Masis Staffing Solutions

United Personnel

Raytheon-A

Dianne's Fine Desserts
ProServices Inc

ProServices Inc

Alliance HealthCare Services
Alliance HealthCare Services
Children's Friend and Family Service
Prime Time Sports

LAWRENCE CLOSING JOB ORDER REPORT

JOB TITLE
Server
Job Fair - Manufacturing Positions
Job Fair - Manufacturing Positions
Job Fair - Multiple Positions
Electrician Class A
Maintenance Mechanic
Production Operator
Production Operator
Healthcare Coordinators
Patient Services Associate
Outpatient and Inpatient Therapists

Customer Service Representative

ASSIGNED

T0
CMASA
ENELS
ENELS
ENELS
ENELS
ENELS
ENELS
ENELS
LCLOY
SROCHI
SROCHI
CMASA

DATE
05/04/2018
05/07/2018
05/0772018
05092018
05/09/2018
04/03/2018
04/05/2018
04/05/2018
02/26/2018
03/22/2018
03/2272018
05112018

Jo
10.516.079
10.527.830
10.527.825
10.533.555
10.533.307
10.405.291
10.413.786
10413787
10.287.213
10.363.133
10.363.178
10.541.968

OPENINGS FILLED REFERRED

STATUS CLOSED DATE

a

o o o o © © o o o o o

Open 06/03/201

Open 06/06/2018
Open 06/06/2018
Open 06/08/201
Open 06/08/201
Open 06/08/2018
Open 06/08/2018
Open 06/08/201
Open 06/08/201
Open 06/08/2018
Open 06/08/2018
Open 06/10/201

M
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Staff Pending Referral Report:

Run on Monday, every other week.

This report lists all job referral activity by career center (HAV or LAW) and
staff ID.

Report Name: JobReferralStatusRweport_v02

Exported to PDF file

Email distributed to DCS JSIV’s and DCS Operations Manager
USE: Individual Staff sheets are separated and given to individual
staff member to follow up on customer status

coow

Job referral activity includes:
a. Job Developments
b. Call-In/ Pre-Referral Contact
a. Pending
b. Vetted / Pending Application Confirmation
c. Job Referral — Staff (Pending)
d. Job Referral — Staff (Interviewed)

This report has a date function and is normally run 1-3 years previous to
the current date.
This report also has the ability to run by service group:

a. Job Referral / Job Developments only

b. Call-In/ Pre-Referral Contacts only

c. Combined (both)

Combined Report sorted by Days Since Referral
For Ser r 04/28/2017
DAYS
APPID JOB SEEKER NAME JORD# EMPLOYER JOB TITLE REFDATE SVC TYPE SVC RESULT SINCE
ValleyWorks - Career Center of Lawrence
Counselorname, Lynn
12690000 Lastname, Jacqueline 9882816 United States Postal Service Recruitment- City Carrier Assistants 1172812017 ICalanPre-Relerral Contact  Pending | 0
10060000 Lastname, William Securitas Security Services 11/22/2017 Job Development Referral Pending 6
12460000 Lastname, lan 9810765 Raytheon-Andover Assembler C - All Shifts 11/09/2017 Calldin/Pre-Referral Contact  Pending 19

12520000 Lastname, Jonathan
12520000 Lastname, Jonathan

12120000 Lastname, Nicolas
12680000 Lastname, Nariel

12680000 Lastname, Ramon
10190000 Lastname, Andres

12630000 Lastname, Daniel

9807217 Coworx
9537514 CoWorx Staffing Services

9757244 AnnaJagues Hospital
9698034 New Balance Athletics, Inc.
9737195 Home Health Foundation
9684312 Raytheon-Andover

9655340 UFP Technologies, Inc.

Medical Device Assembler
Medical Device Assemblers

Housekeeping Aide - 1st Shift
Assemberll

Homemaker

Assembler C 2nd shift

Shipper/Receiver

11/07/2017 Job Referral— Staff Pendi 21
11/07/2017 IJob Referral - Staff Pending | 21

10/30/2017 Callin/Pre-Referral Contact  Pending 29
10/26/2017 Job Referral - Staff Pending 33
10/25/2017 Job Referral- Staff Pending 34

1012472017 [Call-in/Pre-Referral Contact  Vetted/Pending App | 35

10/19/2017 Callin/Pre-Referral Contact  Pending 40
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Job Order Referral Report:

Similar to the Staff Pending Referral Report, except this report is
organized by Company Name and Job Order.

BSRs will use this report externally to follow up on referrals with a
business contact and internally to track progress of referrals to their job
orders.

JOB TATUS REPORT
Combined R i by Days Since Referral
For Jot i Since: 04/28/2017
DAYS
APPID JOB SEEKER NAME JIORDS JOB TITLE REFDATE SVC TYPE SVC RESULT REF STAFE SINCE
ValleyWorks - Career Center of Lawrence
Nelson, Eric

Anna Jaques Hospital
12670000 L . A Marie 9757244 ing Aide - 1st Shift 111 5f2017| Call-in/Pre-Referral Contact Pending I Counselor, Marco 13
12540000 Lastname, Maria 9757244 Housekeeping Aide - 1st Shift 10/30/2017 Counselor, Marilda 29
12120000 Lastname, Nicolas 9757244 Housekeeping Aide - 1st Shift 10/30/2017 Call-in/Pre-Referral Contact Pending Counselor, Lynne 29
12660000 Lastname, Sardis 9757244 Housekeeping Aide - 1st Shift 10/30/2017 Call-in/Pre-Referral Contact Pending Counselor, Marilda 29
12670000 Lastname, Kelsi 9757244 Housekeeping Aide - 1st Shift 10/30/2017 Call-in/Pre-Referral Contact Pending Counselor, Marilda 29
12680000 Lastname, Valeria 9757244 Housekeeping Aide - 1st Shift 10/30/2017 Call-in/Pre-Referral Contact Pending Counselor, Marilda 29

Applied Graphics
12680000 Lastname, Maximo 9487944 Industrial Spray Painter 09:272017' Job Referral - Staff Hired I Counselor, Lynne 62
12350000 Lastname, Kevin 9250605 Non-CDL Delivery Driver 07/10/2017 - Counselor, Anthony 141

ARC Technologies, Inc. —
12640000 Lastname, Jaime 9396248 CNC Operator / Set Up Person 10/05/2017 | Job Referral - Staff Pending | Counselor, Elizabeth 54

+ . d Prod

12660000 Lastname, Janet 8996134 Press Operator 06/15/2017 Job Referral - Staff Hired Counselor, Lynne 166
12360000 Lastname, Isabell 8996134 Press Operator 06/15/2017 Job Referral - Staff Hired Counselor, Grace 166

M
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MONTHLY
Job Seeker Email Report:
Run on the first work day of every month for the previous month.
This report lists all job seeker email addresses from MOSES memberships
created during the previous month with a career center service entry.
a. Exported to Excel file
b. Email distributed to Marketing BSR
c. USE: Email addresses are added to Constant Contact database for
marketing services

Sample:

A B c D E F

1 APPID FIRST NAME FIRST MAME E-mail SERVICE DATE USERID
2 11111111 Lastname Firstname myemail@email.com 05/17/2018 LCLOY

3 22222222 Myname Firstname emailaddress@email.com | 05/17/201BICMASA

New Employer Report:
Run on the first work day of every month for the previous month.
This report includes all new employer records created in MOSES during
the previous month in the career center WDA.
a. Exported to Excel file
b. Email distributed to Marketing BSR
c. USE: Outreach to new employers for services

Sample:

7
Page-1of1  F\Reports\BSR Reports\(Monthly) Employer List by Zip Code\Employer List (By Zip Code and Created Date).rpt

A B T D E F G H | 4 K M
CREATED DATE LAST MODIFIED BY EMP ID EMP NAVME ADDRESS CITY ST P PHONE FEM NUMBER CONTACT NAME EMAIL CREATED BY

1473860 Beach Brand Foods. Inc 687 Lowell Street  Methuen MA 01844- 978-423-7566 323048700 Dany Bouraphael dany@nhbeachpizza com CMASA 08/03/2018 CMASA
1475501 Elder Senvices of the Merimack Valley | 280 Memrimack St Lawrence  MA 01843- 978-946-1331 042545136 Mark Batchelder mbatchelder@esmv.org INETEMPL 06/07/2018 SBURK
1476272 NorthEast El | Distributors Not L: or 01840- 999-999-9999 NorthE: lectrical Distributors AJBUSER 05/11/2018 AJBUSER

xSt 350 kSt L MA 01843- 975-687-4889 043454702 Nichol nhur INETEMPL 05/22/2018 SBURK

a) Inc. 7 oad Al MA 01810~ 310-349-2609 964413488 Alicia INETEMPL 06/12/2018 CPORT
1473875 ReVisiol 1980 Turnpike St North Andover MA 01845- 603-392-7128 261825324 Astrid Blanco INETEMPL 0/03/2018 CPORT
1473883 Union § 3 Malcolm Hoyt Drive Newbury Port MA 01950- 978-465-1717 42074787 Joe Marshall iesinc.com INETEMPL 06/03/2018 SBURK

/A
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Job Order Report with Fill and Referral Rates:
Run on the first work day of every month for the FY-to-date.
This report lists all job orders posted by career center staff and shows
number of referrals and hires for each.
Roll-up includes Total Fill Rate and Referral Rate.
a. Exported to PDF file
b. Email distributed to all BSRs
c. USE: Allows BSRs to analyze status of current and historical job
orders

Sample:

LAWRENCE HAVERHILL JOB ORDER REPORT FY18 (By Employer)
5/1/2018
EMPLOYER JOB TITLE STAFE DATE Joz OPENINGS  FILLED REFERRED STATUS CLOSED DATE FILLRATE ~ REF RATE
3 Decor LLC
3 Decor LLC Multiple positions- Job Fair SROCH1 07/26'2017 9325037 1 o 1 Closed Permanent’ 08182017 0 % 10
3 Decor LLC Calender Heat Press Operator SROCH1 12/06/2017 9954979 1 o 2 Closed Permanent.  02/09/2018 0% 20
2 2 ] 3
495 Truck and Auto Recyclers, Inc
495 Truck and Auto Recyclers. Inc Mechanic/Dismantler LCLOY 03/07/2018 10318875 1 o Closed 04/272018 0 %
1 1 []
99Degrees Custom, Inc
99Degrees Custom, Inc Sewing Machine Operator SROCH1 08/08/2017 0306445 1 o Closed Permanent.  10/13/2017 0 %
1 1 []
ARC Technologies, Inc.
ARC Technologies, Inc. CNC Operator / Set Up Person ENELS 08/08/2017 9306248 1 0 1 Closed Permanent.  10/14/2017 0% 10
ARC Technologies, Inc. Production Techs - Advanced Materials ENELS 01/1012018 10119233 1 o Closed Permanent.  03/09/2018 0 %
ARC Technologies, Inc. Composites Technician ENELS 01/1012018 10119229 1 o 1 Closed Permanent.  03/09/2018 0 % 10
ARC Technologies, Inc. CNC Operator / Set Up Person ENELS 01/1012018 10119237 1 o Closed 03/00/2018 0 %
ARC Technologies, Inc. Production Technicians - Core Products ENELS 08222017 9460728 1 0 1 Closed Permanent. 107212017 0% 10
ARC Tne. ‘Painter Technician ENELS 08/11/2017 9411001 1 0 Closed Permanent _10/082017 0%
LAWRENCE HAVERHILL JOB ORDER REPORT FY18 (By Employer)
5/1/2018
EMPLOYER JOB TITLE STAFE DATE Jjo# OPENINGS ~ FILLED REFERRED STATUS  CLOSED DATE FILLRATE ~ REFRATE
Grand Total: 325 829 997 146 680 146 % 0.7

AD HOC

SOC Report: (Report Name:

Job_Seeker_WorkHistory Occupation_v03)

Available as needed, this report locates job seekers by employment
history SOC Code.

