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L\ Note: This document is organized with a table of contents that links directly to each section.

e Keyboard-only users may press the Enter key on any entry in the table of contents to go directly
to that topic.

e JAWS screen reader users may enable Quick Key Navigation (JAWS Key+Z) and then press the
H key to jump by topic through the document. (The Insert key is the JAWS Key by default.)
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This chapter explains how you, as a job seeker, register a new account in WorkinTexas.com. You'll learn
how to record and re-use your personal background information in the résumés you create and job
applications you fill out and submit.

Registering as a Job Seeker in WorkinTexas.com

To get the most out of all that WorkinTexas.com has to offer job seekers, it is important to register.

A Note: Only registered users can create résumés and apply for jobs, as well as take advantage of
many other helpful WorkinTexas.com features.

Registering an Individual Account

Tip: Before you begin creating your account, get information you’ll need to provide, such as social
security and driver’s license numbers, any citizenship information or veteran-related dates and 1D
numbers, and education and employment history dates and other information.

P To create an individual account:

1 Navigate to the WorkinTexas.com website. The home page displays.

WorkInTexas

Relaunching July 2019

Image coming spring 2019

Like oo folkew us on

D6 )

lob Search

Search for ok oy area

E'tg!!' R

WorkinTexas.com Home Page

Tip: If you wish to use the Spanish version of WorkinTexas.com, click the En Espafiol link next to the
social media icons (see figure above). The page refreshes in Spanish.

2 Click the Register button (see figure above). The Sign In/Registration page displays (see figure
below).

N
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B Option 1 - Already Registered

s
e
f you have forgotten your user name and/for password, please click Betnpve User Name or Password
@, Option 2 - Try Us Out

i you would lice 1o view Work In Texas Plus 5 a visitor IC s8¢ what serdces ane Jvailable. piease dick (el Acoess.

@ English ) Espatict

& Option 3 - Create a User Account

I you wiewld b to became a Pully regartesed wer wah Work Im Tesms Phis and have acoess 1o all of our cnling servaces select ons of the follewing sccount
types. If you are not sure if you need to register on the system. bearm more about the benefits of registerng om page: Why Regigter?.

Em ployer

Regaster as this sccount type i If you ane backmng for industry
you ans an ndnsdiead and wah mformation. labor markst

1o search for the ldest job nformaton job spplcants for
Cpenings. post a rdumé ordng, Your busingss, of want fo post
find cidedd guedande. sepich fod b spenings onlfine

traming and education

programd finsd inlarmation on

local employers. ic.

Sign In/Registration Page — Create User a User Account Section

3 Scroll down to the Option 3 — Create a User Account section and click the Individual link. The
Equal Opportunity and Non-Discrimination Notice page displays.

4  Read the naotice for full understanding, then click the | Agree button. The Privacy Agreement
page displays.

5 Read the agreement for full understanding, then click the | Agree button. The first page of the
Individual Registration form displays (see figure below).

A Note: If you choose | Disagree on either of the above two notification pages, you cannot proceed
with the registration process.
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Work
In
Texas
TWC collects some information in order to better understand your backgrownd and semices that may be
appropriate for you. We also need some of this information for accountabiity purposes so that we can better

mEeasure our senige results. Persenal information provided during the registration precess will not be sharad
with prospective employers unless spedially noted.

[ + Indicates required felds ] [ H For help click the information itan, l
Name
* First Namae: [ Ran |
Middie initial: I:
* Last Mame: I SWANSON |

Individual Registration Page 1 — Name Section

A Note: Required fields are marked with a red asterisk (*) and to get more information about a page
and its fields, click the information icon ﬂ.
6 Inthe Name section, enter your First Name and Last Name, and optional Middle Initial.

7  Scroll down and read the notice about the use and security of your Social Security Number
(SSN), should you choose to enter it.
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Security

If you are filing for Unemployment Insurance benefits or participating in another special program facilitated by
Texas Workforce, you must provide your Social Security Number (SSN) to satisfy your work registration
requirements. Failure to provide your SSN will result in the delay or denial of your benefits. WorkinTexas.com will
not display your 55N to employers, nor will it be shared with other entities unless otherwise required by law.
TWC uses job seeker data such as S5Ns to evaluate how well our programs work so that we can make
improvements to better serve you and other job seekers in the future and to demonstrate the effectiveneass of
our services to Congress, Texas Legislature and other stakeholders and ensure accountability. Your sharing this
infermation with us will help ensure that tax dollars are well spent and that we meet the needs of employers,
employees, and local communities in Texas.

Security

WorkInTexas.com is a secure site. Texas Workforce has implementad technical and organizational measures to
secure your persenal information from accidental loss and unauthorized access, use, alteration, or disclosure.

Social Security |:| (no Dashes)

Number:

Re-enter Social |:| (no Dashes)

Security Number:

If you have applied for Unemployment Insurance Benefits and want WorkinTexas to complete part of your work
registration for you using your claim information, then enter your Social Security Number and your Personal
Identification Number (PIN) for your unemployment claim.

Personal |:| *If PIN is enterad the SSN is

ldentification Number required
(PIN):

Individual Registration Page 1 — Social Security Section

L Note: If you are filing for Unemployment Insurance benefits or participating in other special
programs facilitated by the Texas Workforce Commission, you must provide your Social Security
Number.

8 If desired for the benefits and assistance you are seeking, in the Security section, enter and re-
enter your 9-digit Social Security Number with no dashes. When you enter it the first time, the
system checks to see if it is already being used.

9 If you have applied for Unemployment Benefits, enter the 4-digit Personal Identification
Number (PIN) that you created during that process; otherwise leave this section blank.

10 In the Primary Location Information section (see figure below), if necessary, you can change your
Country of Residence from the default United States by selecting another country from the drop-
down list.

11 Enter your Zip Code of Residence.

12 If desired, you can indicate How did you hear about this website? by selecting from the drop-
down list.

WorkinTexas.com - Job Seeker Registration 5 V19 - 08/2019
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Primary Location Information

#Country of Residence: | United States . |
* Zip Code of Residence: | 78701 |
How did you hear | Other N |

about this website?

@ Cancel

Individual Registration Page 1 — Primary Location Information Section

A Note: If any information is missing or incorrect, the page will refresh and show in red which fields are
in error. The figure below is one example of how error alerts may appear.

W e w3 SPECIANY Tivea.

Please correct the following:
* Zip Code of Residence is a required field.

+ Indicates required fields. B For help click the information icon.

Nam-~

Individual Registration Page — Example Error Alerts
13 Click the Next button to continue. The Login Information page displays (see figure below).

14 Enter a Username and Password for this WorkinTexas.com account. Follow the on-screen rules
in blue text next to each field.

15 Enter your password again in the Confirm Password field.

<L Note: Choose characters that you will easily remember or write them down in a secure place.
Note that your password is case-sensitive.
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Login Information

“Username:

| rswanson | Enter User Mame (3 - 20 characters, and
must include characters, letters or
numbers. Allowakle characters are + @ . _

*Password:

Enter Password (8 - 20 characters, and

must include at least one uppercase letter,
one lowercase letter, one number and one
special character. Allowable characters are

F@5%ANLIT_4)

*Confirm Password:

Security Question 1: On what street did you live in third grade? hd

*Security Question Response 1:

*Confirm Security Question Response 1:

What is the name of your favorite childhood friend? -

*Security Question Response 2:

What was the name of your first pet? -

* Confirm Security Question Response 2:

*Security Question 3:

*Security Question Response 3:

*Security Question 2: |
*Confirm Security Question Response 3: |

Individual Registration Page 2 — Login Information

Tip: The next three sets of security questions and responses are required. They will be used to verify
your identity should you ever forget your username and/or password. It is a good practice to choose
guestions that are objective “facts,” rather than subjective “favorites,” as those can change over time
and easily be forgotten.

