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From the 
OhioMeansJobs.com 
home page: 
• Click “Go to 

Employers site”  

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

• Click “Login/Update/Evaluate”  

• Enter the username that your 
administrator provided 

• Enter the system-generated 
password from the email 

• Click the “Login” button 
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• Once you log in, you 
will come to this Home 
page   

• Click the 
“Administration” link at 
the top of the page to 
complete your profile 

• 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 

• Click the “Edit” button to 
update your profile 

username 
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• 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.  

• Enter your current password and your new password. Please Note: The 
password requirements and hints to the right. 

• Click the “Save” button 

username 

0000 
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• Larger view of the 
password 
requirements and 
hints 

• You will receive a 
confirmation when 
complete 

• Click the OK button 

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

username 
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• Select your “Secret 
Question” and type in 
the answer to your 
question 

• Click the “Save” 
button 

• Click the “OK” button 
upon confirmation 

• Click the “Save” 
button to 
confirm your 
changes 

• Notice that you 
no longer have 
the red 
message at the 
top of the page 

username 
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• From the 
“Administration” 
page, click the 
“Home” link at 
the top 

• From the Home 
page, under “Start 
a Service or 
Transaction,” 
select 
“OhioMeansJobs” 

 

username 
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• In the 
OhioMeansJobs 
compliance area, 
select the 
“Register/Update 
OhioMeansJobs 
Employer 
Registration” 
button 

• Enter your 
street address. 

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

• Click the 
“Save” button 

• Your registration should now be complete, and you can log in to access resumes. 
• Navigate back to the OhioMeansJobs compliance area and click the “Search for Ohio Resumes” button. 
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• You will be taken  
to your “Search 
Resumes” page 

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

• Please Note: These 
videos are based on 
Monster, but the 
functionality is the 
same for 
OhioMeansJobs 

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


