
Staff Action - Manage Employer Updates 
All employer updates made to job orders, company records or contact 
records are tracked in JobNet Business.  To view a list of employer 
updates click the Manage Employer Updates item on the menu tree.  
The result will be the Employer Updates screen as shown below: 

 

This screen is made up of three sections: 

Job orders updated by employers, for your job center – 

This section includes a hyperlink to the job order, date of of change, 
job title, site trade name and a count of how many fields the employer 
changed.  You may reorder this list by simply clicking the column 
headings.  Click the page numbers at the bottom of the list to view 
more job orders. 

This list is informational only, but it is recommended that employer-
updated job orders be reviewed to ensure that the changes are 
appropriate. To display a job order on this list, click once on the Job 



Order Number hyperlink. The response will be the Job Order screen. 
The fields that the employer updated are highlighted in yellow. 

 

 

When the changes on a job order have been reviewed, click once in 
the Save Reviewed button on the job order.  The line entry for this 
job order will be deleted from the list.  

Company Records Updated by Employers Statewide – 

This list displays information about company records that have been 
updated by an employer.  

Each line entry displays the Site Trade Name, Date of Change, Profile 
trade name, Site City and Status. The Site Trade Name is a hyperlink 
to the Site Location screen. 

The list may also be sorted by Date of Change or Profile Trade Name 
Site City and Status by clicking the column headings. 

To display a company record on this list, click once on the Site Trade 
Name. The response will be the Site Location screen.  Changes made 
by the employer will be highlighted in yellow. 

 

This list is informational only, but it is recommended that employer-
updated company records be reviewed to ensure that the changes are 
appropriate. 



When all changes to the company record have been reviewed, click 
once on the Save Reviewed button. The line entry will be deleted 
from the list.  

Contact Records Updated by Employers Statewide – 

This list displays information about contact records that have been 
updated by an employer.  

Each line entry displays the Contact Name, Date of Change, Profile 
Trade Name, Contact City and Status. The Contact Name is a hyperlink 
to the Site Location screen. 

The list may also be sorted by Date of Change or Profile Trade Name 
Site City and Status by clicking the column headings. 

To display a company record on this list, click once on the Site Trade 
Name. The response will be the Contact screen.  Changes made by 
the employer will be highlighted in yellow. 

 

This list is informational only, but it is recommended that employer-
updated contact records be reviewed to ensure that the changes are 
appropriate. 

When all changes to the company record have been reviewed, click 
once on the Save Reviewed button. The line entry will be deleted 
from the list.  
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