16 Select a question from the Security Question 1 drop-down list.

17 Enter your response to that question in the Security Question Response 1 and Confirm
Security Question Response 1 fields. These are not case-sensitive.

18 Repeat the same process for fields 2 and 3, then click the Next button to continue. The
Residential Address section displays (see figure below).

WorkinTexas.com - Job Seeker Registration 7 V19 - 08/2019
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Residential Address

*1 am homeless or otherwise do not have a permanent residence O Yes @ No

*Address Line 1:
Address Line 2:

*Zip Code:

* City:

" State:

*County / Parish :

*Country:

Mailing Address

| 1620 Hickary Ave. |

78701 Find zip cods

| Austin |

| Texas - |

| Travis County - |

| United States - |

Mailing Address is the same as the residential address above

*Address Line 1:

Address Line 2:

*Zip Code:

* City:

*State:

*Country:

| 1620 Hickory Ave. |

78701 Find zip cods

| Austin |

| Texas - |

| United 5tates A |

Individual Registration Page 3 — Address Sections

19 In the Residential Address section, specify if you are homeless or otherwise do not have a

permanent residence.

A Note: If you do not have a permanent residential address, you should provide the address of the
shelter / location you last stayed if you can receive mail there, or the address of a relative who is
authorized to receive your mail. In the Mailing Address section, provide an address at which you

20
21
22

23

can receive correspondence.

Enter the street address of your residence in the Address Line 1 field.

If you have an apartment or unit number, or other designation, enter that in Address Line 2.

The remaining information—Zip Code, City, State, and County / Parish—are pre-filled and
determined by the Zip Code you provided on the first page of the registration form. You can

change them here, if necessary.

In the Mailing Address section, if your Mailing Address is the same as the residential address
above, click to check the box. The fields are populated same as the Residential Address fields.

WorkinTexas.com - Job Seeker Registration
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24 If you receive your mail at a USPS post office or other “mailbox” facility, enter its street address in
Line 1 and your box number in Line 2. Make any other changes necessary to City and State.

25 In the Contacting Information section (see figure below), select a method in which you prefer
to receive notifications from the drop-down list, for example, Internal (system) Message, Email,
or Text Message.

Internal Message allows messages to be sent to you in WorkinTexas.com. You will see them
when you log in.

a. If you selected Email, enter your email address in the Primary E-mail and Confirm Primary
E-mail Address fields.

b. If you selected Text Message, enter your cell phone number in the Text Message Cell
Phone field.

c. If you don’t have an email account and would like to create one at this time, you can click the
Create E-mail Account link and then choose a third-party provider link to go to their website to
create a free account, for example, Gmail or Microsoft Outlook. (A separate browser tab will
open.)

Contacting Information

‘Please select a method in which you prefer to receive
notifications:

Email -

Primary E-mail:

rewanson1620@gmail.com |

Create E-mail Account

Read Cur E-mail Security Policy

Confirm Primary E-mail Address:

rswanson1620@gmail.com |

*Primary Phone:

|800 |- |555 |- |1212|Ex1 | |

*Primary Phone Type: Home

*Primary Phone Mode: Voice
Alternate Phone:

N O A 0

Alternate Phone Type:

Mone Selected -

Alternate Phone Mode: MNone Selected

I ‘ I
4

Text Message Cell Phone:

Fax:

Individual Registration Page 3 — Contacting Information Section
26 Enter your Primary Phone number.

27 From the drop-down lists, select your Primary Phone Type (for example, Cell/Mobile or Home)
and Mode (for example, Voice or TTY).

WorkinTexas.com - Job Seeker Registration 9 V19 - 08/2019
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28 If desired, you can also enter any of the Alternate Phone or Fax numbers and type.

29

30

31

32

33

34

In the Demographic Information section (see figure below), enter your Date of Birth (in the format
mm/dd/yyyy). When you click out of the field, your calculated age appears in the Current Age
field.

Indicate your Gender by clicking the appropriate radio button.

Demographic Information

“Date of Birth: 02/28/1970 | (mm/dd/yyyy)

Current Age:

49

You indicated your date of birth as February 28, 1970.
*Gender:

O Female @ Male O | do not wish to answer,

‘Are you authorized to work in the United States? @ Yes O No

* Are you currently looking for work? @ Yes O Mo

*Citizenship Status

Citizen of U.5. or U.5. Territory -
*Do you have a valid Drivers License/State 1D? @ Yes O Na
*State Issuing Drivers License/State 1D | Texas - |
*Drivers License/State Id Number: | 13345678 |

Individual Registration Page 3 — Demographic Information Section

Specify if you are authorized to work in the United States. If you select No, you can still
register in WorkinTexas.com.

Specify if you are currently looking for work. If you select Yes, you will need to create a résumé
in WorkinTexas.com, which is described later in this chapter.

Select your Citizenship Status from the drop-down list. The typical response is Citizen of U.S. or
U.S. Territory.

a. If you select U.S. Permanent Resident, you will need to provide your USCIS (Alien
Registration) Number, or if you select Alien/Refugee Lawfully Admitted to U.S., you'll need
to enter your USCIS Number and the Expiration Date (in the format mm/dd/yyyy).

Specify if you have a valid U.S. Driver’s License/State ID.

a. If you select Yes, specify the State Issuing Driver’'s License/State ID by selecting the state
from the drop-down list, and enter your Driver’s License/State ID Number.

WorkinTexas.com - Job Seeker Registration 10 V19 - 08/2019
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35 Click the Next button. The system checks and saves all your entries and creates your basic
registration. A Registration Acknowledgement page displays, showing your username, and
reminding you that you will need your username and password every time you sign in to the
system (see figure below).

L Note: Although you now have a basic registration in WorkinTexas.com, you’ll need to continue to
enter your background information, and then create a résumé. You can do this now by clicking the
Next button to proceed to the Wagner-Peyser application wizard or do it at another time by clicking
the | will return and complete later button. Clicking “I will return and complete later” signs you out of
the system. The next time you sign in, you'll go right to the wizard. See “Adding Background
Information” below for details.

Work
In
Texas

You have created a login for WorkinTexas.com. Use the Username and Password you created every time you login to

@ I will return and complete later

Registration Acknowledgement Page

WaorkinTexas.

Your Username: tswanson

Adding Background Information (Wagner-Peyser Application)

When you add your background information in the system, you are completing what is known as a
Wagner-Peyser application. Very simply, Wagner-Peyser (WP, for short) is a federally-funded labor
exchange program that offers services to match employers with qualified job seekers.

The WP application uses a 7-page form wizard to gather all your information, showing you a progress bar
as you complete each page (see figure below).

Tip: Recording your background information up front saves you time and effort later when using
WorkinTexas.com. The information you provide is used to automatically pre-fill many fields in your
résumés and job application forms. And later, if you need to change information in a résumé or job
application, many times those changes will automatically update your background information for
future use.