This report will show a job seeker’s start and end dates for a broad or
specific SOC code within a radius from desired location.
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Job Seeker Referral process for Staff

Call-In/Pre-Referral Contact Service

A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral — Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.

At the point at which a job seeker has been vetted; that is, screened and
met requirements for the position, resume reviewed and provided the
employer’s application instructions, staff may enter the new service of
Call-in/ Pre-Referral Contact with service result Vetted/Pending
Application Confirmation.

Using this approach, staff will easily be able to see which of their caseload
have been referred to the position after being vetted, but still await the
application completion confirmation. Use of this new tracking feature is
intended as an option for career center staff to maintain their referral
caseload.

Job Order —Selected Job Seekers Tab

Service: Call-in/Pre-Referral Contact, Vetted/Pending
Application Confirmation

2 Job Order (7555058) - Seasonal Drivers o= =]
R e

Jab Specification l FPay Specification l Referral Information l Skill 5et  Selected Job Seekers l Jab Order Histary l

Selected Job Seekers
Service Staffld - Service Type Service Result Mame Social Securnty Applicant 1D Applicant

Mumber Phone
3/09/16] MMEIE | Callln /Pre Reflia | [miomika | t=st ENIZ

Add
HitH-H-4641 | 11565705 |993-555-1111
Failed To Resoond Filter
Mot Qualified

FPending GotaJob
Refuzed Referral Seeker

Emploper Run Match ‘ QK | Cancel ‘
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Job Seeker Services/Employment Tab

After the Call-in — Vetted service added. Note that it is blue bold.

|
F¥ Job Seeker Membership (test, ENIZ) = =
test, ENIZ
Batic:| Full | Education | Work Expesience | Events | et | W]smuunn;m| Survey
Genersl  Employmen | Adnirstative | Testng | Cousedctivty | Youth Goals
Services
Service  StalflD  SenvcsT Senice Resll  E Hams JobStat b Order Phone
Date L R Date [Humbees G
JEATS/2016 [MMEIE  [Cabind Fre Referral | Venied! Pending JUPS [ TR5G060 |[508) 7902749 = |

Once confirmation of the application is received / sent to the
employer, staff may change the Call-In Service Type to Job

Referral — Staff

3 Job Order (7555059) - Seasonal Drivers o[- E | [EE]
UPS FEIN: 13-1426500  ID: 1007344
Job Specification | Pay Specification | Fieferal Information | Skill 5t Selected Job Seekers | Job Order Histary |
— Selected Job Seekers
Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant
Mate Murmhier Phrne Add
09/0941E | MMEIE ICaII-Imr TN | Vetted/ A B3| test ENIZ itH-#H-4641 | 11565705 |999-555-1111 .
Calln/ Pre-Referral Contact Filker
Job Referral - Staff
Mot Refered Gotalab
Sesker

The service result will default to Pending.

NOTE This means that you have confirmed that the application was
submitted to the employer.

¥ DEPARTMENT OF
Page 124 of 188

CAREER SERVICES
MASSHIRE 2020



F& Job Order (7555059 - Seasonal Drivers

FEIN: 13-1426500 ID: 1007344

Job Specification I Pay Specification | Fieferral Infarmation | Skill 5et Selected Job Seskers | Job Order History

— Selected Job Seekers

Service Staffld ~ Service Type Service Result Mame Social Securty Applicant ID Applicant

Date Mumber Phone Add
feiial= S || [FTrEea | TES T SURLY.

Did Mot Contact Employer Filter
Did Mat Report To Interview
Did Mot Feport To Wk, Gotodob
Fillzd Other Sesker
Hired —
Irformation Mot Available
Interviewed
Job Seeker Mot Interested
Mot Hired
Mot Qualified

Fefused Job

Employer | Fun Match | ak. I Cancel

This will result in the following two (2) services.

=

@ Job Order (7555059) - Seasonal Drivers [o = ][=]

FEIN: 13-1426500 ID: 1007344

Job Specification I Pay Specification | Fieferral Information | Skil 5t Selected Job Seskers | Job Order Histary |

Selected Job Seekers
Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant
Date MNumber Phone Add
|09/09416 [MMEIE  |Job Referral - St_v | [Pending | st ENIZ ﬁ#ﬂ-ﬁﬁ-élﬁﬂ 11565705 [999-555-1111 =D
|09/0916 |MMEIE  |Call-Inf Pre-Referra Mob Refenal - € test ENIZ ﬁ#ﬂ-ﬁﬁ-élﬁﬂ 11565705 [999-555-1111 =D Filter
GotoJob
Seeker

Job Seeker Services/Employment Tab

View of Job Seeker Services/Employment tab. Note both services
are blue bold.

Basic | Ful| Educaiion | Wk Expesisnce | Everts | asen: | Services | Special Prograems Survey

Genesad  Emph |- ive | Testing | Cowsetéctivity | “outh Goals |

Services

Serice Staff D Service Type Senace Remd Emplcspes Hame: JobStat b Dider Phone Add

Dt Date Hurmber

[F/Z0NE MMEIE  [Job Flefersl - Staff  [Pending - AplicatllFs [ [ 75550 [508) 790-2743 .

UTE/ANE MMEIE  [Calnd Pre-Referral [Job Referral - SealUfS | [TEES0%S [{508) 7902749 J
Dredsten
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JOB SEEKER
REFERRAL PROCESS

DATA ENTRY

IN
MOSES

UNABRIDGED
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JOB SEEKER REFERRAL IN JOB ORDER
PROCESS FOR STAFF

A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral — Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the

position.

To put Job Seeker referrals directly into the Job Order follow the data

entry process below.

1. Search for the Employer Membership.

Q Employer Registration (Recruiting Solutions International)

= e |
[Recruiting Sohitions International FEIN: ## #24#3214  ID: 1635009 Notes
General nfo lEmD\UpEI Eunlacls] EVEH[S} Account Heulesenlallvesl Programs and Benehls} Employer Serwces} Closing / Layuff}
Company Inf i
¥ Mame: |Recruiting Salutions Intemational Cempmitices 1 l
» FEIN Humber WHHARIZTE Ul Account B - Sddioes
Murber Of Employees: ’2007 F Address: |1 06 Cambridge Street
‘web Address: . R S| com |
Doing Business A [RiS] ¥ Country: [United States of America =1
» Emplover Type: Private x| [T FLC [T GTF *F Zip: jo2114- }  Ciy: [Boston
¥ Federal Contractar " es © Mo [ Compary Closed » State:  |Massachusetts =l
» Primary Phone: [E17J523-44E3 [~ Evacuee Friendy - -
¥ Career Center: [ Morthampton Affiliate Career Center ] Is the maling address different 2 [~
Industry Trade Mames
» MAICS Code: [B41E12 sic: | RS Add

¥ MAICS Sector: |Prafessional, Scientific, and Technical Services

¥ MAICS Subsector | Professional, Scientific, and Techrical Services

i Delete

b N&ICS Ind Group:  |Management, Scientific, and Technical Consuling Services_ |

¥ MAICS Industiy: |Management Cansulting Services

=]

NAICS US Industry: |Human Resources Consulting Services

Status
% Access Approve T Access Denied

Vialidated By [TCART I°:a: gpe”‘”gS: 3
Created Date: [T1/23/2020 Created By TCART Fileg o

All Job Drders
=]
Total Job Orders: 3

Open Job Orders
Total Job Orders: '73
Total Dpenings: |_3
Total Dpenings I_D

Filled:

Industry Code Search

Job Order oK Cancel

/A
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Click on the Job Order button on the bottom of the screen. Select the Job

Order you wish to edit.

"e Job Order y (Recruiting EI
FEIN: ##-###3214  ID: 1635009

Existing Job Drders

Job Order # Job Title Pay($] Pay Assigned  Date Job Status Addiess
Unit  Staff Entered
1 L

1312600 |Call Center Manager 12.75|Hour 01/30/2020 |Open 1106 Cambridge Street, Boston

[ 13126009 |Call Center Representative| 12.75[Hour [TCART [01/30/2020 [Open [108 Cambridge Street, Boston
Row 1 of 3
Edit I Copy | Hun Match | Add | Delete | Close |

3. Select the Job Order you wish to edit. Open the Job Order.

Company M ame: |F|ec:ruiting Solutions International

Compaty Addressh 0B Cambridge Street

Company Eountr_l,l:|United States of America

Compary City: [Boston

Company State: M4 Zip 02114

¥ Career Center : |Northampton Affiiate Career Cer_v |

b Azzigned Ta: |TCAHT VI

— Job Description

Q Job Order (13126011) - Call Center Representative
ecruiting Solutions International

FEIN: #-#33214

[r=rl-E]
Notesl |

ID: 1635009

¥ |3 job location different than the location of the employer ?

Job Location Address:

Job Location Country:

Job Location Zip Code: |021 14-

Job Location City:

Job Location State:

Job Specification | Pay Specification | R eferral Information | Skill Set | Selected Job Seekers | Job Order Histary |

e

[ Restricted

[~ Confidential
Created By:  TCART

_*| Created Date: 1/30/202010:12:

Created Office:  [Morthampton Affiliate Career Cer

Boston W Address: [wens RS1.com

| Massachusetts hd I

106 Cambridge Street

United States of America

b Shift - o

o . Original Mumber of Openings: I 1

v Job Title: |Ea|| Center Reprasentative : It :: Second  { Thid ¥ Openings: | 1 Openings Filled: 0
Fiatating Split )
b+ Job Categan: |Hecruitment Golutions v Referals Mads:
FLC Statuz: [Mome x| [ PerDiem Whork Hour

» Job Status: [Open -] From: [09:00 AM == To: [05:00 PM =
¥ Duration: |FuIITime agreater than 150 Days _w | b Close Date:h 2425/2020 £| ¥ Hours/wieek: |4D_D

— Oth

ther
rlob Detailz  Typing Speed:l [w.p.m]
IWe are seeking energetic and reliable professionals ta join our team as Call Center Representatives. The
B

uccessiul candidates will be responsible for answering incoming customer calls, utilizing company policies to
zolve customer issues and directing callz to the managerial team when necesszary. Our Call Center

Expand Detail |

ez @ Noo s this an Apprenticeship Posiion? € Yes @ Mo s this a Union Position?

Drivers License:l j‘ Min Age: |

== T] Empawerment Zone
[ Affimative Action [ Enterprise Zone

Public Transportatio
Ve Mo % Unknawn

Send to 5. Jobs
’—G’ Send " Don't Send

Employer |

Run Match | (] 8 I

Cancel |

M
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Click on the Selected Job Seekers tab.

& Job Order (13126011 - Call Center Representative

Recruiting Solutions International FEIN: ##-###3214  ID: 1635009
Job Specification | Pay Specification | Referral Information | Skill et Selected Job Seekers | Job Order History |
— Selected Job Seekers
Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
Date Mumber Phone Add
Filter
GotoJob
Seeker
E mployer Run Match | 0K I Cancel

4. Click on the Add button.

-

Q Job Order (13126011) - Call Center Representative

Recruiting Solutions International FEIN: #4 #3214

ID: 1635009

Job Specification | Pay Specification | Fieferral Information | Skill 5et  Selected Job Seekers | Job Order History

—Selected Job Seekers
Service Staffld  Service Type Service Result Mame Social Secunty Applicant D Applicant
Date MHumber Fhone Add
Filter
& Selected Job Seeker Detail Gso tokJob
eeker
Enter the 55H or ID of the Job Seeker being Referred.
© Job Seeker 1D: I
" Social Security Number: I ° e
(] 8 I Cancel
E mployer Fiun Match QK Cancel
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5. Enter the Job Seeker ID or Social Security number of the Job Seeker
being referred.

