Procedure: Create a Job Fair or Workshop Posting 

OhioMeansJobs.com can help you market your Job Fair or Workshop event within Ohio. Start by posting your event where job seekers and employers will find it. OhioMeansJobs.com is working hard to get your local Job Fair or Workshop noticed. 

When to Use

Use this procedure to create a new job fair or workshop posting from scratch or to create one by copying an existing posting.

Before You Begin

Before you perform this procedure, you must:

1. Go to the What’s New Page.

http://ohiomeansjobs.com/whatsnew/home.do 
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2. Click on OMJ Admin button. 
3. Log in under one of the below listed user accounts (the password is the same as the User ID for each account- all lowercase). 
        lexsjobfair01                         lexsjobfair07
        lexsjobfair02                         lexsjobfair08

        lexsjobfair03                         lexsjobfair09

        lexsjobfair04                         lexsjobfair10

        lexsjobfair05                         lexsjobfair11

        lexsjobfair06                         lexsjobfair12
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Perform the following steps to create a Job Fair or workshop posting from scratch:
4. Click on the left navigation bar, ‘Post a Job Fair or Post a Workshop to create a new Job Fair or Workshop announcement. 
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The system will then display the “Add Job Fair” window.
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5. On the “Add Job Fair” window, complete the required fields and any desired optional fields.

Note: The system will auto- populate the City, State and County fields based on the information that has been entered in the zip code field. 
6. Once all the required fields on the “Add Job Fair” window have been completed select the ‘Preview’ button. The system will then display the Job Fair Details window, in which you can view the job posting in a read-only format. 
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7. Select the ‘Close’ button on the “Job Fair Details” window to return to the “Add Job Fair” window.  At this point you may make any needed corrections to the job posting, and select the ‘Save’ button.

8. Once the ‘Save’ button has been selected the system will determine if all required fields have been completed and are in the correct format. The system will then display a message with an ‘OK’ button: “Job Fair Information has been saved”.
Procedure: How to create a Job Fair or Workshop posting from an existing posting:

1. On the “Job Fair & Workshops Maintenance” window, under the ‘Job Fair List’ section select the “Copy” button next to an existing Job Fair listing. 
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The system will then display the “Copy Job Fair” window with the copied information displayed.
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2. On the “Copy Job Fair” window, edit the needed fields and select the ‘Save’ button.

3. Once the ‘Save’ button has been selected the system will determine if all required fields have been completed and are in the correct format. The system will then display a message with an ‘OK’ button: “Job Fair Information has been saved”.

4. Select the ‘OK’ button. The system will now move all data to the “Job Fair List” and displays the “Job Fair Info Maintenance” window.

Procedure: How to edit an existing Job Fair or Workshop posting:

1. On the “Job Fair & Workshop Maintenance” window, under the ‘Job Fair List’ section select the “Edit” button next to an existing Job Fair listing. The system will then display the “Edit Job Fair” window.
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The system will then display the “Edit Job Fair” window.
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2. On the “Edit Job Fair” window, edit the needed fields and select the ‘Save’ button.

Note: If all information needs to be edited select the ‘Clear’ button. The system will clear the screen of all data.

3. Once the ‘Save’ button has been selected the system will determine if all required fields have been completed and are in the correct format. The system will then display a message with an ‘OK’ button: “Job Fair Information has been saved”.

4. Select the ‘OK’ button. The system will now move all data to the “Job Fair List” and displays the “Job Fair & Workshop Maintenance” window.
Procedure: How to delete an existing Job Fair posting:
1. On the “Job Fair & Workshop Maintenance” window, under the ‘Job Fair List’ section select the “Delete” button next to an existing Job Fair listing. 
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2. The system will display a warning message asking if you want to delete the job fair information.
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3. To delete the job fair information select the ‘OK’ button. The system deletes the information as requested and displays the “Job Fair & Workshop Maintenance” window.

4. If you click the ‘Cancel’ button to not delete the job fair information, the system does not delete the information and returns you back to the “Job Fair & Workshop Maintenance” window.
By using OhioMeansJobs.com, you as the Workforce Professional can now easily create and manage your local Job Fairs and Workshop events through a single, cost free point of contact.
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