P To add your background information using the Wagner-Peyser application wizard:

1 From the Registration Acknowledgement page (see figure above), click the Next button. The Title
Il — Wagner-Peyser (WP) application wizard starts on the Education Information page (see figure
below).

WorkinTexas.com - Job Seeker Registration 11 V19 - 08/2019
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Title 11l - Wagner-Peyser (WP) 17
Education Veteran Employment
e} 7
W/ b ™
@ Education @ \Veteran @ Employment
@ Farmworker @ Demographic @ Additional Background

@ Public Assistance

4 Hide All Steps

a ‘U“\‘I P

Ortega, Maria H

W To Bottom

Education Information

Wagner-Peyser Application Wizard Progress Bar
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Education Information

Education Information ﬂ

TWC eollects some infarmaten in onder to better understand your background and servced that may be approprate for
you. We alse need scme of this information for accountability purposes o that we can better measure our serice results
Personal information provided during the registration process will not be shared with prospective employers
undess specially noted.

"Highest schoel grade completed:

th Grade Completed .

° Received High School Diploma or
Equivalency®:
@) High School Diplema () High School Eguivalency (GED) () Mone of these apply to me

“Highest Postsecondary Education
Lewvel Completed:

| Mo Postsepondary Educaton Level Completed -

" School Status:

| n-school, secondary schocl or less o one Selecte -

« Aire you attending schoel full time?: () ves (@ Mo

In-school, secondary school or less

Interested in assistance achiewing O ves (@) Mo In-school, alternative school

your high school diploma or In-school, post-secondary schoal

wquivalency™: [Nu:ut attending school or secendary school dropout ]
Mot attending school: secondary school graduate or has a recognized equivalent

* Receiving services from Job Corps: (L) ves (® Mo — i J

u

WP Application Wizard — Education Information Page
2 Select your Highest school grade completed from the drop-down list.

3 Specify if you Received a High School Diploma or Equivalency by clicking the appropriate
radio button.

4  Select your Highest Postsecondary Education Level Completed from the drop-down list. If
you have not completed any schooling beyond high school, choose No Postsecondary Education
Level Completed from the bottom of the list.

5 Specify if you are currently in or out of school from the School Status drop-down list. If you have
not completed high school and are not in school, choose Not attending school or secondary
school dropout. If you have completed high school and are not in school, choose Not attending
school; secondary school graduate or has a recognized equivalent.

6 Complete the remaining two or three questions by selecting Yes or No. Your answers can help
identify any services or benefits you may be eligible for.

7 From every page, you can do the following at any time (see figure above):

e To exit the wizard and save your work from previous pages only, click the Exit Wizard link in
the lower left corner of the page. If you exit the wizard in this fashion, no data on the current

WorkinTexas.com - Job Seeker Registration 13 V19 - 08/2019
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page is saved. To do save the current page entries, advance to the next page with the Next
button, then click Exit Wizard.

e To return to the previous page and change information, click the Back button.

e To save your work in progress and proceed to the next page, click the Next button.
8 Click Next to continue. The Veteran Information page displays (see figure below).

Veteran Information

L\ Note: The Veteran page has a lot of information and questions for veterans and/or their spouses. If
any of these statuses pertain to you, the registrant, be sure to read the introductory text and each
guestion carefully before answering, as your answers can determine additional services and benefits
you may be entitled to. If no veteran status applies to you, answer No to all required questions and
then proceed to the next page.

Women and men who serve in any branch of the United 5States Armed Forces, including Army, Mavy, Marines, Air Force,
Coast Guard Reserves or MNational Guard may eligible for additional services. Veterans are entitled to veteran's preference
in the public workforce system. This includes an early look at new job postings prior to non-veterans. In addition, many
employers also give preference to hiring veterans. while prospective employers WILL be able to see if you are a veteran,
additional service information including information on service-related disability (if any) will NOT be shared.

Click here to learn more of Texas Veteran Priority of Service policy or click here to view the Texas Veterans Portal

Veterans and their spouses may be entitled to 5tate and Federal Benefits. Please answer the following questions.

Spouse or Dependent of a Veteran

" Are you the spouse of a member of the armed forces who is on O Yes O No
active duty?

* Are you a caregiver who is a spouse or family member to a O Yes O Na
member of the armed forces who is wounded, ill or injured and
receiving treatment in a military facility or warrier transition
unit?

* Are you the spouse/dependent of someone in the active duty O ‘Yes O Na
military service, National Guard or Reserves who is currently
activated?

" Are you the spouse of a veteran who has a total service O Yas O MNa
connected disability, is Missing in Action, captured in the line
of duty by a hostile force, is a Prisoner of War or who died from
a service connected disability?

" Are you the spouse of a member of the military who died while O Yes O MNa
on active duty?

WP Application Wizard — Veteran Information Page — Spouse or Dependent of a Veteran Section

WorkinTexas.com - Job Seeker Registration 14 V19 - 08/2019
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9 If you are not the spouse of a veteran, answer No to all questions in the Spouse of a Veteran
section,

OR...

If you are the spouse of a veteran, read each question carefully before answering, as your
answers may determine additional services and benefits you are entitled to.

10 If you are not a veteran, answer No to the first question in the Veteran Information section, Are
you currently in the military or a veteran who has been discharged, then click the Next
button to proceed to the next page.

OR...

If you are a veteran or are currently active in the military—answer Yes to the first question. Four
additional questions will appear (see figure below).

Veteran Information

" Are you currently in the military or a veteran who has been @ Yes D No
discharged? r‘tj

"Are you a member of the armed forces who is wounded, ill or (:) Yes @ Mo
injured and receiving treatment in a military facility or warrior

transition unit?

" Are you within 24 months of retirement or 12 months of @ Yes O No

discharge from the military (Transitioning Service Member)?

*Have you served on active duty in the armed forces and were D Yez @ No
discharged or released from such service?

" Are you now or have you served in a National Guard or Reserve
unit that was called to or is on Active Duty due to armed
conflict and/or crisis invalving national security (Title 10
Activation)?

O Yes. | am serving. O Yes. | have served. @ Mo, | have not served.

* Have you attended a Transition Assistance Pragram (TAP) D Yes O No
Werkshep within the last three years?

Expanded Veteran Information Questions

11 Specify if you are a member of the armed forces who is wounded, ill or injured and
receiving treatment in a military facility or warrior transition unit.

12 If you are within 24 months of retirement or 12 months of discharge from the military
(Transitioning Service Member), select the Yes radio button. Additional questions and sections
appear (see figure below).

WorkinTexas.com - Job Seeker Registration 15 V19 - 08/2019



) Geographic

Solutions’

geographicsolutions.com WorkinTexas.com Job Seeker Registration

13

14

15

If you have served on active duty in the armed forces and were discharged or released
from such service, select the Yes radio button. Additional questions and sections appear (see
figure below).

Specify if you now or have you served in a National Guard or Reserve unit that was called
to, or is on, Active Duty due to armed conflict and/or crisis involving national security
(Title 10 Activation). If you are serving under a military branch other than National Guard or a
Reserve branch, select No, | have not served.

Specify whether you have attended a Transition Assistance Program (TAP) Workshop within
the last three years.

Transitioning Service Members Questions

16

17
18

19

In the Transitioning Service Members section, select your Transitioning Service Member Type
from the drop-down list (see figure below).

Enter your Projected Discharge Date (in the format mm/dd/yyyy).