@

J

Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant
Drate MHumber Fhone

Job Order (13126011) - Call Center Representative | = || =] || 2 |
ecruiting Solutions International FEIN: ## #3214  ID: 1635009 Motes ‘

ob S pecification l Pay Specification] Referral \nformation] Skil Set  Selected Job Seekers l Job Order Histary l

Selected Job Seekers

) Selected Job Seeker Detail (=3l GotoJob
Seeker

Enter the 55N o1 ID of the Job Seeker being Referred.

% Job Seeker ID: [Tz1e4500

" Social Security Number: li
Action: EToE Betera] - o
D ate: [msa0/2020 €

Ok | Cancel

Employer | Fun Match | 0k | Cancel

6. Select the Action desired. Job Referral — Staff or Call-In/Pre-

Referral.
f Selected Job Seeker Detail ==
Enter the 55N or ID of the Job Seeker being Referred.
* Job Seeker ID: 12164500
(" Social Security Mumber: - -
Action; Job Referal - 51 |
D ate: Call-in/Pre-Referal
Cancel
727, Job Referral — Staff is used when the Job Seeker has satisfied the

Y

=
e}
[

\?\(\

%
4
[

.T.\(\

application requirements and has applied for the job. This candidate is fully
vetted by career center/agency staff.

Call-In/Pre-Referral is used when the Job Seeker has been notified of the
job posting and is considering it. But has not satisfied the application process
and/or been vetted completely.
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7. Below is an example of a Job Referral — Pending.

3} Job Order (13126011) - Call Center Representative

FEIN: #-###3214  ID: 1635009

Recruiting Solutions International

Job Specification | Pay Specification | Fieferral Infarmation | Skill et Selected Job Seekers | Job Order History |

[E=8 ol =™

—Selected Job Seekers
Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
Date Mumber Phone
|o/30/20 | lob Referral - Staff  [Pending _» | [Miranda Lin-taruel [t HE5136 [T2164500 | - -
FEilter
GotoJob
Seeker
Row 1 of 1
Employer | Bun Match | QK | Cancel |

rights.

NOTE: The referral can be backdated up to the staffs back dating MOSES
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8. Below is an example of a Call-In/Pre-Referral entry.

(Y Selected Job Seeker Detail

—Enter the 55N or ID of the Job Seeker being Referred. —

¥ Job Seeker D [12861474
™ Social Security Mumber; I - -

Achian: Call-in/Pre-Refe
D ate: Call-in/Pre-Referral
Jaob Referral - Staff

Cancel
2 Job Order (13126011) - Call Center Representative == ]
ecruiting Solutions International FEIN: #-#443214  ID: 1635009 Notes | |

Job Specification | Pay Specification | Fieferral Information | Skill 5et Selected Job Seekers | Job Order History |

—Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Secunty Applicant [0 Applicant

Date MHumber Fhone

|m30020 | Hob Referral - Staff - [Pending - Appl [Miranda Liret anuel I'nnn-nn-m 3 12164500 [ - -

|m30020 | |Callin/Pre-Refe_» | [Pending | [0'Furriture Paty I_ﬂﬂﬂ-ﬁﬂ-9442 [z2ae1474 | - - Filter

Gota Job
Seeker
Row 2 of 2
Employer Bun Match QK Cancel

M
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JOB SEEKER REFERRAL PROCESS IN THE JOB SEEKER
RECORD FOR STAFF

Call-In/Pre-Referral Contact Service

A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral — Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.

At the point at which a job seeker has been vetted; that is, screened and
met the requirements for the position, resume reviewed and provided the
employer’s application instructions given to the job seeker, staff may enter
the new service of Call-in/ Pre-Referral Contact with service result
Vetted/Pending Application Confirmation.

Using this approach, staff will easily be able to see which of their caseload
have been referred to the position after being vetted, but still are awaiting
the application completion confirmation.
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Job Order —Selected Job Seekers Tab

Service Type:
Call-In/Pre-Referral

Service Result:
Vetted/Pending Application Confirmation

3 Job Order (13126011) - Call Center Representative = EcH
Solutions International FEIN: #4-#2£3214  ID: 1635009
Job Spsmhcallunl Pay Spsmhcallunl Referral \nfDrmat\unl SkilSet  Selected Job Seekers |Jub Order Hlsluryl
~ Selected Job Seekers
Service Staffld ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
Date Mumber Phaone Add
[01/30/20 [TCART Mob Referral - Staff  [Pending - Appli [Miranda Lin-Manuel [#ea-#0-5136 12164500 [109-807-9823
0 TCART | Callin/Pre-Fote || EETErOTMM| O Fuiure Paty -9 474 Eiter
Failed To Respond
ot Qualified GotaJob
Pending Seeker
Refused Refenal
Wetted/Pending Application C|
FRow 2 of 2
Emplayer | Bun Match | oK I Cancel |

& Job Order (13126011) - Call Center Representative

[Recruiting Solutions International FEIN: #4-##43214  ID: 1635009

Job Specif\cat\onl Pay Specwlicatianl Rieferral Infmmalioml Skill et Selected Job Seekers |J0b Order H\stolyl

Employer

~Selected Job Seekers

Service Staffld  Service Type Service Resull Mame Social Secuiity Applicant ID Applicant

Date Number Phone Add
|01/30420 [TCART  Hob Referral - Staff  [Pending - Appli |Miranda Lin-Manuel [HH#-HE136 [12164500 [108-807-9523

Cal-in/Fre-Relel 0 Furniture Patty -t1-944; 474 |= 0 Filter
Gotadob
Secker
Row 2 of 2
Bun Match | QK I Cancel
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Job Seeker Services/Employment Tab

After the Call-in — Vetted service is added.
Note that it is blue bold.

Job Order screen

3 Job Order (13126011) - Call Center Representative

[=lfe =]
Recruiting Solutions International

FEIN: ###583214  ID: 1635009

Job Speclhcatlonl Pay Speclflcatlonl Referral Informallonl Skil Set  Selected Job Seekers |Job Order H\stolyl
 Selected Job Seekers

Service Staffld  Service Type

Service Result Name

Social Securty Applicant ID Applicant
D ate Mumber Phone Add
[01/30/20 [TCART Hob Referral - Staff  [Pending - &ppli Mitanda Lin-Manuel [a#i-#0-5136 12164500 [108-807-3523 ——
|01/30420 [TCART  [Callin/Pre-Refenal [ [Vetted/Pendin [0'Fumriture Patty [t -9442 (12861474 |307-472-7760 Eier
Pending 3| B
= GotolJob
Secker

Row 3 of 3

Emploper Bun hatch | 0K | Cancel
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Job Seeker record, Employment tab

f Job Seeker Membership (Beach, Sandy) =n E=l )
Basicl Fulll Educationl work Historyl Eventsl Aleltsl Career Flan/Youth |55 | Services | Special F‘rogramsl Survey
General  Employment | Administrative | Testing | Course/Activity | ‘routh GUaISI
~Services

Service Staff 1D Service Type Service Fesult Emplayer Mame Job Start Job Oider  Phone

Drate ity

Mumber

Edit
Delete
Fallow Up
Upgrade

Werify

Select

e [T

Row 1 of 1 More | Job Order

Trade | Eligibility tatch Criteria Fiun Match Eligibility Criteria | akK I Cancel

Click Edit.

s

ral Job Seeker Membership (Beach, Sandy) EI@
Beach, Sandy S8N: XXX 5014 ID: 12534766
Basic:l Fulll Educationl ‘whork Histor_l,ll Eventsl Alertsl Career Plan/Youth |55 | Services |Special Proglamsl Survey
General  Employment | Administrative | Testing | Coursedctivity | Youth Goals |
~ Services
Service Staff 1D Service Type Service Result Emplover Mame Job Start Job Order Fhane Add
Date Date Mumnber
TCART | Call-in/Pre-Referral Cof Pending Recruiting Solutions Inter 26 [E17 .3 N
Delete
E Employment Services Detail |
— Services F
F Service Date: |D'| A30/2020 Last Update D ate: |D'| A30/2020
¥ Career Center: |N0rthampton Affiliate Career Center JEa | ¥ Staff [D: |TCAF|T JEa |
Drescription:
F Service Type: |Ca||-in.-"F're-FiefenaI Contact _»| ¥ Service Result: |F‘ending |
¥ Job Order Mo | 13126011
"] Mote: Blue/Bold Service Details are Federal/0SCCAR Feportable Services 0K I Cancel |
Employment and Follow-Up Services are additionally reported on 05 CCAR
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Employment Services Detail the Service Result can be updated.

&

At this point the job seeker has been vetted; that is, screened and met
requirements for the position, resume reviewed and provided the employer’s
application instructions, staff may enter the new Service Type of Call-
in/Pre-Referral Contact with a Service Result: Vetted/Pending
Application Confirmation. NOTE: this is a Blue Service.

{ Employment Services Detail
— Services Provided
b Sewvice Date: |D1 3042020 Last Update Date: |D1 £30/2020
¥ Career Center: |Mothampton Affiliate Career Center 3| b Staff ID: [ TCART Ea|
Description:
» Service Type: |Calkin/Pre-Referal Contact _=| ¥ Service Fesul: Pending JE3 |
» Job Order Mo: I 13126011 Failed To Respand
Mot Qualified

Mate: Blue/Bold Service Details are Federal/0SCCAR Repaortable Services
Emplayrnent and Follow-Up Services are additionally reported on 0SCCAR

Refuzed Referral
Yetted/Pending Application Confirmation =| |

Beach, Sandy

~ Services

ra| Job Seeker Membership (Beach, Sandy) EI

Basicl Fulll Educationl ok Histor_l,ll Eventsl Alertsl Services |Special Proglamsl Survey

General Emplayment |Administrative| Testingl Eourse.-"Ac:tivityl 'outh Goalsl

SSN: XXX-XX-5014 ID: 12534766 :EWE

Dat

Service Staff I Service Type Service Result Employer Mame Job Start Job Order  Phone

TCART | Callin/Pre-Referal Co i Recruiting 5 oluti L | 1

Date THurnby &dd

Delete

ol |
EE|
egee|
_vew |
[eez |

Fuollow Up

Upgrade

Werify

Select

Row 1 of 1 More | Job Order

Trade |

Eligibility Match Criteria Run Match Eligibility Criteria

0K |

o
o
=]
o
@
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The Job Order it will look like this:

Q Job Order (13126011) - Call Center Representative
[Recruiting Solutions International

FEIN: ## #543214

ID: 1635009

Job Specification | Pay Specwhcatlonl Referral Infarmation | Skil et Selected Job Seekers |Job Order Hlstoryl

=R =)

 Selected Job Seekers

Service  Staffld Service Result Name

Date

Service Type

Social Security Applicant 10 Applicant
Number Fhone

101430420 [TCART  Hob Refenal - Staff [Pending - Appli [Miranda LireM anuel

[n-p05136 12164500 [108-807-9823

[01/30/20 [TCART

|Calkin/Pre-Referal [ etted/Pendin [0'Furriture Patty

[aee 9042 [12867474 3074727760

Row 3 of 3

Add

Filter

Employer | Fiun katch | oK

Cancel |

Once confirmation of the application is received/sent to the employer, staff
may change the Call-In/Pre-Referral Contact Service Type to Job

Referral — Staff

Q Job Order (13126011) - Call Center Representative
Recruiting Solutions International

FEIN: # ##43214

 Selected Job Seekers

ID: 1635009

Job Specificatinnl Pay Specilicalinnl Referral Infnlmahnnl Skill 5et - Selected Job Seskers |Jnh Order Histary |

[ o ]E=s]

Service Service Result Mame

Date

StaffId  Service Type

Social Security Applicant 1D Applicant
MNumber Fhone

|01/30/20 [TCART  Mob Referral - Staff  [Pending - &ppli [Miranda Lin-tanus!

[#H#-#H-5136 [12164500  [106-807-9623

|01/30/20 [TCART  |Callin/Pre-Feferral [ [vettedPendin [0 Fumiture Patty

C
Job Referral - Staff
Nat Refered

[HHE-#H-0442 [12061474  [307-472-7760
- #H-5014

Row 3 of 3

Add

Filter

GotoJob
Secker

Run Match | oK I

Employer |

Cancel |

needed.

