ACCESSING KANSASWOKS:

Go towww.kansasworks.com

KANSASWORKS EMPLOYER RESOQURCES

KANSA®B/ORKS has a variety of resources available to employers accessible froonte@age. To
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1 Incentive/Training

Kansas Industrial Training (KIT)

Kansas Industrial Retraining (KIR)

Investments in Major Projects & Comprehension
Federal Bonding

Registered Apprenticeship

O OO0 O0OO0OO0O0o

Incumbent Worker Training
o Disability Incentives
ECAAP Apprenticeship
Helpful Links
o ONET
o Kansas Resource Guide
0 Unemployment Insurance
9 Other Federal Programs

=a =

Early Childhoodssociation Apprenticeship Program (ECAAP)
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o Closings and Mass Layoffs
0 Rapid Response
0 Foreign Labor Certification
Disability Resources
Training

= =

@ KANSASWORKS.com

Home ABOUT US
Find a Job
Find Employees

Job Seeker Resources
FAQ/Help Training Providers 3 ECAAP Apprenticeship
Job Fairs Labor Market Information » Helpful Links
WORKReady! Workforce Professionals  » Other Federal Programs

Occupational Research Disability Resources

Quick Links = ==

Training

@ FIND YOUR % CAREER TECHNICAL
INTERESTS =¥ EDUCATION SEARCH

Languages | EOE | Privacy | Browser Help | Protect Yourself

Statistics

14310 Jobs
50184 Resumes

LOG IN

Username

Password

Forgot your password?

Not Registered Yet?
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http://www.kansasworks.com/

CREATING AN EMPLOYER ACCOUNT:

- @ KANSASWORKS.com

Home ABOUT US LOG IN

Find a Job Username

Qverview Password
Resources Quick Resume Search _
Log in
FAQ/Help Employer Use Policy
Job Fairs Not Registered Yet?
WORKReady! Learn more:

Job Seekers
Quick Links e FIND A 10OB
k]

Employers

FIND EMPLOYEES

INTERESTS EDUCATION SEARCH

-
e FIND YOUR e CAREER TECHNICAL
L -_

Languages | EQE | Privacy | Browser Help | Protect Yourself

Statistics

14095 Jobs
50457 Resumes

At home page www.kansasworks.congo to Find Employee> Create an Account

The first screen you will oeive 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:

ACCEPTANCE
| have read and understand all of this policy on Employer Use and will comply with its provisions. | also understand
any violation of this policy or this agreement will result in loss of access to KANSASWORKS.

| Accept | Decline Decision Pending

Once you have accepted the employer use policy agreement, the followimgosount screen will
appear:
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http://www.kansasworks.com/

@ KANSASWORKS.com LOG IN

Home >> Find Employees > > Create an Account E
Home

Find a Job New Account Creation for Employer

Find Employees

* inthcates & required fisid

Resources

# Usarname | |
Contact
FAQ/Help * Password | |
Job Fairs * Confirm Password | |

ol
WORKReady! Email Addrass |
* Security Question ‘What is your mother's maiden namea? El
* Answer | |

* Company Name | |

* Company Description
(1000 character max.)

¥ Check spell

* Addrass | |

Address Line 2 | |

*City | |

* EState Kansas E|

* ZIP/Postal Code |

* Country | United States [=]

International | |
State/Province/County

Company website |

* Number of Current Pleaze select one El
Employees

* Federal Employment 430727000 |
ID Number

* State Employer ID 091356 |
Number

* Federal Contractor

0 Yes

= Ownership | State or Local Government Employer [+ ]
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* Contact First Name | |

Contact Middle Name | |

* Contact Last Name | |

* Contact Job Title | |

* phone [ DOO-O00-00CO Bt [+ ]

Fax | 000-000-0000 |

If the company identifies itself or has been identified as part of a recognized "Green Indusiry’ sector
or cluster, plesse select the sector that best identifies your company's area of participation.

Green Industry

@ MNA

) Renewsble Energy Generation: This sector covers
activities related to developing and using energy
sources such as solar, wind, geothermal, and biomass.
This sector also includes traditional, non-renawsakble
sources of energy undergoing significant gresn
technological changes (e.g., oil. coal, gas, and
nuclear).

") Transportation: This sector covers activities related to
increasing efficiency andfor reducing environmental
impact of varous medes of transportation including
trucking, mass transit, freight rail, and so forth.

) Energy Efficiency: This sector covers activities related
to increasing energy efficiency (broadly defined).
making energy demand response more effective,
constructing “"smart grids", and so forth.

") Green Constroction: This sector covers activities
related to constructing new green buildings, retrofitting
residential and commercial buildings, and installing
other green construction technology.

) Energy Trading: This sector covers financial services
related to buying and selling energy as an economic
commuodity, as well as carbon trading projects.

