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OWCMS: Employer Services

The majority of options under the Employer menu in OWCMS became obsolete a few years ago.
The menu options became obsolete when Job Match was decommissioned. However, the
Employer Services screen has been updated and modified in order to effectively track employer
services provided.

Accessing the Employer Services Screen

After successfully logging into OWCMS and selecting your LE office, select the Employer
Search/Services option from the Employer hover menu.

LE Veteran MSFW Employer Staff Functions Reports LMl Administrative Help
Case Load View Employer | Resume Referrals
- 1.44.44
@ Employer Search ! Services
LE
Case Load View
NAME: FELTY, DAVID
Sele... | Job Seeker Name SSN Seeker ID | MGS Seeker ID| Case Status | Last Service Date | Pending Soft Exit| Exit Date

| BROWN, JABARI b 9999 | | 4336332 ACTVE B/52017 t

| DIS OUTH 61202017 I

| JACKSON ALY 1 1082 SM2MT N

| JONES, INDLAMA 892N T r

| WETERAN RAMBO ACTNVE SH0EZMT t

Filter By Assigned Cases - | Filter By Case Status
| LE Staff | Active Exited Held
Added Service Inactive Incomplete Pending Soft Exit
Filter By Case Assigned By Print |
Case Bank I :
Filter By Client Program
{ SNAP [ TANF __ County |
Case Worker |
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Employer Search Screen

The Employer Search screen displays. A search for an employer must be performed and then
selected in order to add an employer service. The search can be performed on the following
fields:

e Employer Name
e FEIN

If an employer is entered in the system and matches your search criteria, the results will be
displayed as you type. The list of employers are compiled from the Ohio Business Gateway and
OhioMeansJobs. Once the desired employer is located, click on the employer record from the
drop-down search results.

Note: Reference Appendix A: Entering a New Employer if the desired employer cannot be
initially located in search.

LE Meteran MSFW Employer StaffFunctions Reports LM Administrative Help

Select Employer

@‘ % 1.44.44
Employer Search
Employer Name COSMIC DAVE FEIN
mplover Name ! hHoldHb
Street COSMIC DAVES FRANCHISE
Address CORPORATION 201808018 54011821 County New Employer

COSMIC DAVES FRANCHISE

L
Zip CORPORATION 201608016 52686728 7 p—— -

Employer Locat
Add Employe View/Edit Employer Profile
Employer Location View/Edit Delete Contacts
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Select Employer

The record selected displays on the Employer Search screen with additional location information
is available.

Employer services are going to be tracked by employer location in order to distinguish the
services provided to large corporations with multiple locations. Therefore, you must select a
location prior to adding an Employer Service.

If the desired location is not listed or if no employer locations are listed, you have the ability to
add a new employer location. Click the Add Employer Location button on the Employer Search
screen.

COSMIC DAVES FRANCHISE CORPORATION
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Adding an Employer Location

The Employer Location dialogue box displays. Enter the Street Address and the Zip Code into
the appropriate fields. Click on the Save button.
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The location has now been added to the employer record in the Employer Location section of the
Select Employer screen.

1. View/Edit: The View/Edit button allows you to view and/or edit the location information
for the selected employer.

2. Delete: The Delete button allows you to delete (given permissions) the location
information from the selected employer’s record.

3. Contacts: The Contacts button allows you to view, edit, and/or add contacts to an
employer location.

COSMIC DAVES FRANCHISE CORPORATION 201808016
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Adding Contact Information to an Employer Location

Optional: Once a location has been added to an Employer Record, employer contact information
can be added to the location if desired. The employer’s contact information can be beneficial
when working with employers at specific locations for yourself and co-workers.

Click on the Contacts button that corresponds to the desired Employer Location from the
Employer Search Results screen.

COSMIC DAVES FRANCHISE CORPORATION 201808016

I
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The Employer Location Contacts dialogue box displays. Add the contact information as follows:

1. Click the Add Contact button.

2. Enter the available contact information for the employer location.
3. Click the Add button once the information has been entered.

1

oo
2

(514} 466-5871 ]
David Fetty@ijfs.ohio.gov

3

The “Record(s) saved” message in green text will appear once contact information has been
successfully saved. Click the Return button.

oo e [ [ewowe |

# | o

David Fety@ijfs.ohio.gov
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Adding an Employer Service

As previously stated, employer services will be tracked by the employer location. The Employer
Services section will display upon clicking on the desired location in the Employer Location
section of the Select Employer screen.

Click the Add Employer Service button.

LE Weteran MWSFW Employer StaffFunctions Reports LMl Administrative Help

COSMIC DAVES FRANCHISE CORPORATION 201608016
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The Employer Service dialogue box displays.

Employer Service x

Employer Location : 4020 EAST 5TH AVE - COLUMBUS - OH - FRANKLIN -
43219

Service Date 0612212017 o
Service Type . e

Aszsigning Staff FELTY. D

, DAVID

Office 251 CENTRAL OFFICE

Staff Comments e

Enter the employer service by entering the information as follows:

1. Click the Calendar Icon in order to select the Service Date, or manually type the date in
the Service Date field in the XX/XX/XXXX format.

X
o o« June, 2017 >
Sun KMon Tue Wed Thu Fri Sat
1 2
5 & 7 & o
12 13 14 15 16
19 20 21 22 23
28 27 28 259 30
06/22/2017 | Clean | Today

2. Click the Select Service Type arrow in order to select the service type from the Select
Employer Service Type dialogue box.
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Note: The following screenshot displays a comprehensive list of the available employer services:

Select Employer Service Type X
Employer Service Type |
Access to Ul Laws, Regulations, and Information P

Apprenticeships/Youth Apprenticeship
Employee Development
Employer Needs Assessment

Employment Laws and Regulations/Fair Labor Practices

m

Ex-Offenders Bonding Information/Assistance
Job Order Follow up

Job Posting Assistance

Job Shadowing

Labor Market Information Activities
Mentoring

Ohio Learn to Earn

On-the-Job Training

Participated in Job Fair

Provided Access to Translation Services
Provizion of Rapid Response Activities
Received OhioMeansJobs Center Orientation
Referral for Customized Training

Resume Referral

m

Skils Enhancement

Tax Incentives and Credit Information (WOTC)
“Veteran Employer Contact

Website Demonstration (OhicMeansJobs.com)

Workplace/industry Tours

1

4 | Il | »

3. Enter any necessary comments in the Staff Comments field.

Click the Save button once all information has been entered and reviewed.
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The Select Employer screen displays with the service successfully added to the Employer
Services section.

1. View/Edit: The View/Edit button allows the user to view and edit (given permissions)
the entered service for an employer location.

2. Delete: The Delete button allows the user to delete (given permissions) the entered
service for an employer location.

LE Weteran MSFW Employer StaffFunctions Reports LMI Administrative Help

COSMIC DAVES FRANCHISE CORPORATION 201608016
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Appendix A: Entering a New Employer

If the desired employer cannot be located by utilizing the Employer Search screen, please contact
the OMJ Help Desk at:

e OMJ-HELP-DESK@ijfs.ohio.gov
e 1.888.296.7541, Option #4

The OMJ Help Desk will add the employer to the OWCMS Employer Database.
Please include the following information in your email, or have it readily available if calling:

FEIN

Business Name

NAICS Code and/or NAICS Description
Employer Type

Employer Profile X

)
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