Ohio MeansJobs.com

How to Complete a Pre-Approved User Account Quick Reference Guide

e Once your administrator has created your account, you will receive an email like the one below.
0 Please note that your administrator must provide you with the username for your account.
0 Helpful Hint: Copy and paste the password when you login.

/2011 12:59:46 PM

Subject:

The Ohio Business Gateway (OBG] s sending you this erndil in response o d request To create a new OBG usermame for you.
The passyword for username fracking number 510904 5 0B 7 QE3 A
Your company’s OBG administrator will provide you with your news OBG username.

If you are having trouble logging inwith this possword, try using copy-and-paste to enter the password on the login screen.

Flease keep the OBG username and password in a safe place. The username and password are needed in order o access the
OBG Electronic Filing Services. 1T is very important to keep the user name and password confidential.

If you want to change yvour OBG password affer signing into OBG, select the Administration tab on top of the page and then
select the "Edit" button under the "My Information” label.

This e-rail rmessage, including any attachments, is for the sole use of the intended recipient(s) and rmay contain private,
confidential, andfor privileged information. Any unauthorized review, use, disclosure, or distribution is prohibited. If you are not the
infended recipient, employee, or agent responsible for delivering this message, please destroy all copies of the original e-rmail
rmessage.
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How to Complete a Pre-Approved User Account Quick Reference Guide

e Click “More”

O You may also want to check out some
of the other “Quick Links” info and
the items located in the scrolling
marquee, such as the “On-Line Job
Ads Analyses”

OhioMeansJobs.com frer e e

powered by TRONSEEY

EMPLOYERS
Find and hire
your top talent.

Search talent
Millions of resumes for free.

areer Expl
To find help
information.

o

ce Links | ContactUs | Privacy Policy | Site Inde

a va
== INFIB monster

OhiOMeansJobs-com

powered by THIGAISCEr
Employer | Job Seeker| Youth | Events
Employer Links
Employer ploy!
>
Account Information 2

Mew Registration

ax Reporting & Payments!

e Click “Login/Update/Evaluate”

Workforce Links |

Resumes

Search Talent
Mational Talent Search
More

Employer Links

. k » Anahtrses of On-Line Job Ads
Legin/Update/Evaluats » Labor Market Query Tools
Job Posts » VWorkforce Analysis
Post a Job » Upload to Ohio’s VWorkforce Svstems
Job Description Writer b Ohio’s Workforce Info Center
» More Links for Business

e Enter the username that your
administrator provided

e Enter the system-generated
password from the email

e Click the “Login” button

I"\'.ELC‘:P%E-FKT E O F o H lO

Ohio Business Gateway

Electrenic Filing Services Login
Existing Users

s Usamame : | |

New Users

Craats an OBG Usarnams

If you 3re staming 3 new business in Ohio, you may need more han just an 0BG
Username. Plaage click hars 10 183m mars

Possword: [ | |iegin |

By lagging in, | agree to the larms of sendce

Eguaol vour wiemname or 0assword?  Hidnaboubleloggingin?  Bedew Svlurn Reguigmarts

Eor adomonal 10016s. DhAES st o

Far mare Infarmation about the services
available through the Chio Business Gateway,
pleass visit sur hamas pags.

whi- Rusiness Gateway.
. Electrenic Filing /
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e Onceyou login, you
will come to this Home
page

e C(lick the
“Administration” link at
the top of the page to
complete your profile

g N —

At the “Administration—User
and Access Management”
page, verify that your access
level is not “Create & Edit”

If your access is listed as
“Create & Edit,” you will not
be able to access resumes

Administratid

OMJ Help Desk
CompanyiD ]

My Information

: Create
: User

: User

1 (614) -644-0264

il : ohiomeansjobs@jfs.ohio.gov

My Accesrs

Home History Administration Logout

- User and Access Management

Home History Administration Logout

Home

p Desk

« Your 0BG user profile is incomplete. Your email andlor secret question has not been provided. Please click on the Administration link
above and edit your profile information found under the My Information section located at the bottom of the page.

1 you do not have acoess to 3 s2rvice of transaction, plezss se your company’s administrator(s) to request or venify your access.

Favorite Transactions

G0 to Administration > My Information > Edit > User Preferences to establish or edit your list of favorite transactions.

Start a Service or Transaction
Select Service | _Selact Senice—- v

Transactions in Progress

Transaction Name Created Date
There are no transactions in progress.

Transactions Ready for Checkout (Ready to File and Pay)

There are no transactions ready for checkout.

To exit {logoff) without submitting any transactions, click "Logout" at the top of the page.

e Click the “Edit” button to
update your profile

Username : [username

Username Tracking Number : 5102904

OMJ All Access
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e Click the “Change Password” button. The screen will ask you to click the “Change Secret Question/Answer” button
because the system recognizes that you have a password, but that you do not have the secret Q & A yet.

