= Users’ Guide

ASSET FUNCTIONALITY
4-2 ASSET JOB MATCHING FUNCTION

The Job Matching Function in ASSET allows a worker to see what currently open job orders on
JobNet may be available for a specified customer. This process links ASSET to Wisconsin’s
JobNet orders through a match on the occupational coding system called O*NET.

The Job Matching function uses reads the customer’s record to determine the O*NET code or
codes for the customer. Because of this connection, the process relies on what the Case
Manager has entered in the Manage Customer function. This was done on the Case
Management tab, as shown below:

/3 ASSET - Microsoft Internet Explorer _18] x|

J File Edt Wiew Favaorites Tools  Help ﬁ
m ASSET - Customer Details for Kermit Frogg [581)

= A55ET s
..... =) Cage Management

P anage Customers Case
Management
----- I anage Assessments Info

----- anage Emplovability Plan

----- tdanage Programs C Mt bl
. * urrent Hignest school grade -
..... Manage Services CDITID'EtEd? g Ihssomate Degree ;I

Case Management Information:

----- Manage Program Exits

* q 5 A -
lllll Manage Follow-ups Current E ducation Status: | Mot Attending, H.5. Grad = |
..... Manage Customer Notes Single Parent; = Yes &+ po

----- Jaob Matching

----- HELF [455ET System kManual) Man Custadial Parent; ives * Mo
----- Staff Infarmation

_____ Wl Job Center Directory ¥ Cunent Employment Status: INDtEmpIU_I,Ied -I

""" Eul ASSET Action  ONET Code
Remove |49-SD12.I32

0*MET Codes: Remave |5'I -4121.00
Remove |51-41 21.01

Remave |51-4122.02

I [t ) AddO*MET |

Lirk to O*HET

Dirivver™s Li ; . .
IHErS License I Class & - Commercial Motor Yehicle

I" Class B - Commercial Motor Vehicle

[ Mlass [ - Commercial Mobor Yahicle

Note: When the Case Manager determines the type of jobs that a customer is looking for, one
or more O*NET codes can be entered to the customer record. The worker may enter up to ten
different O*NET codes, and may update this information, as the customer’s job search needs
change.
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Using the Job Matching Function:
To launch Job Matching, click on the Job Matching function on the Menu Tree.

This opens the Customer Search page, where the worker can select a Previously
Searched For Customer from the list or do a search for a new customer.

2} ASSET - Microsoft Internet Explorer _18] x|
J File Edt ‘Wiew Favorites Tools  Help i

m ASSET - Customer Search

= ASSET

..... =] Caze Management

----- M anage Customers

----- I anage Aszessments

..... I anage Emplovability Plan
----- Manage Programs

Field: | Laszt Marme

Operator: IBegins With 'I

=

¥ Criteria: IFngg

----- Manage Services
----- M anage Program Esits
..... Manage Follow-ups

(@) 5earch Results:
Last Hame First Mame % 55 |

255-44-8952 51
124-33:3456 181
123-89.7994 521

ACu&tomer

----- Manage Customer Motes

Froag Toady
Froag Sally
Froag E.ermit
Page 1

3 row(z] found.

Job Matching Function & Select a Customer

Clicking on the PIN of the customer for whom the job matching is to be done opens a page that

displays the customer’s O*NET code(s) from Manage Customer. If the O*NET code(s) listed for
this customer are no longer applicable or are invalid, the worker must update or delete the code
on the Manage Customer page. It cannot be done in the Job Matching function.

Using Job Matching:

The job matching functionality affords the worker several options to conduct a job order search
using either O*NET code, geographic location of the job or both as search parameters. The
combination of the two selections will present a listing of job orders.