Specify whether you have received a signed DD-2958 (Service Member Career Readiness
Standards/Individual Transition Plan).

Specify whether you are being involuntarily separated from active duty due to a reduction-
in-force.
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"Are you within 24 months of retirement or 12 months of @I Yes {J Ne
discharge from the military (Transitioning Service Member)? rl\!_.-)

“Have you served on active duty in the armed forces and were O fes @ Mo

discharged or released from such service?

" Are you now or have you served in a National Guard or Reserve
unit that was called to or is on Active Duty due to armed

conflict and/or crizgis invelving national security (Title 10
Activation])?

O Yes, | am serving. O fes. | have served. a MNo. | have not served.

* Have you attended a Transition Aszsistance Program (TAP) D Yes @ Mo
Waeorkshop within the last three years?

Transitioning Service Members

«Transitioning Service Member Type:

Within 12 Months of Discharge

* Projected Discharge Date: 03/30/2020 | B Today

*Have you received a signed DD-2958 O Yes @ Mo
(Service Member Career Readiness
Standards/Individual Transition
Plan)?

« Are you being involuntarily D Yes @ MNe
separated fram active duty due te a
reduction-in-farce?

Transitioning Service Member Questions
Additional Veteran Information Questions

The Additional Veteran Information section appears if you answered Yes to Have you served on active

duty in the armed forces and were discharged or released from such service?. If you answered No,
you will not see this section.

20 In the Additional Veteran Information section, specify if you have had multiple periods of
service (see figure below). If Yes, additional fields will appear where you can enter the details for
each period of service (up to three most recent periods may be entered).

«su Note: All additional service period end dates must be in the past, not in process.
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21
22

23
24

25

26
27

"Have you served on active duty in the armed forces and were @ fes G MNa

discharged or released from such service? I‘!‘:J

" Are you now or have you served in a National Guard or Reserve
unit that was called to or is on Active Duty due to armed
conflict and/er crisis invelving national security (Title 10
Activation)?

O Yes, | am serving. O Yes, | have served, @ M. | have not served,

+Have you attended a Transition Assistance Program (TAP) D Yes @ Mo

Workshop within the last three years?

‘Additional Veteran Information

~

secking:

*Have you had multiple pericds of () ver @ ne
service?
in 14
* Military Service Begin Date: 11/12/2005 | B Today
s First Military Service End Date: 10/31/2008 | B Today
* Branch of Service: Air Eorce -
+ Most Recent Character of Service Henarable -
Recelved:
Military Specialty Code most
relevant to the career you are

g105 : O : Veterinary Education Program Student

/

-

Additional Veteran information Questions — Part 1

Enter your First Military Service Begin and End Dates (in the format mm/dd/yyyy).

Select your Branch of Service for this period from the drop-down list. This selection will

determine what options appear on the Military Specialty Code drop-down list below.

Select your Most Recent Character of Service Received from the drop-down list.

Select the Military Specialty Code most relevant to the career you are seeking from the drop-

down list.

Specify if you Received a Military Campaign Badge (see figure below for the remainder of

Veteran Information fields).
Check the boxes for any Operation you were deployed to.

Specify if you are Active in the military reserves.

WorkinTexas.com - Job Seeker Registration 18

V19 - 08/2019



”

»

Geographic

QSP.!..uEIPnsm WorkinTexas.com Job Seeker Registration

28

29
30
31
32

+ Received a Military Campaign Badge: (:} Was @ Mo

Combat Veteran Web Site
‘Were you deployed to any of the following (please check all that apply):
[0 o€F-HO. - Operation Enduring Freedom-Horm of Africa
[0 ceF-Cperation Enduring Freedom
|:| OAF = Operation Iragi Freedom.
[0 omp- peration Mew Dawn
[J ofs - Operation Freedom Sentinel
[] ©iR - Operation Inherent Resolve

° Are you active in the military
reserves?:

() ¥es, | am active in the military reserves (@) Mo, | am not active in the military reserves () Mot specified

" Service-connected disabled Veteran:

Yes, Disabled e
"l
e
* Are you a homeless veteran?: ) ves (@) Mo

« Are you currently incarcerated or l::ll Weg @ Mo D I do not wish to disdosa
have you been released frem
Incarceration?

“Within the last 12 months, have you ) ves @ Mo ) Mot Sure
been unemployed for 27 or more
weehs?

Are you currently enrolled in the VA () ves (8 no
Vecational Rehabilitation Program
(Chapter 31)%:

Recently Separated: N

[Umnm ¥ies, Eligibile Veteran ]

Additional Veteran information Questions — Part 2

Specify if you are a Service-connected disabled Veteran by selecting your status from the
drop-down list.

a. If you selected either Yes response, the Disability Percentage drop-down list appears below
it, from which you must choose the percentage value of your disability status.

Specify if you are a homeless veteran.
Specify if you are currently incarcerated or you have been released from incarceration.
Specify if, within the last 12 months, you have been unemployed for 27 or more weeks.

Specify if you are currently enrolled in the VA Vocational Rehabilitation Program (Chapter
31).

The last two fields (see figure above) are filled in by the system based on your responses to the previous
questions:
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e Recently Separated will be set to Yes if you have left active duty within the last three years.

e |If Veteran Status is set to Yes (Eligible Veteran, <=180 Days, or Other Eligible Person), this
means you are eligible for additional federal or local services and benefits, beyond what are
available for civilians.

Tip: Visit your local Workforce Solutions Office to get assistance with available veteran’s benefits and
programs.

33 Click Next to continue. The Employment Information page displays (see figure below).

Employment Information

Employment Information

*Current Employment Status: | Unemployed

+Last Date of Employment: 02/10/2019 Today

*Was your last date of employment @' Yes O No
due to a layoff or military

separation:

Is your unemployment due to a D Hurricane Harvey
declared natural disaster (e.g.
Hurricane, flood, fire, etc.):

+|s your unemployment related to a O Yes @ No
layoff in which Texas Workforce
Solutions staff provided information
about re-employment services in a
group session (commonly referred to
as Rapid Response services) at your
employment before or after your
employment separation?:

+What is your desired job?: | Vieterinary Assistants and Labeoratory Animal Caretaker |

Suggested Occupations:

| eterinary Assistants and Laboratory Animal Caretakers « |

Occupation Title: Search for an occupation

| 31909600 || Weterinary Assistants and Laborator |

Exit Wizard
<< Back Next >>

WP Application Wizard — Employment Information Page

34 Select your Current Employment Status from the drop-down list. If you select Unemployed,
additional fields will display and you must:

a. Enter your Last Date of Employment (in the format mm/dd/yyyy).
b. Specify if your last date of employment was due to a layoff or military separation.

c. Check the box if your unemployment is due to a declared natural disaster (e.g. hurricane,
flood, fire, etc.); in this case, Hurricane Harvey.
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d. Specify if your unemployment is related to a layoff in which Texas Workforce Solutions staff
provided information about re-employment services in a group session (commonly referred to
as Rapid Response services) before or after your employment separation.

35 Enter the common title of your desired job. As you type in the field, the system searches for
matches and displays a drop-down list that you can mouse over and scroll down to click on the
closest match.

36 Another drop-down list appears with Suggested Occupations for you to click. The Occupation
Title fields will populate with a code and title from a national occupation database.