=

NOTE: there is another Service Type: Not Referred. To be used when
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Once changed, you will see two Service Type entries in the Job Order
for the same Job Seeker. One is the Call-In/Pre-Referral Service Type.
The second Service Type will be the Job Referral- Staff.

Q Job Order (13126011) - Call Center Representative

[E= Ho 5
FEIN: ##- 4243214 ID: 1635009 Mates I |
Jab Spe:lhcatlonl Pay Specification | Referal Inlormatlonl Skill Set  Selected Job Seekers |Job Order Hlstoryl
~Selected Job Seekers
Service Staftld  Service Type Service Result Mame Social Security Applicant 1D Applicant
Diate Mumbier Fhone Add

|D1!3 20 |TD’-\HT pnn Rel Apph |M|rand Lin-Marel [#ia-#85136 12164500 |1 08

/ Jol  Laf| andy HiH-HH-6014 | 126534766 |95 Filter
01./30/20 | CART  |Callin/Pre-Referal © ﬁob Rieferral - £ |Beach Sandy i H-HH-A014 | 12534766 |554-254-8605 GotoJob
|01430/20 [TCART  |Callin/Pre-F eferal L fvetted/Pendin |0'Furriture Patty |HH-HH-0442 12061474 [307-472-7760 gegk;

Row 2 of 4

Emploper | Bun katch | oK I Cancel

The service result will default to Pending.

,*g,zﬁ NOTE This means that you have confirmed that the application was
\\(;a submitted to the employer.
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The Service Result drop menu:

Q Job Order (13126011) - Call Center Representative
s International

FEIN: ###443214  ID: 1635009

=]

Job Spacificalionl Pay Specificatmnl Fieferral Informationl Skil Set  Selected Job Seekers |Job Order Historyl

—cal

ted Job Seekers

Semice Staff Id - Service Type Service Result Mame Social Security Applicant ID Applicant
Date Number hone
[01/30/20 [TCART  Hlob Referal - Staff  [Pending - Appli [Miranda Lin-M anuel I'nnn-nn-sw 36 [12164500 [108-807-9323
I Job Referral - Staff_|| £ ndy ﬂﬂﬂ-ﬂﬂ-ﬁ[ﬂ-‘l
[71730/20 [TCART |CalkindPre-Referal g!: :”: g”"‘ﬁf‘TETPt'WEf [FHE-REG014 [12534765 [554-254-5605
- id Mot Report To Interview

01430420 [TCART  |CalkinPre-Refemal C Did Mot Report ToWolk thy r#ﬂ#-##-8442 12861474 [307-472-7760

Filled Other

Hired

Informatiar Mot Axvailable

Interviewed

Job Seeker Mot Interested

Not Hired

Not Qualified

Pending

Refuged Job

Row 2 of 4

Add

Filter

GotoJob
Seeker

Run Match | 0k I

Employer |

Cancel |

This is how it will look in the Job Seeker — Employmen

.%fc: Note both Service Results are in blue.
=

t Services tab.

ra| Job Seeker Membership (Beach, Sandy)
014 ID: 12534766

ToeRT | | | I

Row 3 of 3

Basicl FuIIl Educationl work Historyl Eventsl Alertsl Career Plan/vouth 155 | Services | Special Programsl Survey
General  Employment |Administrative| Testingl Eourse.-"Ac:tivityl “Y'outh Goalsl
~ Services

Service StaffID Service Type Service Result Employer Mame Job Start Job Order  Phone

Add

D ate Date MHumber

|1/30/2020 [TCART  |CallindPre-Referral Co Hob Referral - 5t [Recruiting Solutions Inter | | 13126011 [[E17] 523-4463 Edit |
|1/30/2020 [TCART  Weob Refenal - Staff [Pending - Applic [Recruiting Solutions Irter | | 13126011 [[E17] 523-4463

] Delete

Foallaws Upl
Upgrade |
Werify |
Select |

i

Job Drderl

More |

Eligibility Match Criteria Fiun Match Eligibility Criteria

Trade |

Cancel

0K |
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RECAP

OUTREACH TO CUSTOMER REGARDING A JOB ORDER

POSSIBLE CONTACT METHODS:

1. Staff locates a MOSES job order that is suitable for a customer

2. Staff reviews a job match and outreaches to a customer(s) regarding a MOSES
job order

3. Ajob seeker in the resource room asks about a MOSES job order

SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: PENDING

INCOMPLETE VETTING OF A JOB SEEKER FOR A JOB ORDER

1. Staff Member meets with a customer and finds a suitable MOSES job order (also
could be a phone discussion)

2. Staff Member has a discussion regarding the qualifications for the position
3. Staff Member reviews the resume and determines the customer is a good fit

4. Staff Member informs the customer how to apply for the position (per the
employer’s instructions)
5. But customer has not yet completed the application

SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: VETTED/PENDING APPLICATION CONFIRMATION

FULL VETTING OF A JOB SEEKER FOR A JOB ORDER

1. Staff Member meets with a customer and finds a suitable MOSES job order (also
could be a phone discussion)

2. Staff Member has a discussion regarding the qualifications for the position
3. Staff Member reviews the resume and determines the customer is a good fit

4. Staff Member informs the customer how to apply for the position (per the
employer’s instructions)

5. Customer completes the application process

SERVICE TYPE: JOB REFERRAL- STAFF
SERVICE RESULT: PENDING - APPLICATION CONFIRMED
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ENTERED EMPLOYMENT IN MOSES

To record that a Job Seeker started employment in the Job

Seeker record

1. Open the Job Seeker Membership window for the job seeker.

ral Joh Seeker Membership (Beach, Sandy)

Basic |Fu||| Educalinnl Whark, H\stmyl Eventsl A\ertsl

5014 ID: 12534766 /=

| Services I Special Programs |

Release Information?: | € Yes Mo

[~ General Information Residence Address | I
¥ First Mame:  |Sandy Middle Initial: |_ s
¥ LastName:  |Beach » e [Female =l b Addiess [1200 Commonwealth Ave
¥ Date of Birth: |01 /01/1387 &l ¥ Miitay [T ¥es = Ha I

» Dther Eligible T Yes 1 No

3|

¥ Country: |United States of America

I Information Mot Axvailable

7 Ethnicity Hispanic o Lating ™ Yes " Nao > &y J024E7-1070' ¥ Ciy: [Chestrnt Hil

» Race ¥ white ¥ Black or Afiican American b State:  [Massachuseits =
[~ asian I american Indian o &laskan Mative [ Enterpiise [ Empowerment ™ FRenewal
[~ Other I~ Hawaiian Native or Other Pacific Islander

[~ Address Mot Available ™ Mailing Address different

Programs — Last Reportable Service Date: 01/30/2020

Program Name

K3
|F'roglam E ligibility r L

Apply Program Status

Confidential: | J*es ® Mo HITG Confidential |E Yes © No

» | Contact
Hislory\:l Primary Phone: [[617)626-8745 Email: [sbeach@amail com

= Other Phone: |[781)474-7333 4
wieb Address: | ¥ Prefers Emails

[y

IC&[EEI Flanning

= H

—

~ Special A

¥ warked in agriculture of food processing in | Yes % Mo Career Center |
the last 12 months?

Trade | E ligibility | Match Criteria | Run Match | E ligibility Criteria | 0K I Cancel
2. Click the Services tab — Employment sub tab.
¥ Job Seeker Membership (Beach, Sandy) [E=NE=E|

: XXX-XX-5014 ID: 12534766

ob Referral - Staff

Baslcl FuIII Educatlonl Work Hlstolyl Eventsl Alartsl Services | Special Programsl Survey
General Adminigtrative | Testing | Courge/Activity | “routh GDaIsI
~ Services
Service Staff I Service Type Service Result Emplayer Mame Job Start JobOrder  Phone
Add
Date Date Nurnber

Pending - Applic |Fecruiting Solutions Inter

Edit

13126011 |(517) 523-4463

Delete

Follow Up

Upgrade

Werify

Select

EE

Row 1 of 2 Job Order

More |

Eligibility

Trade

atch Criteria Fun Match Cancel

Eligibility Criteria | QK I

M
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3. Select the Job Referral — Staff on the Services list that led to the

placement. Then click the Edit button.

4. Select Hired from the Service Resul

t dropdown list.

ra| Job Seeker Membership (Beach, Sandy) EI@
Beach, Sandy SSN: XXX-XX-5014ID: 12534766 =
Basicl FuIII Educationl wiork, Historyl Eventsl Alertsl Services I Special Programs Survey
General  Emplayment |Administrative| Testingl Eourse.-"Ac:tivityl ‘routh Goalsl
~ Services
Service Staff I Service Type Service Result Ermployer Mame Job Start Job Order  Phone add
Date Date MNumber
10143042020 [TCART  [Callin/Pre-Referral Co Job Referral - St |Recriting Solutions Inter | | 13126011 [[517) 523-4483
TCART  |Job Referral - Staff lic| Becruiting Sof ter) 011 [E 3
1
Y Employment Services Detail
— Services F
¥ Service Date: |D‘I 3042020 Last Update D ate: |D‘I 3042020
» Career Center: |Northampton Affiliate Career Center -~ P Staff ID: [TCART ~|
Description:
b Service Type: |J0b Referal - Staff _»| ¥ Service Result: Pending - Application Confirmed -
» JobOrderMo: [ 13126011 Emplayer 0 Did Not Contact Employer -
Did Not Report To Interview -
Did Hot Report To Work ‘E
X § X Filled Other
1 Mote: Blue/Bald Service Detail: are Federal/0SCCAR Repartable Services Hired I
] Employment and Follow-Up Services are additionally reported on OSCCAR Information Not Available I
nisss——] STy — [T | T e |nterviewed T T
Service Result drop menu:
Did Hot Contact Employer
Did Not Report To Interview
Did Hot Report To Work
Filled Other
Hired
Information Mot Available
Interviewed
Job Seeker Mot Interested
Mot Hired
Mot Qualified
Pending - Application Confirmed
Refused Job
The Service Result is to select Hired as the service result of the Job

Referral-Staff.

&
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5. Type information into the following fields on the Employment Services
Detail window:

m Employment Services Detail @
Services Provided

* Service Date: |01/30/2020 Lazt Update Date: |01/30/2020

¥ Career Center: |Mothampton Affiliate Career Cenber e b Staff ID: | TCART =1
Drescription: i
» Service Type: |Job Referal - Staff _=| ¥ Service Result |Hired JE3|
b Job OrderMo: [ 13126011 Emplayer |D: [ 1635009
Employment Details
Employer: m;iting Solutions International Phorne:  |[617)1-523-4463 ¥ Union: ,m
Job Title:  |Call Center Fepresentative Benefits: ’—L| ¥ Apprenticeship: lm
Pap(d: [ 1275 PayUrit: [Hour =] ¥ Incumbent Warker| T Yes T Mo
¥ Start Date: [00/00/0000 ¢ Offer Date: [00/00/0000 i&|  End Date:J00/00/0000 2|
Duratior: | Full Time, Over 150 D ays ~] HoursMweek: 40.00
Additional Intormation
NAICS: [G41612  SIC: | »  TrahingRelated: [ ¥]
Sector | Professional, Scientific, and Technical Servic_ | Mon - Traditional [T Yes T Mo Werfied: [T Yes { Mo
Subsectar: | Professional, Scientific, and Techrical Servic_x | Ul System Emplayer. [T 7es " No_ Sector: [T~ Fublic ( Frivate
Industry Group : | Management, Scientific, and Technical Cons >l /orific ation Details:
Industry: M anagement Consulting Services hd
US Industry: Hurnan Resources Consulting Services | Occupational Search

Employer Address: [106 Cambridge Street

41304100

Occupational Code:

|Telemarketers

I
Zip: |0=114- How did Job Seeker learn about thiz job? -

State: | Massachusetts _w |

City: [Boston

Mote: Blue/Bold Service Details are Federal/0SCCAR Reportable Services

) 0, Industry Code Search
Employment and Follow-Up Services are additionally reported on 05CCAR

oK | Cancel ‘

Field Name Required  Action

Employer » if not Type the name of the employer who has

Name referencing hired this job seeker. MOSES will fill this
a job order field if you reference a job order number.
number

Job Title » if not Type the job title for the newly hired job
referencing seeker. MOSES will fill this field if you
a job order reference a job order number.
number

Pay ($) » if not Type how much the job pays for the newly
referencing hired job seeker. MOSES will fill this field if
a job order you reference a job order number. Be sure
number to verify the actual starting pay.
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Enter the date when the job seeker started

Select the proper length for this job.
MOSES will fill this field if you reference a
job order number.

