
Employer Sites 
Any time you want to work with an employer site or contact, you will 
first need to search the database for the Employer Site to be 
associated with.  

From the menu tree click Employer Management and then Manage 
Sites.  The result will be the Site Search screen.  The lower portion of 
the Site Search screen will always display the last 10 employer 
worksites you have worked with.  You can click the hyperlinks to 
navigate directly to that site. 

 

The following are the available options in the Field and Operator items. 

Field 

 Site Trade Name  = the “Doing Business As” Name of the 
company. 

 EXPOE Reported Site Trade Name  = Displays the site’s trade 
name as reported by EXPOE. 

 Profile Trade Name = the "Doing Business As" Name of the 
Company  

 



 Profile Legal Name = the legal name of the Company; this name 
may be the same as the Profile Trade Name  

 UI Root Number = Unemployment Insurance Account Number 
that is assigned to a business 

 FEIN Number = unique nine-digit FEIN or Federal Tax ID Number 
issued to each business by the Internal Revenue Service (IRS). 

 EXPOE Reported Profile Trade Name = Displays the company 
trade name as reported by EXPOE.   

Operator 

 Begins With = the string of characters the Profile or Site Name 
begins with  

 Contains = a string of characters within the Profile or Site Name  

 Exact Match = the string of characters equal to the Profile or Site 
Name  

 Sounds Like = the string of characters which sound like the 
Profile or Site Name  

NOTE:  When UI or FEIN Number are chosen, the Operator 
automatically changes to “Exact Match”. 

Criteria 

 The entry in the Criteria field should equal the string of 
characters (letters or numbers) on which the search should be 
based.  

NOTE: When the Employer Search screen is requested, the entries in 
the Field and Operator items will be defaulted to the entries made in 
the last Employer Search. 

To change a selection in either the Field or Operator fields, position the 
mouse pointer and click on the down arrow, then, using the mouse, 
position the pointer and click on the desired selection. The selection 
will appear in the box. After a selection is made in the Operator field, 
an entry must be made in the Criteria field. 

SEARCH TIP: The "Begins With" or "Contains" searches are the most 
efficient search options. For best results when using these options, 
enter a minimum number of characters in the Criteria field. More 
matches may result, but there is a better chance of finding the desired 
Employer Name. 

 



An Employer Search using Site Trade Name can be narrowed by 
selecting the County option in the Within field. To select, position the 
mouse pointer over the County or WDA option and click once. After 
this selection a Name field containing a list of county or WDA names 
will appear on the screen. To select a specific county or WDA, position 
the mouse pointer over the desired county name and click once. To 
initiate the search, position the mouse pointer and click on the Search 
button at the bottom of the screen. 

NOTE: To more quickly search the county or WDA list, enter the first 
letter of the county or WDA name. The list pointer will move to the 
first entry with this letter. For example, if a ‘d’ is entered using the 
county option, the list pointer will move to Dane County. 

The following illustrates an Employer Search for a Site Trade Name 
which Begins With the characters ‘dixie’s’ and is located in Dane 
County: 

The response to the Site Search is shown below: 

 

The results of this search show two matches in the Search Results box. 
The Site Search results area also displays the Address and Telephone 
Number, UI Root and Site numbers, as well as an indicator whether 
the site is active or not.  The underlined names on the above search 
results screen are hyperlinks to the Site Location screen for those 
worksites. To navigate to the Site Location screen for any of the 
employers listed, position the mouse pointer and click on the desired 
underlined name. 

If no sites exist for the employer you will get a screen like below: 

 



 

Add Site 

In order to add a new site you must first perform a site search 
for the employer, based on either Profile Trade Name, Profile 
Legal Name, or EXPOE Reported Profile Trade Name.  .  You 
must do a fresh search, meaning do not choose from the previously 
searched for sites list. 

The result will be the Site Search screen.  Select the proper profile 
from the results list by clicking the hyperlinked Profile Trade Name.  
The result will be a Site List for the employer.   

 

To add a site, click the Add Site button.  The result will be a new Site 
Location screen for the employer, with all previously entered profile 
information pre-filled in for you.  

Employer Sites 
At the top of Site Location screen are six tabs.  Each tab contains 
data about the worksite including hiring, benefits, application 
instructions, and service plan.  You will enter information on each of 
the tabs to complete the Site record. To open a tab, simply click on it. 
 

 



 
 
If you click on a tab that has not yet been completed for the site you 
will be prompted to add it.  See example below: 
 

 
 
Click the Add Business Summary button to make this tab available 
for entering data.    
 
