
Job Order – Entering a Job Order  

Entry of a job order m ay be done in one of two ways:  

 Entry from  a job order screen on which m ost  fields are blank.  

 Copy of a previously entered job order, where m any fields are 

pre- filled for your convenience.  

Both m ethods of ent ry require an upfront  search, either an em ployer 

search or a job order search. See Job Order Search. 

Once an em ployer or previous job order is selected, the job order 

screen will be displayed. The top of the screen for each m ethod of 

ent ry will appear as follows:  

Enter a  New  Job Order 

Click the Manage Job Orders m enu item , the result  will be the Job 

Order Search  screen.  You will first  perform  a search to locate the 

em ployer site you wish to list  the job order for.    

From  the Job Order Sum m ary  screen click the Add Job Order  

but ton.  The result  will be a new Job Order screen. 

Click on the tabs to view/ enter job order data.  The inst ruct ions for 

enter ing inform at ion in each sect ion of the job order are on the 

following pages:  

To Enter Com pany I nform at ion 

To Enter Descript ion of Job 

To Enter Em ployer Requirem ents 

To Enter Pay/ Benefits I nform at ion 

To Enter Job Details 

To Enter Order Managem ent  I nform at ion 

 

Com plete all edits and save the job order. 

Copy a Previously Entered Job Order 

Click the Manage Job Orders m enu item , the result  will be the Job 

Order Search  screen.  You will first  perform  a search to locate the 

em ployer site you wish to copy the job order for.   



From  the Job Order Sum m ary  screen click the hyperlinked job order 

num ber of the order you would like to copy from  either the On JobNet  

or Off JobNet  May Reopen sect ion.  The result  is the Job Order  

screen.   

Click the Copy  but ton.  The result  is a new copy of the job order.  The 

Staff Referral, Self Referral, and JobNet  Hit  counts from  the original 

job order are reset  to zero. 

Make all necessary edits and save the job order. 

Saving a Job Order  

There are three ways to save a job order:  

 Save I ncom plete =  To part ially enter and save a new or copied 

job order.  

 Save Com plete =  To fully enter and save a new or copied job.  

 Save Changes =  To save changes m ade to a job order in On 

JobNet  status.  

Save I ncom plete 

A job order m ay be saved in incom plete form at . This m ethod allows 

staff to part ially enter a job order, save it  and then com plete it  at  a 

later t im e. The Save I ncom plete but ton appears at  the top of the job 

order form  and at  the end of each of the job order sect ions and is 

displayed as follows:  

 

When a job order is saved incom plete, the com pleted fields are edited 

for valid ent r ies. Other than the Em ployer Dem ographics inform at ion, 

the only other required ent ry is the Job Tit le. I f an invalid ent ry is 

m ade in a field, an error m essage is displayed.  A sam ple error 

m essage is shown below:  



 

Correct  the error and click once m ore on the Save I ncom plete 

but ton. I f all the edits are sat isfied, the response will be the Job Order 

in Staff I ncom plete status, and the order now appears on the 

I ncom plete Job Orders list .  

Save Com plete 

When a new job order is com pleted and is ready to be displayed on 

JobNet , the Save Com plete  m ethod should be selected. The Save 

Com plete  but ton appears at  the top of the job order form  and at  the 

end of each of the job order sect ions and is displayed as follows:  

 

All of the edits on a job order m ust  be sat isfied before a job order can 

saved com plete. I f an error is m ade in a field, an error m essage(s)  is 

displayed at  the top of the job order.  This m essage will specify which 

tab and field has the problem .  Correct  the error(s)  and click once 

m ore on the Save Com plete  but ton.   

Spell Check -  After you click Save Com plete  the spellchecker will run, 

allowing you to fix any spelling errors. 

When all edits are sat isfied you will get  the m essage below:  

 

A Job Order Act ivity is created autom at ically by the system  when you 

save a job order com plete.  Click the OK but ton to navigate to the 

Act ivity Detail screen where you m ay add addit ional act ivit ies to this 

em ployer record, or Cancel to be returned to the com pleted job order.  



The status of the job order is changed to On JobNet .  I f Norm al 

Veterans Preference or Extended Veterans Preference was checked on 

the Order Managem ent  tab, the order will appear on JobNet  for 

Veterans only. I f Release from  Veterans Preference was checked, the 

job order will appear on JobNet  for all j ob seekers. 

The job order will now be listed on the New  Job Orders System  

Report .  

Save Changes 

After a job order has been entered, it  m ay be necessary to m ake 

changes to one or m ore fields. To m ake changes on a job order 

ret r ieve it ,  change the desired fields and click once on the Save 

I ncom plete or  Save Com plete  but ton at  the top and bot tom  of the 

job order form . 

The edits for the changed fields m ust  be sat isfied before job order 

changes can be saved.  I f an error is m ade in a changed field, an error 

m essage is displayed at  the top of the tab.  

Correct  the error and click once m ore on the Save I ncom plete or  

Save Com plete  but ton.  The spellchecker will run, allowing you to fix 

any spelling errors. 

I f all the edits are sat isfied, the response will be the Job Order with 

your changes m ade. 

 

Return to I ndex