Type the telephone number of the employer
who has hired this job seeker. MOSES will
fill this field if you reference a job order

Select the Benefits from the dropdown list
that the job seeker will receive on this job.

Select the applicable Pay Unit from the
dropdown list. MOSES will fill this field if
you reference a job order number.

End the date when the job seeker ended
work on this placement.

Type the number of hours per week that the
job seeker is working. MOSES will fill this
field if you reference a job order number.

Field Name Required  Action

Start Date » if not
referencing work.
a job order
number

Expected » if not

Duration referencing
a job order
number

Phone

Number

number.

Benefits » if not
referencing
a job order
number

Pay Unit »

End Date

Hours/Week » if not
referencing
a job order
number

Union 4

Apprenticesh

ip

Incumbent
Worker

v

Indicate whether the position is a union
position: Yes or No.

Indicate whether the position is an
apprenticeship position: Yes or No.

Indicate whether the position is an
incumbent worker position: Yes or No.

/A
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Field Name Required  Action
NAICS » if not Type the North American Industry
referencing Classification System number for the
a job order employer hiring the job seeker. If you do
number not know the NAICS number, use the fields
below to select an appropriate number.
MOSES will fill this field if you reference a
job order number.
NAICS Sector » if not Select the appropriate NAICS Sector from
referencing the dropdown list. MOSES will fill this field if
a job order you reference a job order number.
number
NAICS » if not Select the appropriate NAICS Subsector
Subsector referencing from the dropdown list. MOSES will fill this
a job order field if you reference a job order number.
number
NAICS » if not Select the appropriate NAICS Industry
Industry referencing Group from the dropdown list. MOSES will
Group a job order fill this field if you reference a job order
number number.
NAICS » if not Select the appropriate NAICS Industry from
Industry referencing the dropdown list. MOSES will fill this field if
a job order you reference a job order number.
number
NAICS » if not Select the appropriate NAICS U.S. Industry
U.S. Industry referencing from the dropdown list. (If available.)
ajob order MOSES will fill this field if you reference a
number job order number.
Employer » if not Type the address where the job seeker will
Address referencing be working. MOSES will fill this field if you
a job order reference a job order number.
number
(blank line) You can use this field for additional address

information such as a Suite Number.
MOSES will fill this field if you reference a
job order number.
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Field Name Required  Action
Zip » if not Type the zip code where the job seeker will
referencing be working. MOSES will fill this field if you
a job order reference a job order number.
number
City » if not Type the city where the job seeker will be
referencing working. MOSES will fill this field if you
a job order reference a job order number.
number
State » if not Type the state where the job seeker will be
referencing working. MOSES will fill this field if you
a job order reference a job order number.
number
Occupational » if not Type the Occupational Code for the
Code referencing specified job. If it is not known, use the
ajob order Occupational Search button to locate the
number code. MOSES will fill this field if you
reference a job order number.
Training » for some Indicate if the job relates to any training
Related programs, received.
otherwise
optional
Non- MOSES pre-fills this field based upon the
Traditional Occupational Code you selected above and
the job seeker’s gender.
Non-traditional relates to whether a male or
female job seeker has been placed in a
“non-traditional” job.
For example, a male job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
male, or a female job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
female.
Sector Indicate that the employer is either public
Designation sector or private sector.
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Field Name Required  Action

Ul System » for Some Indicate if employees can collect

Employer programs, Unemployment Insurance benefits, if
otherwise  qualified. (Almost all employers are Ul
optional employers.)

Verified » for Some Indicate whether or not staff has verified the
programs, job placement information.
otherwise
optional

Verification
Details

How did the
Job Seeker
learn about
this job?

Enter who verified the job and how it was
done.

Select the appropriate resource from the
dropdown list.

6. Click the OK button to return to the Employment sub tab.

f Job Secker Membership (Beach, Sandy) =A==
SSN: XXX.XX50141D: 12534766 '=]iTa]
Basic l Full l Education 1 ‘whark Histary l Evants] Alerts] Services l Special Programs l Survey
General  Employment lAdministrative] Testing] Course.-".t’-\c:tivityl “outh Goalsl
Services
Service Staff ID Service Type Service Result Employer Hame Job Start Job Order Fhane add
Date Date Mumber
|01 /3042020 |[TCART eciuiting Solutions Inter | | 13126
/3072020 TCAR ecuiting Solutions Inter| 01/31/2020] 131260
Row 2 of 2
Trade Eligibility tatch Criteria Fiun Match Eligibility Criteria |

M
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7. Click the OK button and the Yes button to save changes.

This is how the entered employment will look in the Job Order.

2 Job Order (13126011) - Call Center Representative =n =R
ecruiting Solutions International Notss | |

Job Specific:ationl Pay Specwficationl Fieferal Informationl Skill et Selected Job Seekers |J0b Order Historyl

~Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant

Date MHumber Fhone Add
01430420 [TCART  Mob Referal - Staff [Hired _v||Beach Sandy rﬂﬂﬂ-ﬂﬂ-ED‘l 4 4 |F17-526-8745 =
|01/430420 [TCART  Mob Referal - Staff [Pending - Appl [Miranda Lin- anuel I'nnn-nn-m 36 [12164500  [108-807-9523 Filter
01430720 [TCART  [Call-in/Pre-Referal [ [Wetted/Pendin [0'Furriture Patty rﬂﬂﬂ-ﬂﬂ-9442 12861474 |617-625-5585

01430420 [TCART  |Calkin/Pre-Refenal [ Hob Referral - £ Beach Sandy rﬂﬂﬂ-ﬂﬂ-EDM [1253476E  [617-626-8745 Gsoetngeo[b

Row 1 of 4

Employer Bun Match | QK I Cancel
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TO RECORD THAT A JOB SEEKER STARTED EMPLOYMENT IN THE
JOB ORDER

1. Open the Employer record.

(Recruiting

Recruiting Solutions International

FEIN: #-#H5#3214  [D: 1635009

General Info | Emplayer Contacts | Events | Account Hepresentativesl Programs and Benefits | Emplayer Servicesl Clazing / Layoff |

. Company Information
» Name: Flecrili temnations e kiess | |
» FEIN Number: [HE-EEEIZTA UlAccount#] - Add
Nurber Of Employess: 200 ¥ Address: [106 Cambridge Street
‘wieb Addiess: [iwvars RS 1. com !
Doing Business &s: IHSI— ¥ Country: [United States of America |
¥ Emplayer Type: [Frivate wI[C fLc [~ GTF * Zip: Joz114- *  City:[Boston
¥ Federal Contractor: ez @ No [~ Compary Closed » State: I"‘E-SSﬂC"“-'S‘aﬂs |
¥ Primary Phone: |[51 715234463 [~ Ewvacuee Friendly - -
¥ Career Center: |Marthampton Affiliate Career Certer JE3 | | Is the maling addhess different 2 [~ |
— Indush ~ Trade Names
» MAICS Code: 541612 sIc: | Ps.. Add
¥ MAICS Sectar: | Professional, Scientific, and Technical Services JEa| Delete |
» MAICS Subsector: |Fr0fessmnal, Scientific. and Technical Services e |
¥ MAICS Ind Group: |Management, Scientific, and Technical Consuling Services_w |
b HAICS Industry:  [Management Corsulting Services |
MNAICS US Industry: |Human Resources Consulting Services ~] ~All Job Orders —_ Open Job Orders
Total Job Orders: 3 Total Job Orders: | 2
— Status o l_ . I_
@ Access Approve © Access Denied Walidated By:ITEAHT Io:a: gpen!ngs. |_13 ;0:6: gpenfngs. I_E
Created Date: [01/29/2020 Created By [TCART B e R e

Job Order | oK I

Industy Code Search Cancel |

2. Click the Job Order button.

3 Job Order

(Recruiting
Recruiting Solutions International

o fe) =)

FEIN: ##-###3214  ID: 1635009

— Existing Job Orders

Job Order # Job Title Pay[$] Pay Assigned

Urnit  Staff

Date
Entered

Job Statuz Address

01/30/2020
0773072020 [Open

106 Cambridge Street, Boston
[108 Cambridge Stieet, Boston

[ 12126008 [Call Center Representative| 12.76[Hour  [TCART

Row 1 of 3

Edit | Copy Run Match Add Delete Cloze
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Select the Job Order that has the placement. Then click the Edit button.

Q Job Order (13126011) - Call Center Representative
ecruiting Solutions International

==
Notesl |

FEIN: #3214 ID: 1635009

Company Mame: |F|ec:ruiting Solutions Intermational
Company Addressl‘l 0 Cambridge Street

Company Eountry:lUnited States of America

Company City: |[Boston

[Ma Zip: [02114-

b Career Center : |Morthampton Affliate Caresr Cer x|

b Agsigned To: ITEAF!T 'I

Company State:

Job Specification | Pay Specificationl Referral Informationl Skil Setl Selected Job Seekersl Job Order Historyl

¥ |z job location different than the location of the employer 7

7 e

[~ Restricted

Job Location Address:  [108 Cambridge Street [~ Confidential
Created By TCART
Job Location Country: | United States of America _*| Created Date: 143042020 10:12;

Job Location Zip Code: |D21 14- Created Office: |N0rthampt0n Affiliate Career Cer
Job Location City: Boston Wit Address: |www.F|SI.c:0m

I Massachusetts hd I

Job Location State:

~— Job Descripti s

rlob Detalls Typing Speed: I [w.p.m)

Shift L o

o i Original Mumber of Openings: 1
¥ Job Title: IEaII Center Representative & First " Second  { Thid ¥ Openings: I 1 Dpenings Filled: F

" Rotating ¢~ Split ) |—2
¥ Job Category: IHecrultment Salutions VI Referals Made:

FLC Status: [Mone  _w| [ Per Dism “whork Hour

b JobStatus  [Fully Placed =1 From: [09:00 M == Te: [05:00 PM =
¥ Diuration: |Full Time areater than 150 Days x| » Close Date:l‘l 2/26/2020 €] | ¥ Hours/week: J40.0
— Other

== T Empowerment Zone

Drivers License‘l j‘ o=l

[T

ez & Mo s this an Apprenticeship Position?

uccessiul candidates will be responsible for answering incoming customer callz, utilizing company policies to

e are zeeking energetic and refiable professionals ta |0|n our team az Call Center Reprezentatives. The
B
zolve customer izsues and directing calls to the managerial team when necessary. Our Call Center

Action [~ Enterprise Zone

]
Public Transportatio
CYes  CNo @ Unknown]
Expand Detail | (Send to US.Jobs

" es 0 No

I5 this & Union Position™
Fur katch | (] 8 I

Employer | Cancel |

3. Go to the Selected Job Seekers sub tab.

3 Job Order (13126011) - Call Center Representative ==
ecruiting Solutions International FEIN: #4 ###3214  ID: 1635009 Notes | |
Job Specificationl Pay Specificationl Fieferal Informationl Skill 5t Selected Job Seekers |J0b Order Historyl
—Selected Job Seekers
Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant
Date MHumber Fhone Add
| 430420 |TEAF|T ok Referral - Staff  [Hired [Beach Sandy ﬁnn-nn-snm [12534766  |517-E26-8745
: Perding - JE| Mirand: . Filter
I 01/30/20 I CART I Call-in/Pre-Referal IGetted.-"F'endlnul 0'Furniture Patty I 9442 I 12861474 I E17-626-5585 Botodob
o toJol
|01430/20 [TCART  |Calkin/Pre-Refenal [ ob Feferral - £ [Beach Sandy ﬁﬂﬂ-ﬂﬂ-EDM [12534766  |517-E26-8745 Seeker
Row 2 of 4
Employer Fiun Match | QK I Cancel
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4. Highlight the Job Seeker that has been hired.