This is what the page for job match selection looks like:
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/23 ASSET - Microsoft Internet Explorer

J File Edit ‘iew Faworites Tools Help

= ASSET
- Case Management

A atchine

----- - System Reports

----- HELF [5SET Systen kManual)
----- Staff Infarmation

----- Wl Job Center Directony

----- Exit 855ET

ASSET - Job Matching for Phineas Frogg [35])

O*MET Codes [Chooze One Option)

" This 0*NET Code: I Link to O*HET

& The Follawing D*MET Codes:
Customer's Codelz] Available: Selected:

51-4121.01
51-4212.01 Select One |
Select Al |

Remove One |
Remove Al |

IF no O*MET Codelfs] is displayed above
of if ho longer appropriate update the
custarner recond with the correct
0*MET codefs].

Job Order ‘W ork Sites [Choose One Option)

" Entire State

1 Just This Woark Site: I Dane County - Metropalitan M adizon

" The Following ‘work Sites:
Available: Selected:

Adamsz County i’
Ashland County Select Ohe |
Barran County

Bapfield County Select Al |

Brown County and Graen Bay

Buffalo Caurty
Burnett County Hemoye e |

Calumet County

Chippewa County
Clark, Courmty =] Femove Al |

Search |

The upper part of the page is where the O*NET parameters are entered. The lower part of the
page is where the Job Order Worksite parameter is entered. Clicking on the selected radio
buttons creates the search criteria for this customer’s job matching.

O*NET Options:

1 Check this option to use a new O*NET code (used only for this match and is not retained on

the customer record).

ASSET Users’ Guide

Note: You may enter just the high-level O*NET job family code,
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which is the first two characters of the code. This will result in a broad spectrum of job
orders that are in the job family. You may use additional digits beyond the two for job family,
but the format must be correct. The format is ##-####. ##. If the job family is used, enter
just two numbers, but if more numbers are entered, the format is necessary. For example,
this is one possible option: 41-10, but this not: 4110.

2 Check this option for O*NET codes on the Manage Customer record. All available codes
that are displayed will be displayed in the Customer’s Code(s) Available box. If the worker
opts to search on one of these codes at a time, click on the O*NET code on the left side to
highlight it, and then click on the Select One button. That O*NET code will move to the right
column of selected codes. To move all the codes from the Available column to the
Selected column, use the Select All button.

The second parameter for job order search is geographic location of the job. The worker, based
on the customer’s access to transportation and willingness to commute or move for a job, can
limit the job order search to just one county, to a number of selected counties, or to the entire
state.

e e

custamer record with the carect

Job Order *Work Sites [Choosze One Option)
3
" Entire State
4 1 Just This wWark Site: | Dane County - Metropolitan M adizon ;l
" The Following “Work Sites:
Available: Selected:
Adams County il —I
5 Azhland County Gl One
Barron County
Bayfield Caunty Seleat Al |
Brown County and Green Bay
Buffalo County
Burnett County MI
Calumet County
Chippewa Couty |
Clark. County LI Framnovz Al

Search

3 Click on this radio button for Entire State.

4  Click on this radio button for Just This Worksite — which is a dropdown of all the job order
sites in JobNet. The default is based on the customer’s residential county code in Manage
Customer. Note that some counties have more than one worksite option in JobNet, so the
default is the first one in the list for that county.
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5 Click on this radio button for a selection of sites. Find the county/worksites for search and
click on the choice in the Available column. Then click on the Select One button and that
selection will appear on the right side (Selected) column.

Once the O*NET and Job Order Worksite parameters are set, click on the Search button.
If there are jobs available on JobNet for the O*NET code(s) and location(s) selected, a page
displays listing all the open job orders that meet the search criteria.

This is an example of the Job Order List that appears if there are open JobNet orders for the
O*NET codes and Location(s) selected. Job Order Number and Job Title show on the list.

