Procedure:  Run an Employer Job Order Match 

When to Use

Use this procedure to RUN an Employer Job Order Match.
This new enhancement to SCOTI Staff Assisted will display the Employer Job Order Match results with all seekers who match the Job Order Title (the checkmark in the column titled:  Job Title Match) on the search results screen.  These seekers will be displayed once you click on the RUN MATCH button.  The current sort order for job orders will still remain the same:
· Veterans who have the Job Title match
· UI Claimants who have the Job Title match

· Seekers who have not previously been referred and who have the Job Title match

· Seekers in SSN order who have the Job Title match

Before You Begin

Before you perform this procedure, you must:

1. Login to SCOTI Staff Assisted.

2. Select Employer from the menu options.

3. Search for a particular Employer or Job Order


The ‘Locate Job Order’ screen displays.
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4. Click on the EXECUTE QUERY button.

The ‘Job Orders’ – details of the job order is displayed.

5.  Click on the ‘MAKE REFERRALS’ tab.
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6.  To run an Employer Job Match, click on ‘MATCH SEEKERS’.

The ‘Match Job Seeker’ screen is displayed.
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NEW OPTION:  ‘Exact Job Title Match’;  this has been added to enhance the RUN MATCH option.  This new option will be ‘checked’ automatically, which will enable the system to retrieve all seekers who match exactly the Job Title of the Job Order once you click on the RUN MATCH button.  
You also have the option of ‘removing’ the checkmark and clicking on the RUN MATCH button, which will retrieve all seekers who match the Job Order either from the Job Category or the Job Title.

7. Click on the ‘RUN MATCH’ button.

The Job Order – Seeker Match will be displayed.  This screen will list all seekers who have EXACTLY matched the Job Title.  The Job Title Match column will have a checkmark for each seeker.  The list of seekers is displayed in the current sort order:  Veterans, UI Claimants, etc.
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8. You can Notify and Refer these seekers accordingly.

You also can return back to the ‘Job Order Match Job Seekers’ screen and REMOVE the checkmark for ‘Exact Job Title Match’.
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9.  Click on the ‘RUN MATCH’ button to obtain a list of all seekers              who match the job order by either the Job Category or the Job Title.

The Job Order – Seeker Match results is displayed.  The seekers are in the correct sort order (Veterans, UI Claimants, etc), but the ‘Exact Job Title Match’, is not at the top of the list.  These seekers are throughout the list.
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