) Energy and Carbon Capture and Storage: This sector
cowers activities related to capturing and storing
energy and'or carbon emissions, as well as
technologies related to power plants using the
integrated gasification combined cydle (IGCC)
technigue.

) Research, Design, and Consulting Services: This
sector encompasses "indirect jobs" to the green
economy which incledes activities such as energy
consulting or research and other related business
services.

") Environment Protection: This sector covers activities
related to environmental remediation, climate change
adaptation, and ensuring or enhancing air quality.

) Agriculture and Forestry: This sector covers activities
related to wsing matural pesticides, efficient land
management or farming, and aquaculture.
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How did you hear about our services? {Check all that
apply.)}

Word of mouth

[l Brochure/Flyer
(] Internet

O Mewspapar

Radic

B v

Highway Billboard
Other

If Other, please |
specify

Submit Clear

Enter all of the pertinent information and clidlsubmi€. NOTE: If a blue asterisk * appears, the
information is mandatory.Pleasebe awarethe FederaEmployment ID Number and State Employer ID
Number are mandatorfields considered in the application process.

Once completed, the following message will be returned to you pending employer approval.

LOG OUT
e KANSASWORKS.com Logged in as Jones Test,

My Home Page

Resources

YOU

Contact
FAQ/Help

Job Fairs

WORKReady! 5

KANSASWORKS will review your application and respond within
two business days.
You'll recsive an e-mail when your account is approved. You may pest job apenings naw by

visiting your home page. Once your account is approved, your job orders will become
available in public searches.

Visit Your Home Page

EOQE | Privacy | Browser Help | Protect Yourself

You will receive a confirmation emaibnfirmingyour registration as an employer dANSA®/ORKS
(shown below):
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== PO Thank you for visiting KANSASWORKS! - Message (Plain Text) =

Message

Ignore x il i} $ P2l Meeting |- Movete:? % To Manager j (£ Rutes - [ Mark Unread a}-) i Find 1;
- - (34 Team E-mail + Done » 4] OneNote [ Categorize ~ 2y Related -
« Delete | Reply Reply Forward i - |a ~|| Move Translate aom
& Junk o ajWiore i Reply & Delete ‘iz Create New = + [ Adiens - ¥ Follow Up ~ lg select~
Delete Respond Quick Steps 3 Move Tags 5 Editing Zoom
© Extra line breaks in this message were removed.
From: ajhelp@ajla.net Sent: Fri10/5/2012 1:44 PM
To: Shelly R. Jones
ce
|| subject: Thank you for visiting KANSASWORKS!
(ix)

Thank you for registering with KANSASWORKS!

Job Link is an interactive web application created to bring Kansas job seekers and employers together.

As an employer, you can directly post, update, and close job orders for open positions via an interactive, on-line skill matching tool. Matches are made between
employers' job postings and job seekers' resumes. Matches are based on how well the experience, education, and skills of the job seeker align with the
qualifications that you desire in your prospective employee. You will be able to view posted resumes of skilled individuals to fill open positions on-line.

You can electronically contact job seekers (through e-mail) to recruit potential candidates for open job positions.

Thanks again for visiting. If you have any further questions or are in need of additional information please refer to our "Help"
section, which you can access by clicking on the question marks scattered throughout the site. We wish you the best of luck at finding job matches and we hope

to see you again at https://www.kansasworks.com.
Please note that job orders that you post will not become visible to job seekers until we are able to verify your information.

Following is the Username you registered with:
Username: Jones7373

The KANSASWORKS Support Team

@ See more about: KIL Help Desk, DD ~

Once the employer approval process has been comgldtgpically 2472 hours)and no further
information is needed, you will receive the following email at the designated email address on your
employer account:

- - -—— - N
== * ¥ = Your KANSASWORKS account has been approved - Message (Plain Text) o 0 )
5 S [P rpamrr—— -
Ignore x y ] o Bhmeetng (23 Moveto: 7 (3} To Manager % @ Rules~ |3 Mark Unread a%) & Find Q
- - 34 Team E-mail & Done . W] oneNote | B Categorize ~ 2y Related ~
- Delete  Reply Reply Forward ¥ - S Move Translate Zoom
& tunk Pl Aﬂy 2 More (S Reply & Delete 7 Create New = 2 [ adions~ | ¥ Follow Up ~ " [ Select -
Delete Respond Quick Steps ) Maove Tags 5 Editing Zoom
From: ajlhelp @ajla.net Sent: Fri 10/5/2012 1:49 PM
To: Shelly R. Jones
ce
Subject: ‘Your KANSASWORKS account has been approved
|l
Your KANSASWORKS account has been approved. You may post job openings now by visiting your home page.
Any jobs you have posted prior to the approval of your account will now be available in public searches.
I
I
i
I
I
|
@ Seemoreabout: KIL Help Desk. DD A
L — = = = _——— A

NOTE: Itis important to write down yousername and password once you receive notification of your
account approval as you will need this information to ac¢esBISAB/ORKS employer screens from this
point forward.
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CREATING/POSTING JOB ORDERS:

l'd GKS a@& 12YS tI3Sz: O0f A 01

@

LOG OUT
KANSASWOR KS .com Logged in as Jones Test.

