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ACCESSING KANSASWOKS: 

Go to www.kansasworks.com  

 
KANSASWORKS EMPLOYER RESOURCES: 
 
KANSASWORKS has a variety of resources available to employers accessible from the home page.  To 
ŀŎŎŜǎǎ ǘƘŜǎŜ ǊŜǎƻǳǊŎŜǎΣ ǎŜƭŜŎǘ άwŜǎƻǳǊŎŜǎέΣ ά9ƳǇƭƻȅŜǊ wŜǎƻǳǊŎŜǎέΣ ǘƘŜƴ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 
 

¶ Incentive/Training 
o Kansas Industrial Training (KIT) 
o Kansas Industrial Retraining (KIR) 
o Investments in Major Projects & Comprehension 
o Federal Bonding 
o Registered Apprenticeship 
o Early Childhood Association Apprenticeship Program (ECAAP) 
o Incumbent Worker Training 
o Disability Incentives 

¶ ECAAP Apprenticeship 

¶ Helpful Links 
o ONET 
o Kansas Resource Guide 
o Unemployment Insurance 

¶ Other Federal Programs 
o ±ŜǘŜǊŀƴΩǎ tǊƛƻǊƛǘȅ ƻŦ {ŜǊǾƛŎŜ 
o Closings and Mass Layoffs 
o Rapid Response 
o Foreign Labor Certification 

¶ Disability Resources 

¶ Training 

 

http://www.kansasworks.com/
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CREATING AN EMPLOYER ACCOUNT: 
 

 
 
At home page, www.kansasworks.com, go to Find Employee> Create an Account 
 
The first screen you will receive is the agreement for the Employers Use Policy, discussed earlier: 
Scroll to the bottom of the agreement and make the appropriate selection from the choices as shown 
below: 
 

 
 
Once you have accepted the employer use policy agreement, the following new account screen will 
appear: 

http://www.kansasworks.com/
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Enter all of the pertinent information and click άsubmitέ.  NOTE:  If a blue asterisk * appears, the 
information is mandatory.  Please be aware the Federal Employment ID Number and State Employer ID 
Number are mandatory fields considered in the application process.  
 
Once completed, the following message will be returned to you pending employer approval.   
 

 
 
You will receive a confirmation email confirming your registration as an employer on KANSASWORKS 
(shown below): 
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Once the employer approval process has been completed (typically 24-72 hours) and no further 
information is needed, you will receive the following email at the designated email address on your 
employer account: 
 

 
 
NOTE:  It is important to write down your username and password once you receive notification of your 
account approval as you will need this information to access KANSASWORKS employer screens from this 
point forward. 



  
Page 7 

 
  

CREATING/POSTING JOB ORDERS: 
 
!ǘ ǘƘŜ aȅ IƻƳŜ tŀƎŜΣ ŎƭƛŎƪ ƻƴ άaȅ Wƻō tƻǎǘƛƴƎǎέ: 
 

 
 
/ƭƛŎƪ ƻƴ άtƻǎǘ ! WƻōέΥ 
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Job Orders are a 4 step process beginning with:  
 
1) Job Details 
 
This is a comprehensive collection of:  Job Posting Preferences, Internal Information, Job Location 
Information, Job Details, Benefits, Kansas WorkReady! Certificates, Job Profile WorkKeys Scores, and Job 
Matching sections.   
 
To create a job order, begin with Step 1:  Job Posting Preferences, enter pertinent information relating 
to the job posting desired: 
 

 
 
hƴŎŜ ȅƻǳΩǾŜ ŎƻƳǇƭŜǘŜŘ ŜƴǘǊȅ ƻƴ ǘƘŜ Ƨƻō ǇƻǎǘƛƴƎ ǇǊŜŦŜǊŜnces, proceed to Internal Information: 
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And, on to Job Location Information: 

 
 
Next, to Job Details: 
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bŜȄǘΣ ǇǊƻŎŜŜŘ ǘƻ .ŜƴŜŦƛǘǎΧ 
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Enter benefits applicable information for this job posting: 

 
 
Proceed to Kansas WorkReady! Certificate and enter pertinent information: 

 
 
Lastly, on step 1 the final section to complete is the Job Matching section. 
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hƴŎŜ ǘƘŜ Wƻō ¢ƛǘƭŜ ŀƴŘ hb9¢ ŎŀǘŜƎƻǊȅ ƛǎ ŘŜǎƛƎƴŀǘŜŘΣ ŎƭƛŎƪ άbŜȄǘ {ǘŜǇέΦ  ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ {ǘŜǇ н ƛƴ ǘƘŜ 
process for creating a job order. 
 
2)  Select Occupation 
 
If the appropriate occupation is identified in the pre-selected occupations screen, click the radio button 
for the appropriate choice.  If the occupation which best fits this job posting does not appear, click on 
άbƻƴŜ ƻŦ ǘƘŜǎŜ ƳŀǘŎƘ ǘƘŜ Ƨƻō L ŀƳ ǇƻǎǘƛƴƎέ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ {ǘŜǇέΦ 
 



  
Page 13 

 
  

/ƭƛŎƪ ƻƴ άaƻǎǘ /ƻƳƳƻƴέ ƻǊ ǘȅǇŜ ŀ ƪŜȅǿƻǊŘ ǘƻ ǊŜǘǳǊƴ ŀ ƭƛǎǘƛƴƎ ƻŦ ǘƘƻǎŜ ƻŎŎǳǇŀǘƛƻƴǎ ǘƻ ŎƘƻƻǎŜ ŀƴ 
ŀǇǇǊƻǇǊƛŀǘŜ ƻŎŎǳǇŀǘƛƻƴ ŦƻǊ ǘƘŜ Ƨƻō ǘƛǘƭŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘΦ  /ƭƛŎƪ ά{ŜŀǊŎƘέΦ  ±ƛŜǿ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ 
occupation that best fits the job you are posting.   
 

 

 
 
Lƴ ǘƘŜ άƳƻǎǘ ŎƻƳƳƻƴέ ǊŜǎǳƭǘǎΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŀǎǎƻŎƛŀǘŜ ǘƘŜ Ǉƻǎƛǘƛƻƴ ƻŎŎǳǇŀǘƛƻƴ ŎƻŘŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ 
ά!ŘŘ ǘƻ Wƻō tƻǎǘƛƴƎέ ƻǊ Ǝŀƛƴ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ƻŎŎǳǇŀǘƛƻƴŀƭ ǎŜƭŜŎǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ 
ά5ŜǎŎǊƛǇǘƛƻƴέΦ  