37 If you can't find the right occupation using the above method, click the Search for an occupation
link to display a pop-up window where you can do a full keyword search.

38 Click Next to continue. The Farmworker Information page displays (see figure below).

Farmworker Information

Farmworker Infoarmation

The lollpweng questians do nod pertain (o work performed on 3 family farm: ranch, beekeeping food processing or food

manufactunng aperation owned by yoursell ar close relatives

*Hawe you worked In farming, E‘) Va5 G Ko
ramching, agriculture, fish farming,
or feed processing of a seasonal or @
temparary nature in the last 24
manths?

*In the last 24 menths was there any () ve: @ Ho
12-month period when your parent,
spouse or guardian earned at least
half of their income working in
farming, ranching, agricubture, fish
farming or food processing?

ﬂu' you worked in farming, D s D !“

ranching, agriculture, fish farming,
or food processing of a seasonal or
temporary nature in the last 12
maonths?

" In the last 24 months, was there any D Vo5 G Ko
12-manth parlad when ot least half
of your income came fram work In
farming, ranching, agriculture, fish
farming or food processing?

*Ware you able to return 19 yeur O ve: O He

permanent place of residence within

w same day? /

Migrant Type:

Sec. 167 Migrant Status:

WP Application Wizard — Farmworker Information Page

39 Specify if you worked in farming, ranching, agriculture, fish farming, or food processing of
a seasonal or temporary nature in the last 24 months. If you respond Yes, three additional
required questions will display (see the outlined area in figure above).
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a. Specify if you worked in farming, ranching, agriculture, fish farming, or food processing
of a seasonal or temporary nature in the last 12 months. This is the same as the above
guestion, except the time frame is 12 months, instead of 24 months.

b. Specify if in the last 24 months, was there any 12-month period when at least half of
your income came from work in farming, ranching, agriculture, fish farming or food
processing.

c. Indicate if you were able to return to your permanent place of residence within the same
day.

40 Specify if in the last 24 months, was there any 12-month period when your parent, spouse
or guardian earned at least half of their income working in farming, ranching, agriculture,
fish farming or food processing.

41 Click Next to continue. The Demographic Information page displays (see figure below).

Depending on how you answered the above questions, the last two fields, Migrant Type and Sec. 167
Migrant Status, will show your status as a migrant, which may determine additional programs and
services you may be eligible for.

Demographic Information

L Note: All questions must be answered on the Demographic Information page, but you may select |
do not wish to answer.”

Demographic Information

TWC collects some information in order to better understand your background and services that may be appropriate for
you. We also need some of this information for accountability purposes so that we can better measure our service results.
Personal information provided during the registration process will not be shared with prospective employers
unless specially noted.

This information is for internal use only and will NOT be provided to prospective employers.

*Do you have a disability?: O Yes o Mo O I do not wish to answer
*Are you of Hispanic or Latino O Yes O No O Information Mot Provided
heritage?:

*Race - Please check all that apply: D African American/Black
D American Indian/Alaskan Native

D Asian

D Hawaiian/Other Pacific Islander

O white

D | do not wish to answer,

Exit Wizard
<< Back Next > >

WP Application Wizard — Demographic Information Page

42 Specify if you have a disability. If you respond Yes, several more questions will display. See the
“Disability Questions” topic below for more information.

43 Specify if you are of Hispanic or Latino heritage.
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44 Indicate your Race; check all boxes that apply.

45 Click Next to continue. The Factors that May Impact Obtaining and Retaining Employment page
displays (see figure below).

Disability Questions

If you have self-identified as having a disability, several additional required fields display on the
Demographic Information page (see figure below).

<L Note: None of this information will be shared with prospective employers. It may be used to
determine your eligibility for additional programs and services for which you apply.

* Do you have & disabilityT:

- rr——

@ e O Mo O 130 not wish 10 angwer

The fallewing Infarmatian dhauld b--mmd]:)d aaly when the individiasl hai self. identified they have a

disubillity.

= Pleasa chack any of the categories of n Physical/Chronic Health Condition

dizability that you may have:

=1 am concerned my disabllity may
sreate significant challengaes to
abiaining and retaining
emplayment

= drg you curremthy OF have you ever.
received Vocational Rehabilitation
Serviesd fram & it8te Supparisd
rehahilitation agenty oF some sther
weatienal rehabilitation sgency:

= D you attalm & certificats of
attendance or completion from your
schood as a result of successfully

pleting an I
Education Pragram (IEF)T:

= Mave you recebved services funded
by the Skate Dewelapmaental
Disabilities Agensy (SDDA), sush &3
Aginea ard Disability ServicesT

PhyiicalMeBiity Imparmant
O ¥
] wants o

O visicn-relmed daasity

Papehiming Digkbikty

[0 Hearing-related daakdity
O Leaming Disability
O cognitrvemteliectual deability

O 1 de not wish to answer.

Q) ves O Mo

« Have you received services funded
by a local or state mental health
agency (LSMHA):

O es. Curmently Recening + Have you received services funded

wia a state Medicaid HCBS waiver?:

+ Ploase describe your current/most
recant emplayment.;

O ves O ma

= Did yeu receive one of the fellawing | None 5
Customized Emplayment Services to

attain your current/most recent
employment?:

O ves. 50DA D) Ko

i you are an 551,/5501 reciplent,

which of the fallowing services did

¥ou receive’:

O s, LSMHA

DND

O es HCBS Waiver () Mo

| None Selected rl

elected w

Mone Selected

WP Application Wizard — Demographic Information Page - Disability Questions

46

appears and click any checkboxes that apply to you.

47
48
49

After responding Yes to Do you have a disability? review the list of disability categories that

Indicate Yes or No for the next six questions. If you're unsure about any of them, choose No.
For the last three disability questions, select your response from the drop-down list.

Complete any remaining unanswered questions, then click Next to continue to the Factors that

May Impact Obtaining and Retaining Employment page (see figure below).

WorkinTexas.com - Job Seeker Registration

23

V19 - 08/2019



r

A Geographic
JSolﬂtigns®

geographicsolutions.com WorkinTexas.com Job Seeker Registration

Factors that May Impact Obtaining and Retaining Employment

Other factors may impact your ability to obtain or retain employment. Providing this information helps
Texas Workforce Solutions staff understand whether you may need additional assistance and what
services might be appropriate.

L Note: None of this personal information will be shared with prospective employers. It may be used to

determine your eligibility for additional programs and services for which you apply.

Factors that May Impact Obtaining and Retaining Employment
A

Tha Texas Workforce system offers senvices that can help peopds who have difficulty cbtaining employment

unrelated to their gualifications or economic conditions. Please identify any issues that could impact your

abilty 15 obtain and rétain empleyment. By prow
voul meed addional assEtance and whal Serdces m
prospaciive employers. Selec:ﬁng Yes for English is
notmy first language will
require you to select your
primary language from the
drop-down listthat appears.