Home History Admu.stration Logout

Edit My Information

OMJ Help Desk
Company D {T___]

Please click the Change Secret Question/Answer button and provide the request®jgformation.

First Hame - [Create | [ cnangePassword |

Last Name [User | [ Change Secret Question/Answer

Job Title ™ [User | [ userPreferences |

Email * [chiomeansjobs@jfs.ohio.gov |

Phone Number*: ( :: i
0BG User Name

Username Tracking Number: 310804

e Enter your current password and your new password. Please Note: The
password requirements and hints to the right.
e Click the “Save” button

Home History Administration Logout

Change Password

To change your password, enter your old {existing) passwor®and your desired new password and then click the Save button.

Existing Password®: |

\ |

i \
New Password®: | \\ |
\

Confirm New Password™: |

Cancel Save
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The OBG reguires that you change yowr passwond percdically. When creating a ew ° Larger view of the
password, Wou Caneot use anys of yowr previous 10 OBG passewords.
password
OBG passwords are csse-sensitive, and must contzin 3 total of at kesst & charscters. H
Of thess, the password must contsin St kesst onse numeric charscter (3-5), and st lesst reqUIrements and
ane of the following on—alphavemeric charscters {(~ ' @ & F %~ & = -5 hints
Im addition, the following shoulkd ewear b= wsed when creating a password:
1. Yiowr DBG Ussrmames
Z. Mames of co-worksrs, pets, famibyy, stc.
& Fhone nemb=rs, license numbsers, birthdays, stc.
4. Simple, ordinary words or phrasses like "gwert” (adjacent keys on a8 heybosnd)
B The same password you wss for other online acocownts.
Home History Administration Logout
Confirmation e You will receive a
confirmation when
Your information has been successfully updated. complete
e Click the OK button

e Click the “Change Secret Question/Answer” button.

Edit My Information

OMJ Help Desk

Please click the Change Secret Question/Answer button and provide the requested inf

First Name - [Create | | Change Password |

*.
Last Hame - |User | [ Change Secret Question/Answer

Job Title ™ [User | [ UserPreferences |

Email - [chiomeansjobs@ifs ohio gov |

Phone Number®; ( |514 | ) |544 | . |[]254 |

0BG User Name [Username

Username Tracking Number: 510804
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Home History Administration Logout
Edit Secret Question

OMJ Help Desk

Company ID I:I

To change your secret questionfanswer, select a question from the pull-down, enter an answer in the blank which follows, and then click the Save button.

Secret Question:® | What is your favorite color? v

What is vour favorite color?

Answer to your question:® |\What was the color of your first car?
What was the name of your best friend in school?
What is the nearest highway to your home?
What is your youngest child’s name?
What is the name of the city where you were born?
What year did you graduate from high school?

What is your grandfather's middle name?
What is your favorite season?
_What was the name of your first schoal?

Home History Administration Logout e Select your “Secret

] ] Question” and type in

Confirmation the answer to your
question

e Click the “Save”
button

< e Click the “OK” button
upon confirmation

Your information has been successfully updated.

Edit My Information

OMJ Help Desk

Company 1D
I:I e Click the “Save”

First Name - |Create | [ Change Password ] button tO
Last Name [User | [ Change Secret Question/Answer Conflrm your
Job Tt [Gaar | changes

e Notice that you

no longer have
Phone Number': 514 | [p44_] _ [0264 ] the red

username
0BG User Name g Number: 510904 message at the
top of the page
boTThe pae

Email |nhinmeansjnbs@jfs,nhiu,guv |
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How to Complete a Pre-Approved User Account Quick Reference Guide

Home History Administration Logout

e From the
“Administration”
page, click the ]
“Home” link at
the top

- User and Access Management

/ My Information

First Name: Create Username: |username

LastName: User Username Tracking Humber: 510904
Job Title: User

Phone Number: (614)-644-0264

Email : ohiomeansjobs@ifs.ohio.gov

OMJ All Access

Home History Administration Logout

Home e From the Home
“"
OMJ Help Desk page, _under Start
CompanyID:l:I a Service or
If you do not hawve scocess to 3 SSrvice or transaction, plesse ses your company’'s administrator(s) to reguest or verify your access. Tra nsa Ction,”

select

Go to Administration = My Information = Edit > User Preferences to establish or edit your list of favorite transactions. ”Oh . M J b ”
| 10lvVieansJobs

Start a Service or Transaction
Select Service !| _Salact Senvice—

—Select Senvice--

Oh!o Rehabilitation Senvices Commissiqn — BSVI/BEP
Ohio Taxation — New Account Registration

Ohio Taxation — Sales and Use Tax

There are no tra Ohig Taxation — Employer Withhelding

Ohio Taxation — Commercial Activity Tax

Ohio Job & Family Services - UC Tax

Municipal Taxation — Net Profit Tax

Municipal Taxation — Withholding Tax

OhioMeansJobs

Ohio Bureau of Workers' Comp. pf the page.