My Home Page
Resources
Contact
FAQ/Help

Job Fairs

WORKReady!
Home >> My Home Page

Welcome, Shelly from Jones Test!

Our personalized home page gives you a broad range of tools to keep KANSASWORKS
working to help you find qualified employees. By keeping your company profile up to date
you're also keeping potential employees up to date. Follow the links below to manage
and maintain all aspects of your profile.

Search Resumes

My Job Postings

Saved Searches

Contact Info/Password

Activity Log

Employer Use Policy

EOE | Privacy | Browser Help | Protect Yourself

7

/I tAO1 2y atz2ad ! W20¢Y
@ KANSASWORKS.com

Home >> My Home Page >> My Job Postings

My Home Page

Resources My ACTIVE Job Postings

Contact

clicking the appropriate link.
Job Fairs

WORKReady! & POST A JOB

As you post new jobs they will be listed on this page. Once a job is listed, you can
FAQ/Help change its expiration date, inactivate/reactivate, edit the listing content or delete it by

2y daée W20

LOG OUT

Logged in as Jones Test.

t
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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 VRaikdy Certifiates, Job Profile WorkKeys Scores, and Job

Matching sections.

To create a job order, begin witbtep 1: Job Posting Preferencester pertinent information relating
to the job posting desired:

LOG OUT
e KANSAS WOR KS .com Logged in as Jones Test.

My Home Page

Resources Post a Job 1 ;j\/ C_’.} '_{4_":
Job Select Reply Review

Contact Details  Occupation  Options & Edit

FAQ/Help

Select an existing Job Posting to pre-fill
Job Fairs

* indicates a reguired field

WORKReady!

Job Posting Preferences
Mote: This will not appear on your job posting.

* Disclosure Type

@  Public - Potential employees will see all job
information, including all contact information.

Public (Limited) - Potential employees will see all
job information except company information. They
can respond to your ad through a confidential link
provided to them

Private - Job does net display te the potential
employees but is available to KANSASWORKS

* Date this job 10/05/2012

should be posted

Number of days

before expiration

Absolute expiration mm/ddiyyyy

date

Would you like to receive resume matches by email?

@ Yes
@ No
Contact email | sjones{@kansascommerce.com |

hyOS 22dzQ@S 02YLX SiGSR SntésNkoceadyo Iriteindl InrenationtJ2 & G A y 3 LIN
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Internal Information
MNote: This will not appear on your job peosting.

Is this an Affirmative Action job?
@ Yes

No

Was this job created with stimulus funding?
@ Yes

No

Is this a green job?
@ Yes

@ Mo

Notes to yourself
(2000 character max.)

¥ Check spelling

And, on to Job Location Information:

Job Location Information

We have filled the location for this posting from your account Company
Information. To insure that your posting is displayed in the correct location, please
update the address to match the actual location of the job. Updating the
information here will not change your account Company Information or other Job
Postings.

= Company Name | Jones Test |

* Address ‘ 1000 SW Jackson ‘

Address Line2 [ Suite 100 |

= City |Topeka |

= State | Kansas =]
= ZIP/Postal Code 66612
* Country United States E|

State/Province/County

Website ‘ www.kansasworks.com

Company Description
(2000 character max.)

Test Employer File -

*% Check spelling

Next, to Job Details:
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= Hours per week | Please select Hours per week[~]

per Week, if Other
Options

Job Details

* Number of jobs

* Education required | Please select [~]
Select Annual or Hourly to enter only a wage range by supplying a minimum and Overtime available
maximum salary or select "other” to supply a minimum and maximum salary as
well as define other salary options such as 'payment per mile’ or 'payment per
piece'

= Salary Period | Annual [~]

If other, please explain
 vinimum salary [ |
 Wasimum satary [ ]

Commission/tips | Please Select[~]

Overtime mandatory

Yes

No

Display salary information

= Date job begins [ 1010512012

Travel required

Yes
“ Description of job
(4000 character max.)

No

Accessible to public transportation
¥ Check speling

Duties of job.
(4000 character max.)

Relocation required
¥ Check speling

Requirements of job
(4000 character max.)