Site Location Tab 
 

 

 



 
 
Trade Name –  The Trade or “doing business as” Name of the 
employer is required and may be up to 35 characters in length.  If the 
profile record was created by the EXPOE process an EXPOE202 
designation will be displayed in the Created by field and the 
information in this field cannot be changed. 
 
Company Description – An informational field that is optional and 
may be up to 2000 characters in length.  This field displays either the 
company description from the profile record or a description specific to 
the site if one has been entered. 
 
UI Account Root Number – Display-only field containing the UI 
Account Number from the employer’s profile record. 
 
Inactive Employer – This box may be checked if the employer is no 
longer active. 
 
Address – Staff record the site’s address information including street 
address, PO Box, City, State, and ZIP code.  This address is for staff 
use and will not be overwritten or updated by EXPOE. 
 
County – Choose the proper worksite county from the dropdown box. 
 
Telephone and Fax Numbers –  Enter the telephone and Fax 
numbers that should be used for contacting this employer. 
 
Web Site Address – Enter the URL for the employer’s website if they 
have one. It is not necessary to include http://, example 
www.thecompany.com. 
 
Metropolitan Statistical Area – Display-only field, indicates if 
employer worksite is in a MSA. 

 



 
Workforce Development Area – Display-only field, indicates which 
WDA the worksite is in. 
 
EXPOE-Reported  Trade Name and Address – Display-only fields, 
contain the employer’s site location information as reported by the 
employer to LMI and to us by the EXPOE process. 
 
Created by – Displays the date and time the site locations screen was 
created, and the logon ID of the staff person who created it. 
 
Updated by – Display the date and time the site locations screen was 
updated, and the logon ID of the staff person who updated it.  
 
Fill in all fields and click on the Save Location button.  The following 
pop-up will appear: 
 

 
 

Click either the OK button to save the changes to all open and pending 
job orders, or the Cancel button to save changes to only the employer 
profile and future job orders. 

The result will be the completed Location tab.  You will notice that the 
Updated and By have been populated with the time and date the 
record was last saved, as well as your staff ID. 

 
Business Summary Tab 
 

 



 
 
Trade Name – Displays the Trade Name of the site you are working 
with. 
 
# of Employees – How many employees the company reported. 
 
Employment Size – The size range in this field includes the number of 
employees the employer has at this site. 
 
As of Quarter, Year – Reference the time frame for the employment 
size. 
 
Product Service Description – Description of the company’s products 
and or services. 
 
Sales Volume – How much sales the company has yearly. 
 

NAICS Code – The North American Industry Classification System, or 
NAICS, code is a uniform, industry-wide classification system designed 
as the index for statistical reporting of all economic activities in the 
United States, Canada and Mexico. 

 
Hours of Operation – The hours the company typically operates. 
 

 



 
 
Site Percentage of Jobs by Broad Occupational Area – Indicates 
percentage of jobs in each occupational category. 
 
Site Percentage of Jobs by Type – Indicates percentage of jobs by type 
(full-time, part-time, temporary). 
 
Federal Contractor – Indicates if employer has a contract with the 
Federal Government and is required to take affirmative action tio 
employ and advance in employment qualified disabled and Vietnam 
era verterans and to list the majority of their jobs with the Job Center 
or Job Service Office. 
 
Staffing Agency – Indicates if employer is a staffing agency. 
 

Community Development Zone – Tax credit program available in some 
Wisconsin counties for new businesses, businesses relocating to 
Wisconsin, and expanding businesses.  Managed by the Wisconsin 
Department of Commerce 

Enterprise Development Zone –  The Enterprise Development Zone 
Program provides tax incentives to new or expanding businesses 
whose projects will affect distressed areas.  Managed by the Wisconsin 
Department of Commerce. 

 

 



Created by –  Displays the date and time the Business Summary 
screen was created, and the logon ID of the staff person who created 
 
Last Updated by – Display the date and time the Business Summary 
screen was updated, and the logon ID of the staff person who updated 
it. 
 
Complete all selections and click the Save Business Summary 
button.  The result will be a completed Business Summary Tab. 
 
Hiring Summary Tab 
 

 
 
Trade Name – Display-only field, contains Trade or “doing business 
as” Name of the employer staff are entering the Hiring Summary for. 
 
Hiring Requirements – Text field, staff may enter specific hiring 
requirements of the employer.  A maximum of 500 characters may be 
entered. 
 