Ohio Budget & Mgmt. (DMA)

Ohio Deferred Compensation

Ohio Dept. of Commerce - Unclaimed Funds

Equal Opportunity Division

InvestOhio

Transactior
There are no tra

To exit (logoff)

f Trusted sites
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Home History Administration Logout

e |nthe
Home

OhioMeansJobs

OMJ Help Desk compliance area,

Company 1D ]
select the

If you do not have acoess to a service or transaction, please see your company™s administrator{s) to reguest or verify your acoess. “ .

Register/Update
o . B o 5 .

Go to Administration = My Information > Edit > User Preferences to establish or edit your list of favorite transactions. OhioMeansJobs

Employer
Start a Service or Transaction Registrati ”
Select Service ! | ohjoMeansJobs P egls ration
OhioMeans.lobs button

Search for Ohio Resumes
Register/Update OhioMeansJobs Company Registration

Register/Update OhioMeans.Jobs Employee Registration

n
2

Go to OhioMeans.Jobs.com
Go to Approve OMJ Employee Registrations

Select Approve OMJ Company Registration

OhioMeansJobs User Registration

Company Name: OMJ Help Desk
Company ID:

e Enter your Enter your OhioMeansJobs User Information

street address.

e Enter your zip
code, and the
system will
automatically
populate the
city, county
and state

e C(Click the 2\ *Address Line 1 | |
“Save” button Address Line 2 | |

ey | |

* jindicates required field

*First Hame |Create |

*Last Name |User |

“Phone Number [614 |[644 |_[0264 |

*Email |ohiomeansjobs@jfs_ohio_gou |

*Re-type Email |ohiomeansjobs@jfs_ohio_gou |

el B | I B |

*County | |

- State | |

If you need assistance with this page, please view our help.

e Your registration should now be complete, and you can log in to access resumes.
° Nav'gs tedyagitp the OhioMeansJobs compliance area and click the “Search for Ohio Resumes” button.
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Home History Administration Logout

Home

OMJ Help Desk
Company 1D

|f you do not have scoess to 3 service or transaction, plesse se= your company’s sdministrator(s) to regug

or werify your 3coess.

Favorite Transactions

Go to Administration > My Information = Edit > User Preferences to esigflish or edit your list of favorite transactions.

Start a Service or Transaction
Select Service : | OhioMeansJobs

OhioMeansJobs
Search for Ohio Resumes
Select Register/Update OhioMeansJobs Company Registration

Register/Update OhioMeansJobs Employee Registration

Go to OhioMeansJobs.com

Hello, Create User.  Sian Out | w

Select Go to Approve OMJ Employee Registrations

Approve OMJ OhiOMeansJobs.com

powered by TNONSLEY

Home | candidates | ~ |

e You will be taken
to your “Search
Resumes” page

e The “Tutorials” area
offers quick videos
on how to perform
basic functions

e Please Note: These
videos are based on

Welcome back, Create.

Search resumes and manage candidates

Resume Search Overview
Resume Search Example
Viewing Results
Viewing Actions
Saving Resume Searches

g7 =tand Resume Sections
cting on Resumes in Folders
Tips for Boolean Users

Monster, but the .
functionality is the Title
same for No Saved Searches
OhioMeanslJobs
e Click “Sign Out” to Y
roturn ta s e et S et £ e e
OhioMeansJobs_com Home Employer Job Seeker Youth Events Workforce Links Contact Us F'rwacy F'DI\Ey Site Index

© 2011 OhioMeansJobs.com. All rights reserved. Our partners HEI; monster

9 05/07/12



OhiOMeansJobs.cum

How to Complete a Pre-Approved User Account Quick Reference Guide

e From the OhioMeansJobs home page, click the “Search talent” option and follow the steps to log in.
e At the login page, enter your username and new password to verify that your changes have been accepted.

OhioMeansJobs.com

poamied 1y TRIONSLET

Employers Job Seekers
Search talent Search jobs #
Millions of resumes for free. Thousands of jobs for free.

Post j 2 Post resume =
Ho need o regisier, Get noticed by thousands of employers.

Go to Employers site »

—_—
(7]
[Fi]
I
Iy
1

Home Emplover Job Sesker Youlh Evenis Workforce Links Coniacl Us
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