= Driver's license  Please Select =]
requirements.
- . On-the-job training
ndorsements Hazmat
O Yes

Restrictions 12 GE
Airbrakes
[F] School B
choot Bus (A Registered Apprenticeship pragram is one that was approved and registered by both the
AL EEREE Kansas Department of Commerce and Kansas Apprenticeship Council )
Class A, except tractor/trailer Is your company a Registered Apprenticeship
No CDL Restrictions SFELE

© Yes
* Years of experience | Please Select [=] No
required

Please select all that apply

Shifts available Registration Number I:l
Day
Evening
Night
Rotating
split
No Preference

Day Shift Starts |[NA  [+] 0[+] Ends [NA [+] 00[=]
AN s - A A x
Evening Shift Starts | N/A [ 0[] Ends NA [+] 00[=] b SEUZ LINE OSSR u2z
Night shift Starts  |[NIA_ [=] 0[+] Ends [NA [+] 00[=]

Other shift schedules
(2000 character max.)

" Check spelling

= Employment type | Please select Employment type [+]
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Enter benefits applicable information for this job posting:

Benefits
Medical plan | Please Select One [~ ]
Medical Coverage | Please Select One [+

Please select all that apply
Other Benefits

[0 Dental Plan

Life Insurance

Paid Vacation
Retirement Plan
Disability

Incentive Pay

Tuition Reimbursement
Company Vehicle

401K

OO0 0 OoOO0OoOoOoEd

Child Care

Miscellaneous benefits
(2000 character max.)

" Check spelling

Proceed to Kansa&/orkReadyCertificate and enter pertinent information:

Kansas WORKReady! Certificate

The WORKReady! Certificate verifies skills in reading, locating information and
mathematics. The Certificate uses the nationally recognized WorkKeys®
assessment system from ACT®, the college testing company. The system certifies
candidates at four levels - Platinum, Gold, Silver and Bronze - and is the most
reliable assessment tool of its kind. For more information, contact your nearest
KANSASWORKS Center at 785-296-0295 (in Topeka) or 1-800-255-2458 (toll-
free).

[C]  Yes, please identify which job candidates have a
Kansas WORKReady! Certificate.

Job Profile WorkKeys® Scores
Please indicate the WorkKeys® scores from your company profile,

If you want more information about Workkeys® Job Profiling, please contact:

Hutchinson Community College

Dave Mullins, Director of Business and Industry Institute

1300 N. Plum, Hutchinson, KS 67501

Tel: (620) 728-8123 Fax: (620) 728-8161 Call: (620) 513-2044
mullinsd@hutchcc.edu

[C] ™y company has a certified ACT® Job Profile in
place.

Applied mathematics | Please select[ =]
Applied technology | Please select| =]
Business Writing | Please select[ »|
Listening | Please select[ ]

Locating Information | Please select[ |

Reading for | Please select[ =]
Information

Teamwork | Please select[ ]
Writing | Please select| |

Workplace | Please select[ |
Observation

Lastly, on step 1 the final section to complete is the Job Matching section.
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Job Matching

To help KANSASWORKS find the best job candidates for this position, we must
use standardized occupation descriptions (called O®Net codes). The next steps will
allow you to specify the best occupation description. Enter a category, then click
Next Step.

More on O*NET

= Job Title | |

= O*NET Job |Please Select [=]
Category

Cancel Next Step >>

EOE | Privacy | Browser Help | Protect Yourself

hyOS GKS w26 ¢AGfS FYyR hb9¢ OFGS3aA2NR Aa RSaradaylras
process for creating a job order.

2) Select Occupation

If the appragoriate occupation is identified in the pigelected occupations screen, click the radio button
for the appropriate choice. If the occupation which best fits this job posting doeappear, click on
ab2yS 2F (KS&S YI GOK G(KSBEER2p0G8L Yy LRaGAYy3IE | yR Of

@ KANSASWORKS.com LOG oUT

Logged in as Jones Test.

My Home Page

s ] [=y) 7
Resources Post a Job 1/ 5 { _:'.:
Job Select Reply Review
Contact Details  Occupation  Options & Edit

FAQ/Help

Job Fairs

Select the Occupation that Best Describes the Job You are

WORKReady! -
4 Posting

We have searched our database for the occupations (the O*NET codes) that best
match the job you are posting. This is used to match your job posting with potential
employees.

Check one and click the Next Step button:

2 Aerospace Engineers

Aerospace Engineers : Perform engineering duties in designing, constructing, and
testing aircraft, missiles, and spacecraft. May conduct basic and applied research to
evaluate adaptability of materials and equipment to aircraft design and
manufacture. May recommend improvements in testing equipment and techniques.

© software Quality Assurance Engineers and Testers
Software Quality Assurance Engineers and Testers : Develop and execute software
test plans in order to identify software problems and their causes.

® None of these match the job I am posting

<« Go Back Cancel Next Step ==
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occupation that best fits the job you are posting
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