Job Specification | Pay Specification | Fieferral Infarmation | Skill et Selected Job Seekers | Job Order History |
—Selected Job Seekers

‘3 Job Order (13126011) - Call Center Representative = ==
Recruiting Solutions International FEIN: # ##43214  ID: 1635009

Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant

Date Mumber Phone Add

|01/30/20 [TCART  lob Refenal - Staff  [Hired |Beach Sandy rﬂﬂﬂ-ﬁﬂ-EDM 12534766 [617-626-8745

01/20/20] TCART _|Job Refenal - Staff | Pending - #831| Miranda Lin-tanuel HiH-H1-5136] 12164500 10 Filter

|1/30420 [TCART  |Call-in/Pre-Referral [ Hob Fefenal - £ [Beach S andy rﬂﬂﬂ-ﬁﬂ-SDM [12534766  |517-626-8745 Gg;;j;b
Row 2 of 4

E mployer | Fiun katch | QK I Cancel

5. Click on the Pending drop menu of the Service Result column.

‘3 Job Order (13126011) - Call Center Representative == ]
Recruiting Solutions International FEIN: #4 ##43214  ID: 1635009

Job Specification | Pay Specification | Fieferral Information | Skill Set  Selected Job Seekers | Job Order History |
—Selected Job Seekers

Service Staffld - Service Type Service Result Mame Social Security Applicant D Applicant
Date MHumber Fhone Add
|/30420 [TCART  lob Referral - Staff [Hired |Beach Sandy I'nnn-nn-smat [12534766  |517-626-8745

0 0| TCART_|Job Referral - Staff_||[EEOeMEd | Miranda Lin-Manuel S 2164500 |10 Filter
Did Not Contact Emploper [ant-n-9442 12851474 [517-626-5585

|D1 30420 ITEAF!T |Ea||-in.-"F'le-F|efenaI =" !
= Did Mot Report To Interview
|D1 /30420 |TEAF!T |Ea||-|n.-"Ple-FiefenaI [ Did Mot Report Towork
Filled Other
Hired
Infarmation Mot Available
Interviewed
Job Seeker Mot Interested

Gota Job
rﬂﬂﬂ-ﬂﬂ-SDM 12534766 [617-626-8745 Seeker

Mat Hired

Mot Qualified
Pending

Fefused Job

Row 2 of 4

Employer Fiun katch | ak. I Cancel
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The Service Result is to select Hired as the service result of the Job

\\kﬁg Referral-Staff in the Job Order.
=

6. Enter the information in the Employment Services Detail screen.

-

Q Job Order (13126011) - Call Center Representative EI@

Recruiting Solutions International FEIN: #4 #3214 ID: 1635009

Job Specification | Pay Specification | Fieferral [nformation | Skill 5et  Selected Job Seekers | Job Order History |

—Selected Job Seekers

Service Staff Id - Service Type Service Result Mame Social Security Applicant |0 Applicant
Date Mumnber Fhone Add
|01/30/20 |[TCART Mob Refenal - Staff  [Hired |Beach Sandy ﬁﬂﬂ-ﬂﬂ-SDH 12534766 |617-626-8745
0 eferral - Staff : Filter
I 01430420 I CART IEIaII in/Pre-Referal [ IGetted.-"F'endlnu |D Furniture F'atty I HH-HH-9442 I 12861474 I E17-626-5585 o to.Joh
oto o
|1430/20 [TCART  |Callin/Pre-Referal [ Job Referal - £ [Beach Sandy ﬁﬂﬂ-ﬂﬂ-SDM [1253476E  [E17-E26-8745 Sesker
F{_il Employment Services Detail E
— Services Provided
Service D ate: ID‘I £30/2020 Last Update D ate: ID‘I 43042020 DTA Office: |
Career Center:  [Morthampton Affiliate Career Center Staff ID: [TCART
Description;
Service Type: ob Referral - Staff Service Resul  |Hired
Job Order Me: 13126011 Emplayer [D: 1635009
— Employment Details
Employer Mame:  |Recruiting Solutions Intermational Fhone Mumber: |[617] 523-4463 Union: " Yes O Mo
Job Title: Call Center Representative Benefits: vl Apprenticeship: | © Yes @ No
= Pay: $12.75 Pay Unit: Hour A4 Incumbent Worker: | © Yes & Mo o
¥ Start Date: 00000000 £| End D ate: 00/00./0000 EI
Duration: |FT, ower 150 D ays | Hourswesk: J0.0
——| [ Additional Information
MAICS Code: 541612 SIC: | Training Felated: |
MNAICS Sector: | Professional, Scientific, and Technical Servic_x | Man - Traditional: T Yes T No
MAICS Subsector: |Professional, Seientific, and Technical Servie_v | Sectar: T Public ( Frivate
MAICS Industry — - Ul Systemn Employer: Yes Mo
M anagerment, Sciertific, and Techrical Cors |
Group ! i i Werified: T ¥es (Mo
MAICS Industry: IManagement Conzulting Services JEa | \erification Deta:
MNAICS US Industry: |Human Resources Consulting Services |
= Occupation Search |
Employer Address: |1 06 Cambridge Street

| Decupation Code: — [41904100
Zip 02114 City: [Bostan |Telemarketers
State: [Massachusetts =l

Industry Code Search | QK I Cancel
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The Job Order with the placement

& Job Order (13126011) - Call Center Representative

Recruiting Solutions International FEIN: ## ###3214  ID: 1635009

Job Specificationl Pay Specificationl Fieferal Informationl Skill 5t Selected Job Seekers |J0b Order Historyl

—Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant

Date MHumber Fhone Add

|01430/20 [TCART  Wob Referral - Staff  [Hired [Beach Sandy ﬁﬂﬂ-ﬂﬂ-SDM [12534766  |517-E26-8745

[on/30/20 [TCART  [lab Referal - Staff [Hied [Miranda Lin-Manuel [ aHE136 [12164500 [108-807-9623 Filker
0] TCART | Callin/Pre-FefelE B3| O'Furriturs Patty Hit-Hi-9442 11 474 E !

57730720 [TCART [CallniPre-Referal Dob Feferal € Besch Sandy  [#AR-#H-5014 [12534766 [o17-6266745 e

Row 3 of 4

Employer Fiun Match | QK I Cancel

MASSHIRE

DEPARTMENT OF

CAREER SERVICES
2020

Page 154 of 188



EMPLOYER

MOSES

POLICIES
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Workforce Issuance 11-47

MAIIACTHUIETT 8 WORKFORCE DEVELDOPMENT EY ETEM

MassWorkforce Issuance

Workforce Issuance No. 11-47 O Policy HE Information

Ta: Chiell Elected OfEcials
WorkFerce Investment Hoard Cluairs
WorkFerce [nveslmenl Hoard Deeccioc
Tille [ Adminratraiors
Crpeer Center Depscion
Tille [ Fescal OMicers
DR Regmnal Marsgers

e W Suaie Farners

Fraom: Crrorpe Moy, D o
Deparimenl of Career Services

Dhasicz Tuly 21, 2l
Sebjcoi: Peaging Job Fair |/ Becrutkment Eveniy 1z MIGEES 3ad an Jabiiucak
FPurgasc: To provide Local % orkilvree Investsest Boands, Oee-Siop Cioeer Center Ogepalions snd

iher el weeklinee myeslmend pasteers wilh recemmended genlanse Wilk regand o dala
ceiry Fee pasling Job Fises and Recruitgies] evenl informalion m MOSES snd en Feh{juesl.

Backproond: A seveel review of the ke Fair anal Recreimenl pestings in kebs{jussi has demnrieaial
that job seckes and cmpliyess are making inerzasal e of the Job Fir " Canser Fier and
Recnnlmenl ceines n Iobuesl. The reveew also sfmlifed o need Ly eniire kol ke
detailed mbersiitien lor these cvenls 18 eplerial a5 acceralely as possible i anler o bath

prred ke ke By bessl Bevel ol Cashomser sevvaes and I geominle E0mesiercy o Lhe One-
Spop Career Cenler spsizm. The anached MOSES peadeln e see mteraded o adidnec
thise neals.

Iretricim on “Even Crealion™ was oely ekl 1o syelem 3 ansaers oo pael o ke foermal
Eraining seskioes comlugial in June 2000 when MOSES wis milally intmdaced. As
Event Crealion his ned beem pard of the Basie MOSES mnnmg cumcilam snse I
Bl seresics shuvald ckesialy coprenl 81T wh will Be given “Evenl Creatien™ rahis m
BAOSES and sssioe thal they are knewledarable of these pindelinss. The aitiched
dociseets will provide backgrousd and mstiicton ke sand stallwith eegard o ke proper
cretien of 4 Jbeds Fair / Becrnilment “event™ m MOSES

Ingmiriez: PMlease direct all guestions to Tomn Catier o fartienaidetons org . Aldso, indicase
Issaganee number and descriptios

" maigul mpg sty g oo i i, Sl S e e s o i el i .

. FERTEY Ay Ty i T T
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Workforce Issuance 11-47B

Job Fairs & Recruitments
Recommended Guidelines
For posting

1mn
MOSES & JobQuest

MOSES Data Entry Manua

I"\ DEPARTMENT OF

massHire | CAREER SERVICES 2020 Page 157 of 188



Please see Workforce Issuance 11-47 B on

https://www.mass.qgov/doc/moses-quide-job-fair-recruitment-
quidelines/download

(this is a large 30+ page document)

Use this manuals section on events for quidance (pages 77 to 101).
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02.102 Emplovyer Services Reporting

MASSACHUSETTS WORKFORCE DEVELOPMENT 5YSTEM

MassWorkforce Issuance

100 DCS 02.102 B Policy O Information
To: Chiaf Elacted Officials

Workforce Board Chairs

Workforce Board Directors

Titls | Admmistrators

Carsar Center DiTectors

Title I Fiscal Officars

DIC3 Operation: Managers
[ WIOA State Partners

From: Alice Swesney, Director
Diepartment of Career Services

Drate: May 5, 1016

Subject: Employer Services Reporting in MOSES UPDATE

Purpoze: To notify Local Workforce Boards, One-Stop Career Center Diiractars and other
local warkforce pariners of changes in Employer Services reporting in MOSES.
In order to ensure consistency of reporting Employer Services through RIOSES,
Career Cenfers and parmers must ensure that data eniry in MOSES adhere: to the
definitions 23 presentsd in this [33uance.

Backeround: MOSES Build 34.0, implemented on February 7, 2014, introdeced new Employer
Semice catzgories to capfurs the range of senvices being provided to emplovers by
the workforce system Thess zsnrices and defintfions were inroduced in
MassWorkforce Issuance Mo, 14-07, Dexcription gf Changes m WOSES Ferzion
4.0, dated Jamuary 17, 2014, The principal reasoan for the development of a
revized set of Emplover Senvices was a lack of conzistency m reporims Emplayer
Services acros: the workforce system. Local arsas differsd in the way they
required staff to data enter Employer Services in MOSES. Additiomalty, thers
wias 2 desirs to acourately represent the value added service: that are being
providad to employvers at the state and local level.

While that effort has hrousht mere consistency in data entry and reparting, 2
review of reporime for FY'15 and FY 14 revealed the need for even betier results.