*Engilsh Is not my istianguage and i (@ oz ) o
have limted ability in spaaking, e S
reading, writing er understanding
Emglish:

“1 am concernad that | may face @ ves O e
difficulty becoming smployed

b af my eultursl baekgraund:

"I yeu, what is your primary
language?’:

® ve: O Mo "I am & homemaker who has lost the () ves (8 Ho

My reading, writing and/or math finamcial suppert of anather family

skills conld limit my ability to

mamber and am having diffic
function on the job or life in iy i

obtaining smployment

generall:
| am eurrently in Faster Cane ar | He
"1 am eurrently receiving Adult D Yes E Mo have aged sut of Fester Care System:
Education and Literagy Services
through Texas Workforce Solutions: Are you a runaway youth; He
*If Mo, are you interested in hoarning @ ves O Yoo Orling sedrches maks it eady 15 nessarch & pens reh redults may b farmaticn withoul full cantext
cluding idormation on simple aresis w LT

mane about the services offersd
through the Adult Education and
Literacy ServicesT:

oot sl (R
"I am & single parent with a child O ves @ We other interaction with the orminal

n nterdies where such & queshbon cowld come up. We also offer senvioes that can assist those wiho have had

yioad 1o
corvictsans in chdaining and retaining employment

under the age of 18 {or am single justica spywtam, which you are
and pregnant): eancerned, could inpact your ability
to abiain | vtT:
Selecting No for currently
receiving Adult Education and
Literacy Services will require
youto indicateifyou are
interested in learning about |40 m
those services in the field that
appears. - -

WP Application Wizard — Factors that May Impact Obtaining and Retaining Employment Page

50 Complete all required questions, taking note of the two additional fields that may appear based on

your responses, as shown in the figure above:

a. Selecting Yes for English is not my first language will require you to select your primary
language from the drop-down list that appears.

b. Selecting No for currently receiving Adult Education and Literacy Services will require
you to indicate if you are interested in learning about those services in the field that appears.

51 Click Next to continue. The Support Information page displays (see figure below).
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Support Information (Public Assistance)

The information you supply on the Support Information page (see figure below) applies to any public
assistance services you may have received or been eligible to receive within the last six (6) months.
Providing this information helps Texas Workforce Solutions staff understand whether you may need
additional assistance and what services might be appropriate.

<L Note: None of this personal information will be shared with prospective employers. It may be used to
determine your eligibility for additional programs and services for which you apply.

Support Information

The Texas Workforce System and other agencies can help people with lower income of income Muctuations
mprove their economic status, Please provide us with a kttle more information abouwt youwr current status and
SUpEOrt senvices you have received [f any). This will help us coordinate services and identify ather sendce
options that may be appropriate
Flease provide answers to the following questions if any apply within the last & months

* Have you received Temporary I8 ves O Mo

Assistance for Needy Families (TANF)

B L AL
payments?
¢ ; \
“ If yes, are you within 2-years of O ves O Mo ﬁm you received Supplemental ® ves O Mo
Security Income (S51)7
exhausting your federal benefits?
. . . N

*Have you been determined eligible () ve: @ Mo Have you received Social Security ® ves O o

for or recelved Supplemantal Déasbiiy Incoms (S5E4)

HNutritienal Assistance Program

Assistance (SMAP formerly known as " If you answered yes to receiving 551 CI Yes D Ne

Food Stamps)? or 5501 please consider the

following Are you a Social Security

* Have you received General D Yes a MNa Adminlstration "Ticket to Wark™

Assistance Payments? ind.rr _/
' Have you received Refugee Cash D Vel a Ma " My family qualifies for free or D Yes ﬂ Mo

Assistance Payments? reduced-price school lunches?:

-

Exxt Whzhid i
o -

WP Application Wizard — Support Information Page
52 Complete all required questions.

a. Answering Yes to TANF payments causes a question regarding exhausting federal benefits
to appear, as shown in the figure above.

b. If you answer Yes to SSI or SSDI, you will need to answer an additional question regarding
“Ticket to Work,” as shown in the figure above.

53 Click the Finish button to complete your full registration and Wagner-Peyser application. The
Finish Application pop-up box displays (see figure below).
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Congratulations!
You've completed the WorkinTexas.com registration process.
But you're not done yet!
Now it's on to creating your résumé with the Résumé Builder wizard.

Finish Application

The application has been successfully completed. Please
click the Resume Builder Link below to complete your
registration.

Resume Builder

Finish Application Pop-up

If you decide not to create your résumé at this time, after clicking the Résumé Builder link in the Finish
Application pop-up box (see figure above), you will be required to complete that task the next time you
sign in to the system.

L Note: See “How to Finish an Incomplete Résumé” on page 59 for details.

Creating a Résumé

Once you've created your account and completed your background information on the Wagner-Peyser
application, the next step in your job seeker account setup process is to create at least one résumé in
WorkinTexas.com using the 13-page Résumé Builder wizard (see the page titles in the figure below).

Résumé Builder

Employer Search ltems Templates Education Certifications Employment
P \ - - - -
Job Skills Technical Skills And Tools Ability Summary Objective Honors 8 Activities
Additional Information Contact References

& & &

Résumé Builder Wizard Progress Bar
The benefit of having your résumé(s) stored in the system is that it allows:
e You to search for jobs based on information in your résumé
e You to apply for jobs using the résumé (some employers require a résumé in order to apply)
e Registered employers to find job candidates based on criteria from their résumés
P To create a résumeé:

1 Click the Résumé Builder link in the Finish Application pop-up box (see figure above). The first
page of the Résumé Builder wizard displays (see figure below).

A Note: After completing your Wagner-Peyser app, if you opted to return to the system later to
complete your résumé, you will be presented with the first page of the Résumé Builder wizard as
soon as you log in.

WorkinTexas.com - Job Seeker Registration 26 V19 - 08/2019



) Geographic

gsgo.!hl'rs.lpns: WorkinTexas.com Job Seeker Registration

Résumé Name

“Résumé Title:

Mote: You may want to include words that highlight your skills, experience or specialty. Also, please be advised that this is

a searchable field by Employers if you choose to have this résumé accessible online. Therefore you may wish to omit
identifying information.

Show Résumé Best Practices

Résumé Creation Method

@ Comprehensive

(,\\ Build your résumé using a step-by-step process (create your résumé

]
from scratch).
L'B )

QO Upload

P Attach an existing Word or .PDF résumé (save time by using your existing
.E résumé).

Cancel @

Résumé Builder Wizard — First Page

2 Enter a Résumé Title.

Tip: Choose a title that will help you identify this résumé from others, for example, “Retail
Sales” or “Administrative Assistant.” You might want to include words that highlight your
skills, experience, or specialty to help your title stand apart from other résumés.

L Note: If you choose to have this résumé accessible online to employers registered in the
WorkinTexas system, the title is a searchable field.

3 To see alist of tips to improve your résumé, click the Show Résumé Best Practices link (see
figure above). A list appears below the link. Click the link again to hide the list.

There are two ways to create your first résumé in the system:

e Comprehensive, in which you enter most information on the wizard pages (some entries
may get pre-filled from your background information; this method is covered in this
procedure).

¢ Upload, where you can upload an existing Word or PDF format résumé file, and the system
extracts applicable information and records it in the WorkinTexas.com résumé template
format. Uploaded résumés still require some editing and formatting.

4  Click the Comprehensive radio button and then click the Next button. The Résumé Availability
page displays (see figure below).
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Résumé Availability

Do you wish your résumé to be available online for employers looking to hire you?

ED] Yes, my résumé will be available online for employers to view.

O Nao, my résumé will NOT be available online,

If you select No you will still be available to apply for jobs you find online using your resume. However,
verified employers will not be able to find your résumé. This is the quicker option but employers will not be

able to find you,

If you select Yes you will be required to provide some information about your job requirements so that

verified employers can easily find your résumé.

