
System Report - Job Orders to Close  
This report shows orders that will be closing soon.  The report defaults 
to all orders for your job center for orders closing within 30 days.   

 

You can change the job center or limit the report to a specific Order 
Responsible staff by clicking that option in the dropdown box.  To limit 
the report to job orders closing in a specific time period simply type 
the number of days you are looking for in the box and click the 
Search button.   

The report can be sorted by Staff Name, Job Order Effective Date, Site 
Trade Name, Job Title, Job Order Number or Suppression indicator by 
clicking any of the column headings. 

An ‘X’ in the Suppressed Order column indicates those orders where 
the employer does not wish to be identified to jobseekers. 
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