A el gppa rieniEy ampleyer pregram. daalisry alds an0d mreia are avadlabls upsan reaai 8 Smdboidmals with dlodiide.
TOOTTY U-00-33-2370 - Velos I-BEI0-E32-0103
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In order to address ongeing reporting inconsistencies, DTS convened a working
group with mémbers representing Carser Ceénters, Workforce Boards, Eusiness
Senvice Fepresentatives, Fapid Fesponse, Cuality Assurance, report writers and
MOSES developers that met over the 2015-1015 winter months. The group
determingd the peed to provide more precize defimitions and data enfry
mstrction, with the concomitant changes to MOZES, incloding new category
Dames, néw serice namesd, and new categories of semices

Additionally, it was decided that several changes were needed to reflact the
WIDA Business Engagement Model with its emphasis en coardinated amplover
serviced and quality referrals and hires as delivered through the MassEizWorks,
Demand 1.0, and Governor's Task Force (GTF) mitiatives. These revisions are a
resualt of an opgoing effort to Dirther enhance, clarify, and generally make mare
comdistent, the sérices tracked on MOSES for emplovers, and therafore result m
mare sccurate reportmng of the data. [n addition to the revision fo the services, the
Employer section of the O3CCAFR report will also be revised.

Of equal impartance, was the workgroup s insistence on the need to develop and
deliver a comprehensive training program that is currently scheduled for fune
20146, Itis hoped that a MOSES build introducing the mew sérvices can be
schedaled for late Tume to coiscide with the start of Fiscal Year 2017,

Policy: Data entry of Employer Services in MOSES must adhere to the defizitions
provided with this Issuance and any clarifications provided through the Pelicy
QA (Caestions ard Answers)

Service Definitions:

Attachment A provides a List of each Employer Service and ifs comresponding
definition, along with a companson to the old definition. Attachment B provides
a :napshot of the revized O3CC AR format for the Emplover Sarvices section. All
staff should be provided with these documents for reference when entering data
it MOSES.

Notes:

A note should be attached to 2 service entry providing a brief description of the
semvice of information provided as a record of engagement with that employer to
support og-going service delivery.

OSCCAR Report:

Employer Services are reported on the One Stop Career Center Activity Feport
(OSCICAR) at the catepary level Bepinning with the fuly FY2017 report
(available beginming of August), the emplover senaces saction of the O3CCAR.
will be in the naw format shown m atachment E.
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Federal Reperting:

There is no change in federal reporting. The caly Emplover Services reporting on

gu ETA 9002 report la Job Opanings and & cross 1ab of Job Opesings by
Coupation.

Ad Hoc Reporting:
Local areas will eed to revise any special ad ko< reports developed using the old
service categaries

Traising:
A comprabenaive tralning program kas been developed for Juse 1014, Plezis
refar to the MaBiriWorks training ansousceamants for dates, times and location.

Action

Required:  All staff that record Emplover Services in MOSES msat be provided with this
Issuance. Career Centers should plan to seed saffto o s that will ba
anpounced through 8 separate ManWorkforce [nformation linance. Asess are
sncouraged 1o i & traln-the-tralner spproack, so that as meny staff as poasible
can be trained by colleagaes who attended training.

Effective:  [mmadiately

Iequiries:  Questioss ralzted o this [isuasce should be directed to Marilyn Bovie a2
mbovla@Edetma org or 617-626-5711

Attachments: A, MOSES Emplover Services Definitions
B. Employer Servicus in O3CCAR
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For the Month Ending  3231/20M6

 Barkanireworke Moninly ¥TD Vialte

02.102 B

Empiryer Sardces

Total Employers Aleoaking Servios
Maw to Carssar Camiar

Hap=aat

Total Employers Recosiving Enhanced Servioes

aw io Careesr Center
Repeat

Employers Lisling Job Orders

Employers Recaiving Job Seskar Referal [*)
Employers Who Hired a8 Job Seakar Retemal

Melarkating Cuiraach Aciiities
Businass Information and Inceniive
Education and Traning

Job Fars and Recrufmants

Labor Markes Infarmation

Refermals to Grants and Incentives
Outoomes:

() inciuged in Enhanceg Sarvices

=

8 )
[’}
'l
'}

1)

!

TZ
1

72
ar
w

¥
12
3%

35
17

T
Fi ¥
1a

286

21
276
we

FEFY
122
20
2 ]
F3 F3

283
280

83z

1184
Al
230

551
135
107
39

]
2832
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Desting? Count OF empioyers who Nad any Seevios in any CAlegory Auring e repor penod, incluting SEmployers Listing
Job Oroars and #FEmplyers Recahing Reterak

Distinet coutt of employers who recssived their firs! service 1) this Cateer Canler during the repor period
«igiaﬂ.mﬁ&ﬁagg;a?giiagg

DEstingt count of employers who hao & 3%32609:3?33:3.8 ggz Lssng Job

[ Ernployers Listing Job Orders ()

DISHNC COuNt OF Srpioyees wilh 0 Or mors Job Order reoords posted i 3@33._8530!3.83!

Employers Raceiving Refersls (*) Dastinct count of smployers with 008 or mone siaf or devsloprsn! sefermls (ssrice type n (440 451]) n the report
period %o the caresr center. The VISES columin should be the counl of thoss referrals job servios no's

Employers Who Mired a Job Seeker Destinct count of employers with one or mare HE (service type n 275) n the report penod for the career center. The

Referral — VISES column showld be the count of fose Mire's service Nos

Markeling'Outraach Activities DEstinct count glsg%goq;ggaas;!‘g uring he

fepoct pariod in the career center Calegory code = 2906

gagigggégﬁgggﬂﬂg?ﬂa altnched hsl) ssrvices
n . 2107

Job Fairs and Recrulimants (%) g:nﬂ! R!giégﬁghggg?ﬂjgﬁ:é dunng e
eport panod in the caneer cenler. Calegory code =
Labor Markal moanaton () DRSTNCT COUN OF Senpliyees receiy Egegg.a?g&g:c%g?
= report pariod in the career center. Category code = 211
Referrals 10 Granis and Incentives (%) ggisgggﬁggaﬂggg? Stiachnd §sl) sarvoes
1 (77 Not sure of the calegory code st this time)
Outcomes gg&!&ﬂu%miﬂigﬁﬁagﬁaggsgg penod i the
career center. Category code = 2112 (72 Not sure of the category code at this fime)
Aok 2010
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02.103 Emp

lover Record Creation in MOSES

MAS

DEPARTMENT OF
SHIRE CAREER SERVICES

Workforce Issuance

100 DCS 02.103 B Policy [J Information
To: Chief Elected Officials
MassHire Workforce 8oard Chairs
MassHire Workforce 8oard Directors
Title | Administrators
MassHire Career Center Directors
Title | Fiscal Officers
PADCS Operations Managers
ce: WIOA State Partners
From: Alice Sweeney, Director
MassHire Department of Career Services
Date: August 15, 20198
Subject: Employer Record Creation in MOSES
Purpose: To provide guidance and uniform standard dats entry procedures to staff of the

MassHire Workforce Boards, MassHire Career Center and other workforce

partners for creating Employer Records in MOSES.

This revision darifies the following:

e Use of pseudo/fictitious employer ID numbers shall cease from this point
forward, and as a best practice, career centers should conduct due
diligence to make corrections to any existing Employer Record with a
pseudo or fictitious ID number. However, at this time, MODCS is not

requiring that all old records are corrected.

® The employer certificate of good standing is a requirement for employer
eligibility for speacific programs/incentives in MA. Those programs
ensure that the certificate of good standing is in place for participating

emgloyers.

An sgual sppzrtunity arrpioyerarogram. Adclary 2ide 578 rdcar 378 3vadiesie LO20 TIgUeEt (o IndhAsuns with deasiies

TOO/TTY 1-800-435-2370 - Vel 13004390183
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Background: The Massachusetts Dne-3tog Employment System (MOSES) database houses the
Executive Office of Labar and Waorkforce Development [EQLYWD) MassHire
Bepartment of Career Services |MOCS)] records fer Employers, Jobseekers and
Training Providers. As the MOSES database is utilived across the MassHire
workforce develogment system far trackng services, activities and grograms, as
well as Federal and Local repartang, it is important that recards be as current and
SEcurate a5 possdale.

Palicy: It is expected that the Federal Emplayer |dentification Mumber (FEIN] be used ta
create the Employer Record in MOSES. It is mandatory that MOSES recards for
emplayers whe are registered/enrolled/participating o the pragrams listed
below are created using the employer's Federal Emplayer ID Number (FEIM].

The FEIN for the following programs is required:

s Trade

&« Rapid Response

& On The lob Training

+ Apgrenticeships

=+ PMational Dislocated Warker Grants
Waterans
Migrant Farm ‘Warker Empleyers

*  Partrer Agency Affliaves

& Any other designated employer

On the rare occasion that a "general” emaloyer [Le. an employer not included in
a designated program| does not knaw ar have their FEIN and is nat in a pragram
requiring it, there are two acceptable altarnatives.

1. The Secretary of 3tate Corporate databases [attachment 4] may be used to
obtain the company’s Secretary of State registration number. The Secretary
of State registration number is an approved alternative to the Fedaral
Emplayer 1D Number and may be used to create the Employer record in
MUO5SES far a “general” employer. NOTE: emplayers are required ta be
registered in their state at the Secretary of State’s Office,

. Ancther acceptable alternative registration number that may be used to
create the MOSES Emalayer Recard for an employer designated as a
“general” empleyer is the amplayer's Unamployment Insurance |0 numbber.

If the campany dessgnated as a “general” employer eventually participates in a
pragram that requires an FEIN, & new employer record muast be created with the
Federal Employer IO Number and the Secretary of 5tate or Unemployment
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Ingurance |D-crested record must be closed or merged with the FEIN-created
recard.

Uze of preuda ar fictitious emplayer 1D bers iz ot allowed. Use of any
preuda number |e.g. SE-8889060, L2-2456789 ar any varistion) will be
considerad & violstion of this palicy,

lig @ best practice, career centers thould conduct due diligence to make
carrEctians o any exiting Emplayer Record with a pgeude or Fetitious 1D
number. Hewever, st this time, MOCS is not reguicing that all old records are
corrected. The expectation is that fram this paint forward the practice of using
peeuda/fictitious empleyer 1D numbers shall ceage.

In addition, ampleyers thould be in “Gead Standing” when providing services.
“Good Standing” refers 1o the fact that individuals, corparations, and ather
arganizations have filed their tax returns and paid tax bille. A Certificate of Good
Standing-Tax Compliance or o Corparate Tax Lien Waiver i3 obtained thraugh
the Madzachusatts Departmant of Revenue

The Certificate of Gead Standing is a reguirement far employer aligibslity for
specific pregramafincentives in MA. Those grograms ensure that the certificate
aof gead standing ie in place for participating emplayers.

fetian
Regquired: iaszHire Workfarce Boards, MassHire Career Center Operators, and workforce

partriers must ensure that all sppropriste staff are cognizant of this MOSES data
&REFY FEGQUirEMERL
Effective: Immedistely

Inguiries: Pleaze amail all questions to Polipy0d @ devma org. Flease reference this
Masa'Workferee llsuance number in yaur inguiry,

Artachment: 4. Secretary of State New England Offices

¥ DEPARTMENT OF

MASSHIRE CAREER SERVICES 2020 Page 166 of 188



02.103B

Alordaaiqg
puejduj man
sajels jo Aielaudag

saseqele( 23el4o0dio)

i'\ DEPARTMENT OF

MASSHIRE CAREER SERVICES 2020 Page 167 of 188



Secretary of State Websites

Connecticut — hitps://www.concord-sots.ct.gov/CONCORD/online?sn=Publiclnguiry&eid=9740

= 7 digit Secretary of State EIN — add “0"s to reach 9 digits

Maine - https://icrs.informe.org/nei-sos-icrs/ICRS?MainPage=x
= 8 digit Secretary of State EIN — add “0"s to end to reach 9 digits
= (Good Standing Status listed)

Massachusetts - htip://corp.sec.state.ma.us/corpweb/CorpSearch/CorpSearch.aspx
= 9 digit Secretary of State EIN

New Hampshire - https://quickstart.sos.nh.gov/online/Account/LandingPage
= 5 or 6 digit Secretary of State EIN — add “0"s to end to reach 9 digits
* (Good Standing Status listed)
* {includes partial NAICS code)

MNew York - https://appext20.dos.ny.gov/corp_public/CORPSEARCH.ENTITY SEARCH ENTRY
* 9 digit Secretary of State EIN

Rhode Island - http://business.sos.ri.gov/CorpWeb/CorpSearch/CorpSearch.aspx
= 9 digit Secretary of State EIN

Vermont - htips:/fwwwatsosonline.com/online/Businessinguire/ ?isStart)pAction=False

= 7 digit Secretary of State EIN — add “0"”s to reach 9 digits
»  (Includes pariial NAICS cods)

M
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Connecticut

https://www.concord-sots.ct.eov/CONCORD/online?sn=Publicinquiry&eid=9740

G SS™

N T ONe o

¥ Secretary of the State Denise W. Merrill

e G |
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Maine

:ﬁvm ://icrs.informe.org/nei-sos- _oqm\_nmmuz_m_%mmmn

MAINE

Depariment of the Secretary of State

Bureau of Corporations, ENTens and (ommssdions

Corporate Name Search

SRErah %% A0d Koy 10 koS aln 0

Search results are Nmited to only 100 records returned. Please be sure to
refine your search to narrow your results.