“3 ASSET - Microsoft Internet Explorer . . & x|
J File  Edit Wiew Favaorites Tools  Help I \ ﬁ
¥ i A ¥

MO Job Order List
o ASSET
<o [ Caze Management
----- b b atching ONET CIIIIZIE(S): 51
e [#]- Spatem Reports , i ) )
_____ HELP [AS5ET System Manual] Counties: Dane County - Metropolitan Madizon
----- Staff Information
""" LSOl S Job Order Number
----- Exit AS5ET i ) -
[, 000327974 Packaging Techrician
1000326101 Tnk Jet Operator
1000324672 \CHC Router Operator
1000324303 Maintenance Supervisor
1000324301 Production Supervisor
(000324293 Painter
[000323410 Furniture Finisher
lo00323228 Textile Worker
[000323181 \Assembly
looo323160 MANUAL MACHINIST
looo322352 DelifCandy Sales
[o00322300 Bindery Supervisor
1000322138 Production
1000321872 Bindery Worker r

To view any specific job order, click on the Job Order Number link (underlined). This opens a
new browser window that launches JobNet. The page that displays is the complete job order as
it appears on JobNet. This session is imposed on top of the ASSET session, as shown on the
next page:
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L -
*
m Job Order List
o ASSET iy ] |
""" (- Case anagemer J File Edit ‘Wiew Faworites Tools  Help i
----- [ Systern Reports -
..... HELP (ASSET Syeter /mb /
----- Staff Information LY
----- W1 Job Center Direch
,,,,, Exit ASSET JobMet Home Page » New Location = MNew Occupation | |
----- [#]- Administration T o
Production
{(Job Number 322138)
The Case Manager may print the Job Order by clicking on the print button in the JobNet
browser window. The Case Manager may repeat this process for any job order listed.
/ 15
J File Edt Wiew Favaorites Tools  Help I ‘
[«-» QR ddmd B B-a=zd /
|UUU.) == LT IJ. IO T 1O 1151 ﬂ
m 1000323228 (Textile Worker |
000323181 Assembly [
e ASSET ]

000323160 MANUAL
23 JobMet Jobs Detail - Microsoft Internet Explorer

..... [#- System Reports J File  Edit ‘iew Favorites Tools  Help
..... HELF [ASSET Spster

..... Staff Infarmation J@v#v@ﬁl@@@@“%‘gg
----- W1 Job Center Directo

..... Evit ASSET /mb /

..... [ Administration Too LY

..... - Casze Management

JobMet Home Page = Mew Location = Mew Occupation

Production
(Job Number 322138)
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To close the job order, click on the X (close) button on the JobNet browser session. The user

is returned to the ASSET session.
2} ASSET - Microsoft Internet Explorer — =] x|

J File Edit Wiew Faworites  Tools  Help |J S - = - at | e lE= < @“%' = B \ i

Joh Order T st \ =

Il 3 10bNet Jobs Detail - Microsoft Internet Explorer oy ] 4|
J File Edit “iew Fawvoribes Tools  Help “ P @ ) | @ E3| @ @ | %v = = ﬁ
-
= ey ]
,r’/ [)b_.."f
! INIE T/

JobIet Home Page = INew Location = Mew Oooupation

If there are no current job openings on JobNet with this O*NET code for the location(s) selected,
the following page displays:

/3 ASSET - Microsoft Internet Explorer _18] x|

| Fle Edt Wiew Favorites Tools Help |J A i | DN AED I RD-SH i
m Job Order List

o ASSET
..... - Case Management
..... lob katchine y
—t1=‘-“" t ONET Code(s): 22
..... &) Gpstem Reports . . i i !
..... HELP [ASSET System Manual] Counties: Dane County - Cutside Metropolitan Madison

----- Staff Information
----- /1 Jab Center Directory Tob Crder Mumber

----- Exit ASSET =
Mo Job Orders Watch the Clhents OINET Code.

..... - Adminizstration Tools

After completing Job Matching, any referrals to an open job order should be documented by the
Case Manager, in ASSET, under Manage Services. The worker may directly navigate to
Manage Services (Case Management Function), and select this same customer for reporting
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the Job Referral as a Core Staff Assisted Service. If multiple job referrals are provided, each
Job Order Number should be recorded.

Return to Index — Click here
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