Résumé Builder Wizard — Résumé Availability Page

5 Click Yes to have your résumé be available for all registered employers to search for and view;
this will require you to provide additional information about your job requirements/preferences,

OR...

Click No to hide your résumé from employers’ candidate searches; you can still use your online
résumé to apply for jobs you find in the system.

6 Click Next to continue, then click OK to confirm your choice in the pop-up alert that appears. If
you selected Yes to make your résumé available online to employers in the WorkinTexas system,
the Desired Location page displays (see figure below); if you selected No, you skip all employer
searchable items and advance to the Résumé Layout Templates page in the wizard.

Employer Search Items

The categories of information you enter on the next several pages can be used as search criteria by
registered employers to find desirable candidates that match up to their job postings.

L\ Note: Much of the Employer Search Items information will not appear in your official, formatted
résumé unless you purposely include it yourself. It is mostly to help employers find you in the system.
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Desired Location

Desired Location

L [
j
) S &)
o~ ;; Ay
Statewide Texas A specific County (or specific Counties)
e
T
HET A

[~
=]

Résumé Builder Wizard — Desired Location Page
P To specify desired locations:

1 If you've opted to let registered employers see your résumé, this page is where you specify where
in the state you wish to work. Of the three options, click the one that best suits where you'd like to
work:

a. Statewide Texas — your résumé will be viewable by employers who are looking for
prospective employees desiring to work anywhere in the state. When you click this link, the
Employer Search Items page displays (see figure below); click Next to continue and add
more employer searchable items; see “Continuing with Employer Search ltems” on page 32
to continue with the wizard.

b. A Specific County (or Specific Counties) — your résumé will be viewable by employers who
are looking for prospective employees desiring to work in the selected county or counties;
see “Selecting Counties for Desired Location” on page 29 for how to select counties.

c. Zip — your résumé will be viewable by employers who are looking for prospective employees
desiring to work within a specific Zip Code radius; see “Specifying a Zip Code Area for
Desired Location” on page 31 for how to specify the Zip Code radius.

Selecting Counties for Desired Location

1 Onthe Desired Location page (see figure above), click the A Specific County (or Specific
Counties) link. The County Selection page displays (see figure below). The selection mode
defaults to selecting a single county, but you can change to multiple.
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Select a specific county (or specific counties) «

[ Select Multiple Areas |

WESIEH"I TE.KES Soroll daven o see Eastern Tewas ;

Calam  (Sheman Qrhibere| I|i

Select a specific county (or specific counties)

--- 4 | L ! [ &elect Singke Area |
Ehdhaer. PO | ramen | Cemy | iSssios |
= } | 1 | Dallam County

Hansford County

Ochiltree County

sherman County

s i 11 Phaie Eadarmas

Cetwnn Lababndi

s 2 o o] e | =
== | ! ! | ] Continue
ORI i e

st ity | e | } =
TR L cor | Amagan | Tes
| e e I Hon | e
N = - 1
- = ! P
e Ll . L Crecken
, 1 —
" i
", Termeb |
] | vivense [T
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Desired Location — County Selection
2 The County Selection page lets you select your desired counties in a few ways:

e To select a single county, select it from the alphabetized drop-down list, or find it on the map

and click it. The Employer Search Items page displays showing the Desired Location section
(see figure below).

e To select more than one county, click the Select Multiple Areas link, or counties on the map.

0 A selection box appears below it and the link text changes to Select Single Area.

0 Select counties from the alphabetized drop-down list and they get added to the
selection box or click all desired counties on the map.
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e Toremove selected counties from the box, click all the ones to delete, then click the Clear
Selected link. Click Continue. The Employer Search Items page displays with your
selections (see figure below).

e The County map is divided. To see the map for eastern portion of the Texas map, scroll
down the page.

Specifying a Zip Code Area for Desired Location
1 Onthe Desired Location page (see figure above), click the Zip link. The Zip Code page displays.

Zip code:l 78701 |

QO 5 Miles @ 10Miles O 25 Miles () 50 Miles

Continue

Desired Location — Zip Code Entry

2 Enter the desired Zip Code and click a radius around that Zip code in which you will consider
employment.

3 Click Continue. The Employer Search Items page of the Résumé Builder wizard displays with
your selection(s) in the Desired Locations section.

Résumé Builder

Employer Search ltems Templates Education Certifications Employment

A o — - —

= - - - -
Job Skills Technical Skills And Tools Ability Summary Ohbjective Honors & Activities

- - - - -
Additional Informatic Contact References

- - -

ﬂ For help click the information icon.

To sort on any column, click a column title.

™ S

Williamson County, Travis County Edit

E Update background information

Résumé Builder Wizard — Employer Search ltems Page — Desired Locations

Some items to note on this page:
e This progress bar shows where you are in the résumé creation process. You're building a
comprehensive résumé!

e Your desired work locations are shown on this page as they are criteria that employers can
search by when looking for job candidate résumés.

e To change your location preferences on the Desired Location page, click the Edit link in the
Action column.
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e To save your desired location preference in your account background information (for future use),
click the Update background information checkbox.

4  Click Next to continue and add more employer searchable items; see “Continuing with Employer
Search Items” next.

Continuing with Employer Search Items

If you've opted to let employers find your résumé in WorkinTexas.com and you've already specified your
desired work locations, continue entering employer searchable items in the Résumé Builder wizard.

Select an Occupation

P To select an occupation:

1 Onthe Employer Search Items page with Desired Locations listed, click Next. The Select an
Occupation section displays.

Select an Occupation

Listed below are previous occupations you have selected while in this system. Otherwise, you may click the
Search for an occupation link below to find your desired occupation.

Veterinary Assistants and Laboratory Animal Caretakers v

[ Search for an Occupation |

E Update background information

View Labor Markst Information for Vetsrinary Assistants and Laboratory Animal Carstakers

Résumé Builder Wizard — Employer Search ltems Page — Select Occupation

2 Listed on the page is the desired occupation you selected earlier in the registration process. To
continue without making any changes, click Next,

OR...
Click the Search for an Occupation link to find your desired occupation in the pop-up window that

appears. Searching for occupations is covered in detail in Appendix A: Common System Tools of
the Virtual OneStop — Individual Services User Guide.

3 If desired, you can View Labor Market Information for your selected occupation by clicking the
link.

Tip: Remember, if you make changes to the background information that gets pre-filled while creating
your résumé, you can update that information in your account profile by selecting the Update
background information checkbox pages it appears.

Desired Salary

P To specify your desired salary:

1 Select your desired wage from the Desired Salary drop-down list. All wages are shown in both
hourly and annual format (see figure below).

2 From this page, you can also do a Cost of Living Comparison for two different areas, or View
Labor Market Wage Rates for your selected occupation by clicking the links.
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A Note: If you view the Labor Market Wage Rates, use the Back button on your browser to return to
the Desired Salary page.

