Assisting an Employer to Suppress a New Job Order
Go to the Job Orders link under “Human Resource Plan.”
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Click “Add new Job Order”
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Start creating the new job order. When you get to page 3 of 11 you will answer questions in the “Job Order Information to be Displayed Online” section.
[image: image3.png]CalJOBS(sm) - Job Orders - Windows Internet Explorer;

O© + £ tpsiarinace gsosincom120fvea0e000000v120} e e0rders vt sspcrenc=20i+ 9] ] (B3] (49

P v seach

Fle Edt View Favortes Took Help

i Favertes |8 Calos(em) - ob Orcors 1

8 intermet Exlorer s curntly running withadons diabed. Cick hre t manage, dssble, ofreovs your adcons

This site is in development and is not for public use.
PLEASE CONTINUE TO USE WWW.CALJOBS.CA.GOV

E Individual

Job Order: -3446 - Test Suppress #2

President, Wal-Mart

Job Order Information to be

splayed Onl

Release Employer

Assist a new Employer

*Display online to job seekers ®YesONo
ﬁ *Display your company name: @YesONo
*Have our staff screen your applicants OYes®No

My Staff Dashboard

WAL-MART CORPORAT... | * jngicates required fields. For help click the question mark icon next to each section

My Staff Resources

My Staff Account
Directory of Services *Positions: 1 (max: 999)
*Earliest date to display this job order on the 10/08/2012 | [ Today
system
*Last date this job order will be displayed onthe | 12/07/2012 | Today

system:

x

@ et




[image: image4.png]CalJOBS(sm) - Job Orders - Windows Internet Explorer,

g ©) w [B] httmsitrainingeageosolinc.com) 120}os06000000v120}vosnet JobOrdersfAppOptions.asp7enc—: 0] i | | B

P v seach

Fle Edt View Favortes Took Help

i Favertes |8 Calos(em) - ob Orcors 1

@ intermet Explorer s curntly runing withadons diabed. Cick hre t manage, dsbl, orremovs your adcons

State of Californit

Job Order: -3446 - Test Suppress #2

President, Wal-Mart

WAL-MART CORPORAT... | * jngicates required fields. For help click the question mark icon next to each section

Job Application Methods Accepted

Release Employer
Assist a new Employer
« Check the methods that indiiduals may use to apply for this job.
OProvide an Application Online
My Staff Dashboard [1Via Email (walmartpresident@email.com) Edit

y Staff Resources > By Mail: (508 SW 8TH ST, BENTONVILLE, AR 72712) Edit
pr=— | By Fax (the contact for this job does not have a fax number) Edit
My Staff Account 0By Phone: ((§56) 565-6565) Edit
| DinPerson (508 SW 8th Street, Bentonvile, AR 72716) Edit
Directory of Services ] Apply 2t Workforce Partner
[Jvia Company Website (Address provided below)
itp://walmart com/careers

e.g.(htto: /A applicationwebsite. com)
Manage Individuals >

®

Manage Employers > Enter a brif deserption of the application process: (2500 characters max.)
Manage Resumés  » romat B)| Font B size @
@ Done @ Internet a v ®i00% -





Once you have completed the 11 steps for the job order you can click preview job. 
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You will see under “Employer Information” next to the employer name (suppressed).
[image: image6.png]CalJOBS(sm) - Job Details - Windows Intern

(][5 [x] [ e seren BE

€ [B] ttpsitriningea. geosoinc.com 120/5506000000v120fsnetcbbarijobdetls. aspcrer

Fle Edt View Favortes Took Help

i Favories | @ caliogs(sm) - ob Details [ | [ dm v Page Safety~ Took+ @

@ interet Exlorer s curently runing withad-ons diabed. Cick hre t manage, dssbl, orremovs your adcons

Fullor Part Time: Full Time (30 Fours or Mare) 2
My Staff Account Job Position(s): 1
Directory of Services Date Job Order Created/Updated:  10/8/2012 4:16:00 PM

Last Day Job Order Avalable: 2072012

Online:

Source: Preferred Employer
Manage Individuals >

Site: CalJoBS(sm)

Manage Employers

Mensge Resumés | - |

Manage Job Orders
| Monage b orders » | °
Honage w2bor . Employer Name: Wal-Mart Corporation (Suppressed)
Comy Website: View Company Website
Manage Activities > pany
Industry: Warehouse Clubs and Supercenters (452910)
Vonage Providers
Company Size: 10,000+
Rt | Type of Employer Private Sector
View Company Profle
Manage Profiling N Company Profile: View Company Profile

Manage Follow-Up and

Surve,
e ¥ Job Requirements

Manage Funds

®

Manage WARN

Notifications " Test Requirement: No test required

B —— . Hinh Schonl Dinlama ar Fanivalant L
(= T e @ -





Assisting an Employer to Suppress an Existing Job Order
Go to the Job Orders link under “Human Resource Plan.”
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Click “Edit.”
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Scroll down to “Job Order Information to be Displayed Online” section and click on “Edit Job Order Information to be Displayed Online."
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Answer the questions according to the Employers request.
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You will be able to choose from the options below.
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When you are finished you can save and preview the job order. 

[image: image13.png][ ts:trainingea. geosolinc com/120v006000000+ 120} vosnet JobOrdersf obrderForm. asp2en (U]

42 |[ %] |2 Live search

P

Edt

View Favortes Tooks Help

i Favorkes | 8 Cai0BS(sm) - Job Orders - Review Job Order nform... ||

D @ v ragee saety- Toos- @-

8 intermet Explorer s curntly running withadons diabed. Cick hre t manage, dsbl, orremovs your addons

Tegarding this job B
order:

LWiARegion: ‘Sacramento Employment and Training Agency

Office Location: ‘Sacramento Employment Training Agency SETA

Category: Regular (Non Domestic)

Job Developer / Job Development.

Mandatory Listing:

Online Status: Offine.

Employer Job Order  Open and available

Status:

Staff Job Order Status: Veteran Hold

Featured Job: No

This job order has been verified by staff as the document to meet the Not Specified
‘mandatory job posting in conjunction with an application to the

Department of Labor to employ H-2B worker requirements.

for a defi

{ Edit StaffInformation ]
[ View Applicants | Preview Job Listing | Refer candidate(s) to this job | View Job Order History |
LB print | # Bulletin Board Print]
[asitancs
Return to Job Orders
& senices P Portolio @ Stte Map @, Site Search g Preferences @ Assistance g

@ et





You will see under “Employer Information” next to the employer name (suppressed).
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An additional option in this section is staff screening. If yes, staff will screen all applicants before sending application to employer on behalf of the job seekers. If no, the employer can choose how job seekers will apply for the job in step 9 of 11. (See insert below)





If yes, the company name will be displayed to job seekers. If no, the company name will be suppressed.





If yes, the job order will be displayed to job seekers. If no, the job order will not be displayed.





If yes, the company name will be displayed to job seekers. If no, the company name will be suppressed.





If yes, the job order will be displayed to job seekers. If no, the job order will not be displayed.





An additional option in this section is staff screening. If yes, staff will screen all applicants before sending application to employer. If no, the employer can choose how job seekers will apply for the job. To change this option you will click on “Application Notification Methods. (See insert below)









Page 1 of 7
2/13