Keyword from name w2 be searched:

Charus sumber

Chel Mare 10 Seaech

i you would hke to verify the asthenticty of 2 cartified docement retneved fom
thes websita, please have your documeant authertcahon number ready {located
on the kwer loft hand comer of the documaent reinaved) and 9o % the
Authentication $ervice

To download a copy of a document previously obtaned from the site, please
foliow Ink

Document Copy Retrieval Service

>=oga!n.:enoz.:.ooo?ooo?!!..!osvo:o:-‘. P¢ ﬁ
1 you encounter probiems, visd e lroubiashootng paoe. _ .8}

M
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MAINE

Depardment of the Secretary of State

Bureau af Corparations, Electiens and {ammisions

Information Summary

Subscriber potry fspon

This record contains information from the CEC database and is accurate
as of: Fri Jun 07 2019 09:48:09. Please print or save for your records.

Legal Name Charter Number Filing Type Status

Filimg Date Expiration Date  Jurisdiction

06281968 NA MAINE

Other Namies {A=Assumed ; F=Former)
NONE

Clerk/Reglsterad Agent

CHARLES L. XICKRERSN

POy BOX 232

SANFORD, ME (4073

Biach io prévicus screen Wew Search

Click on a link to obtain additional information.

List of Filings ‘e list of filings

Obtain additional information:

Additional Addressas Elain Copy Caihed Copv
shorl Formn williow] Long Fonm wilh

Cerificate of Existence (mons infy amEnedmenis amendrens
{530 0K {330,001
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Massachusetts

http://corp.sec.state.ma.us/corpweb/corpsearch/corpsearch.aspx

William Francis Galvin

ecretary of the Commonwealth of Massachusetts

P Citizen beformation Service
Commonwealth Museom
Vv Corporations
b Fling Methods
w Fling by Subject
Corporations

Umited Llabiiey
Comgany and
Partnership

About Voluntary
Associstion and Cartain
Trusts

» Trademarks aod Service
Marks

» UCC
Tax Disclosure Reports

Registration of Vehicle
Protection Product
Warrantor Registration
Information

Berefit Corporaticns
{(POF)

Search the Secretary’s webate

Corporations Division
Search for a business entity

Legal Information, Disclaimers, Policies Search assistance

Search by entity name (Company, LP, LLP, LLC, etc)

Enter name: Search type Beging with v
Search by an individual name [Officer, Director, etc.) Search type:  Begins with .
First: Middie: Lamt
Search by ldentification Number Must be 9 digits

Seoarch by Filing Number

Display number of items to wiew: -4 4.0« Perpage

Cear search fields Search Corporations
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William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Corporations Division

Business Entity Summary
1D Number: 208058754

Summary for: EDDIE'S WHEELS, INC.

The exact name of the Domestic Profit Corporation: EDOIE'S WHEELS, INC

Search ™ Socretary’'s mobsite

Request certificate New search

Entity type: Domestic Profit Corporation

Identification Number: 208058754

Date of Organization In Massachusetts: 01-01-2007

Lost date certain:

Current Fiscal Month/Day: 12/31

The location of the Principal Office:

Address 140 STATE STREET

City or town, State, 2ip code, Country: SHELBURNE FALLS,

MA 01370 USA

The name and address of the Registered Agent:

Name: LESLIE M GRINNELL
Address: 138 STATE STREEY
City or town, State, Zip code, Country: SHELBURNE FALLS,

:-nox._no.d and U.ﬁﬂ.n..awv of .-.o .ﬂérmv.gczo:n

Tiw Indivistual Nammwe

MA 01370 USA

Addiean
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https://quickstart.sos.nh.gov/online/Account/LandingPage

New Hampshire

Start your business
with New Hampshire

SEARCH FOR A BUSINESS NA|

Adversad warch swtens  oly Camfais  Logss
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New York
https://appext20.dos.ny.gov/corp public/CORPSEARCH.ENTITY SEARCH ENTRY

" NEw
m YiATe Servicos  News  Government  Local

Departnent of State
Division of Corporations
Search Our Corporation and Business Entity Database
The infor d im this database ts throagh May 13, 2019.

The Comporanize and Buiisess Extry Database mclsdes Suanen and ooe fox profe corporaeoos, kmmeed pansenbkupe, lrmaméd Sabliy compazses and hzmaed kabdery partaerbups, 3 well 3 otber xosce lsaroos busanesses This
Sormanion & best viewed wilh Nencape Navigaior * 0 and sbove or lnternes Explorer 6 0 and sbove. Please nove thae the derabase does 0ot nchode couporane o ofiet buniaess emmey assucmed nimes Sed parssant 10 Genenal
Buscansess Law, §1)0 Asssmed amse Shngs sre £lod and massstnssed by e Diviooa of Corpeestinns S compoemicen, kraned Labulsty compatser and latised Asdcugk d by the Drvmion of Corperstions,
wearzhes of records of swrrsed nssses vied by corparations, lamaed habkny companies and lemaed partsendtps must be made by 3 wrtes, fxxed or o mad cogoest © the Dyvanas. All odber erezies sack m gesecal parmiendupe,
sole peopriesorships and Wnited kabdin parmentugs flle mn ass0med nanne Cemificane doecily with e coumry (herk (B each coumry 3 whuth e enty Condocts OF TR Dosiness

Foveny efBan R Seow maads 10 evare St the wfomaton contmiad o Sus sns .thl.l-.ﬁ(‘) o thee | 1elars Lpon o -l!r!-r..:l- klll' » complrimens o acouay camnex e
n.._ll-!... yom hovi v dary eevinons dhesd peviimmmg o semnch on e resadie v recer e plemee comiait ?lawﬂdl—"lc«nt e Devoswen of Conponatmme o (110) 4 2 Mamdey < Fridey 90 am 1000 pm and
100 pem - Q.‘

[ Search Ceiteria

| Anling Mo ¢

| e Type* Aoy v

| Smarch Type * Bagrs Wen v

- )

The items marked with * are required

St the Catacane

To warch the database de the following:

—hll’-ﬁﬁaﬂga?ll’ Estaty Nasme beung seanchad Sox

1 Selncta Naos Type

3 Seleet & Search Type

nll'lvl » fcam the smagr o the CAPTCHA field

¢ Tab 1o Saarch the Dutaboor and porss the puter Ky or clek Sesrch due Damabane
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Services Nows Govermment Locar

NYS Department of State
Division of Corporations
Entity Information
The info b d im this database is carrent through May 13. 2019,

Selectnd Entity Nasmec CARNEGEE MALL INSTITUTE OF ADVANCED MUSICAL STLDLES, INC.
Nobectad Kntary Statun ladormation
Corrowt Eatity Nowmec CARNEGE HALL INSTITUTE OF ADVANCED MUSK AL STUDIES. INC
DOS (D& 220880
Baitial DOS Filing Dase JLLY 16 1000
Comaty: NEW YORK
Sertalictims: NEW VORX
Fatity Typoc DOMESTIC NOTEFORPROFIT CORPORATION
Curvemt Fatity Statue: ACTIVE

Sebecsnd Tanny Address Informaca
DOS Procem (Addires %0 whick DOS will musd process of sccepted on bebulf of the conty)
NONT
Regiecrad Agest
NONE

Thes oollucr does wnst vevend nbormanmn segedang the nawers and ablirrars of oficrms sharchoblers oo dorcvms of
remps ofesnmmnl compeonwtwms encept the chef enncntin e offscer f provsbed whock wendd be hitnd darie Prefesenal
ii’xl‘.l-tl b ol whleewsien) of e mwnal officers drecsors. oned shreluddiors o the wtanl cerafionte

berm v ve hee 1 vt srwoeded wnd emly oveelable by acwipy e cattifrots.
B Name Wntary
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Rhode Island
http://business.sos.ri.gov/CorpWeb/CorpSearch/CorpSearch.aspx

Search for an entity

Search
Soarch by enlity same (Corg P LUF LLT, Man cendent L
aair Type ajine wit
Search by an individusl neme | e Deactr et FOMTA Be Begm it
-
Seerth by I8t ilication Nusnier Mast 2e 0 &g
ol ey §iking Wbt Mant 5o 12 Sigts
Searih by Bgeat Searit tope Begina wit
Sesrch by » Business Address
Search by = Purpose
Swacch by NAICS code 1ty (D st e 2 50 5 digh code
Display mumber of e 1o vlew' S oo o o page
A .~ Owar
Lol Dnfarmathon, Do Salm b S
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CIVICS AND EDU

Entity Summary
1D Number: 000006626 Reqoest certificote New search

Summary for: DEL'S LIMONADE & REFRESMMENTS, INC
The sxact name of the Demestic Profit Corporation: 0605 LEMONADE & REFRESsMENTS, [
Entity lype: Domestic Proft Corparation = =
-.’.:::..s_rx- Numbear: 000006516
Date of Incorparation in Khade [ land 29 10nC EMective DMte: 08 20 100
The location of the Tl-!i Officw;
Addruss 1250 UAKLAWN AVENUE
ity of Town, State, Zip, Country CRANSTON, M1 02920 LUSA
Agent Resigned: 1| Addewss Maintained:
Tha namne and addrass of The Registered Agent

flamw MICHARD = ISIRETEA, I,
Address Ol CITIZENS BLAZA, ITH NLOGOR
City o Town, State, 2ip, Country MROVIDENCE " L R} I%A

The Officers and Dirsctars of the Corporation
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Vermont

https://www.vtsosonline.com/online/Businessinquire
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MY MOSES ID IS:

MY INITIAL LOG IN PASSWORD IS:

password

ENTER THE LAST 4 NUMBERS OF
YOUR SOCIAL SECURITY NUMBER
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My Amazon WorkSpace (AWS)
Log inis:

My initial AWS Log in password is:

My AWS Registration Code is:
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Contact Us

If you have technical difficulties with your PC, LAN, Monitor or Printer, Call the IT Help ™

Desk.
If vou have questions or comments about MOSES please take the following steps:

Consult your training manual.

Consult MOSES FAQ

Ask a colleague or supervisor.

Consult MOSES HELP by clicking HELP on the Menu Bar at the top of screen.
Consult with the MOSES Local Expert (MLE). Site Supervisor or designee who
will call or e-mail the MOSES Help Desk.

L s L b =

IT Help Desk: (844) 435-7629 or (844) HELP-MA-9
MOSES Help Desk: 617-626-5636

MOSES Help Desk e-mail: moses(@detma. org
IT By Email- massgovi@service-now.com
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