Recruitment Methods – Staff selects which methods the employer 
uses to recruit jobseekers.  Click appropriate methods from the 

 



Methods Available side and then click the Select button to move 
them to Selected Methods.  Click the Clear button at any time to 
move items out of the Selected Methods. 
 

 
 
Union Representation – Text field, staff may enter information 
relative to union representation for the employer.  A maximum of 200 
characters may be entered in this field. 
 
Created by – Displays the date and time the Hiring Summary 
screen was created, and the logon ID of the staff person who created 
it. 
 
Updated by – Display the date and time the Hiring Summary screen 
was updated, and the logon ID of the staff person who updated it. 
 
Complete all selections and click the Save Hiring Summary button.  
The result will be a completed Hiring Summary Tab. 
 
Benefits Tab  
 

 



 

 

 



Trade Name – Display-only field, contains Trade or “doing business 
as” Name of the employer staff are entering the Benefits tab for. 
 
Benefits – Click the checkbox next to all benefits offered by the 
employer.  Clicking the Check All checkbox will select all benefits in 
the category.  Clicking it a second time will remove all selected 
benefits in this category. 
 
If no benefits are offered by the employer, click the No Benefits 
Offered checkbox.  Once the check box is checked, no benefits may 
be selected unless it is unchecked. 
 
Other Benefits – Text field, employer Benefits not offered in the 
above may be detailed here. 
 
Benefits Comments – Text field, staff may comment about employer 
benefits here.  If the employer has added comments?... 
 
Created by – Displays the date and time the Benefits screen was 
created, and the logon ID of the staff person who created it. 
 
Updated by – Display the date and time the Benefits screen was 
updated, and the logon ID of the staff person who updated it. 
 
Make all necessary selections and click on Save Benefits.  The result 
will be a completed Benefits tab. 
 
Application Instructions Tab 
 

 



 
 
Trade Name – Display-only field, contains Trade or “doing business 
as” Name of the employer staff are entering the Application 
Instructions for. 
 
Application Instructions – Staff will choose from available options.  
This field is either pre-filled with the instructions chosen for the profile 
record, or if the employer has chosen instructions specific to this site 
record they will appear. 
 

Additional Application Instructions – Text field, maximum 1500 
characters can be entered in this field.  This field is either pre-filled 
with the instructions chosen for the profile record, or if the employer 
has chosen instructions specific to this site record they will appear.  If 
Additional Application Instructions are to be entered then Other option 
must be selected. 

Created by – Displays the date and time the Application 
Instructions screen was created, and the logon ID of the staff person 
who created it. 
 
Updated by – Display the date and time the Application 
Instructions screen was updated, and the logon ID of the staff 
person who updated it. 
  

 



Fill in all fields and click the Save Application Instructions button.  
The result will be a completed Application Instructions Tab. 
 
Service Plan Tab  
 

 
 
Trade Name – Displays the Trade Name of the site you are working 
with. 

Select Staff button - Click the Select Staff button.  You will first 
perform a Staff Search to assign yourself or another staff person to 
the Service Plan for this employer. 

 

 



Click the Staff Name hyperlink to insert appropriate staff in the 
Selected Staff List as below: 

 

Primary Contact – When multiple Contacts are listed on the Selected 
Staff List and there are Contacts from more than one County or 
Workforce Development Area, the Primary Contact should be someone 
from the Job Center serving the County where the employer is located, 
unless there is an exceptional or extenuating reason not to do so. 

Do Not Contact This Company – If the company does not wish to be 
contacted, click this checkbox.  A free-text explanation field will 
appear, where you should enter the name of the person who advised 
you of this and the date it happened.   

 

Interests – Check all items the employer is interested in.  Check all 
buttons are there for you to quickly select all the items in the section.  
To deselect an item once you have checked it, simply click the 
checkbox again. 

 



 

Other Interests – If the employer has interests that do not appear in 
this section, click the Other Interests checkbox.  Enter a description in 
the free-text field. 

 
Created by – Displays the date and time the Service Plan screen 
was created, and the logon ID of the staff person who created it. 
 

 



Updated by – Display the date and time the Service Plan screen was 
updated, and the logon ID of the staff person who updated it. 

Once you have entered all applicable Service Plan information click the 
Save Service Plan button. 

NOTE:  If the employer has made changes to the company record, you 
will have to review the changes before you will be allowed to add any 
new screens.  In this case the Save Reviewed button is active but the 
Add button is not.  Simply locate the employer’s highlighted changes 
and click Save Reviewed on that tab.  When you go back to the tab 
you wish to add, it should now be enabled. 

 

Return to Index
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