3 Click Next to continue. The Job Type Profile sections appear (see figure below).

Desired Salary

Desired ANY -
Salary:

52,50 hourly ($5,000 annually) or more
54.75 hourly ($10,000 annually) or more
$7.25 hourly (515,000 annually) or more
59.50 hourly (520,000 annually) or more
‘ $12.00 hourly {525,000 annually) or more
514,50 hourly {$30,000 annually) or more
$16.75 hourly ($35,000.~ =,
519,25 haw

Cost of Living Comparison | View Labor Ma boratory Animal Carstakers

Résumé Builder Wizard — Employer Search Items Page — Desired Salary

Desired Job Type Profile

This is where you specify all your employment preferences and save them as your default desired job
type profile. This profile will be used for any other résumés you create in the system. It will also be seen
by Workforce Solutions Office staff and employers seeking qualified candidates.
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Desired Job Type Profile Information

“Title of this desired job | Erafide 1

type profile:

B This s your defsult Desired lob Type profie

Desired Employment Category

Emplaymaent Typa:

Regular - |

Full-Time or Part. Time: | .

o time 20 Heus orvorel + | Relocation/Telecommuting

Desired Work Houirs

*Check any of the shifts you are willing to accept:

P Cayshint [ EveningsSwing Shift [ Maght/Graveysd 51

{If you generally do not weork shiftz, select Day Shift.)

“Please check the days you are svailable te wark:

O sunday [A Monday B Tuesday [ Wednesday A

Desired Travel

Aire you willing to | Mone Selected - |
Are you willing to [ Hane Selected *
"
Description

Are you willing to
travel?

Mone Selected

Percentage of time you |
are willing to travel:

Any additional infarmation about the type of job you dedire:

| Insert General Sample Tex | Clear Teut |

Résumé Builder Wizard — Employer Search Items Page — Desired Job Type Profile
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P To create a desired job type profile:

1

o 0o~ WDN

~

Desired Job Type

Enter a Title of this desired job type profile.

Tip: Enter a word or words that identify this desired job type, such as "Day Shift - Weekends"
or "Relocation to Denver."

Specify your desired Employment Type, for example, Regular, Contract, or Temporary.
Specify your preference for Full-Time or Part-Time work.

Check any of the shifts you are willing to accept for this profile.

Check the days you are available to work.

Indicate if you are willing to travel. If you are, enter a Percentage of time you are willing to
travel.

Indicate if you are willing to relocate or are willing to telecommute (work from home).

In the Description section, enter Any additional information about the type of job you desire
in the text box.

a. If you want to start off with some generic text that you can edit, click the Insert General
Sample Text link under the text box.

Click Next. Your job profile is saved and is displayed in the Desired Job Type section, as shown
in the figure below.

Desired FT/ Days Available Default Display
Employment PT Profile on
Résumé
FT v

Vet Tech Regular

Day Maon, Tue, Wed, Thu,

Edit | 0
Profile Fri Delete

[ Add Mew Profile ]

Résumé Builder Wizard — Employer Search Items Page — Desired Job Type

From this page, you can:

10

View or edit a job profile by clicking either its title link or the Edit link in the Action column.
Create a new job profile by clicking the Add New Profile link.
Delete a job profile by clicking the Delete link.

When you have more than one job profile, you can designate it as a default and/or whether to
display the preferences within it on your résumé.

Click Next to continue to provide Driver’s License Information, as shown in the figure below.
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Driver’'s License Information
P To enter driver’s license info:

1 Specify whether you have a valid U.S. driver’s license. If you respond No, the page refreshes
and only the last two questions remain.

2 If you have a valid license, specify if it was Issued Outside the United States by checking the
box.

3 For U.S. licenses, select the State that Issued it by selecting from the drop-down list.

Driver's License Information

Do you have a valid @ Wés D Ma
driver’s license?

D Issued Quiside the United States

Driver's License [ Tankers

Texas - Endorsaments: [ poutle and Trigle Trailers

“State lssued:

D Hazardous Materials
D Two or Three-wheeled Motorcycles

| Class C - Standard Dwivers [0 Fassenger Venicles

*Driver's License Type:

[0 combination Hazardous Matesials and Tanker Vehicles
[ school Bus

Driver's License Class: D Ne Endorsements

D Class A - Any combination of vehicles with a QroEs
gross vehicle wesght rating of the vehicle(s) bemg e
" Do you have access to 0 e O Na

Class B - Amy single vehicle with a gross wehicle weiy R
D £ 9 S a motor vehicle?

towing a vehicle not in excess of 10,000 pounds gro

D Class C - Any single wehicle, or combination of vehs
but is either designed to transport 16 or more passs
materials ‘Do you rely on public () ves (O Mo

Private Vehicle class transportation?

D Maotorcycle class (Class M)
Résumé Builder Wizard — Employer Search ltems Page — Driver’s License Information

4 Specify your Driver’s License Type. For non-commercial, non-motorcycle, choose Class C —
Standard Driver’s License from the drop-down list.

5 Specify your Driver’s License Class by checking the appropriate box. For standard licenses,
choose Private Vehicle class.

6 If you have a Commercial Driver's License, select any of the Driver's License Endorsements
listed by checking their box. For non-commercial, non-motorcycle, select No Endorsements.

7  Specify whether you have access to a motor vehicle (this includes motorcycles).
Lastly, indicate if you rely on public transportation.

9 Click Next to continue on to provide the final employer search items, as shown in the figure
below.
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Additional Employer Searchable Items

The items in these sections—Security Clearance, Languages and Proficiency, and Typing Speed—are
optional.

P To finish entering employer search items:

1 If you have some language proficiency other than English, you can Add a new Language by
clicking the link. The Languages and Proficiency page displays (see figure below).

a. Select the Language from the drop-down list, then specify fluency by selecting from the
Proficiency drop-down list.

b. Click Save. It is now listed in the Languages and Proficiency section.

c. Repeat steps a. — b. for additional languages (other than English).

Security Clearance

What is your current

| Mo Clearance "'
security chearance?

Languages and Proficiency

Language Proficiency Action
Snanish Well Edit | Detete
| Add 3 new Languags ] —\
Typing Speed Languages and Proficiency

*Language: | Crnamish - |

o

Résumé Builder Wizard — Employer Search ltems Page with Languages and Proficiency Page

Typing Speed

2 If you wish to specify a Typing Speed, select it from the drop-down list.

3 Click Next to continue to the Résumé Layout Templates page, as shown in the figure below.

Résumeé Layout Templates

A résumé template is a sample document that already has some details in place that control the overall
look and layout of actual résumés in the system. By using a system-provided template to format and
structure all the information you’ve entered up to this point, you will save yourself time and effort in the
future when it comes time to submit your résumé(s) for job postings.

WorkinTexas.com provides four different system templates for your résumés: Chronological (default),
Functional, Federal (not official), and Upload. You can modify the system templates up to a point and
even create your own templates.

L Note: There's a lot you can do on this page, but this chapter will cover just the basics of using the
default Chronological system template. See Chapter 3: Quick Menu in the Virtual OneStop —
Individual Services User Guide for more details.
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Résumé Layout Templates

Current

| Chronological - System Template - |
Template:

Résumé Sections | | Résumé Format | | Section Specific Format |

ﬂ For help click the information icon.

Thesa are the sections that will display on your résumé in the order shown. You may reorder the sections by dragging the button on the left column
of each item in the list. You may choose to show/not show a section by checking/unchecking the check box, and you may change the default
section header by updating the text in the user-defined title text box. To view other résumé formatting for this template, click on one of the tabs
above,

Reorder résumé sections by clicking and dragging up or down the image in the far left column

A T ™

;‘-E Cantact Information Cantact Information

1] Objective | Cbjective |
wif ability summary | Ability Summary |
2] Employment History | Employment History |
3i[¥ Education and Training | Education and Training |
1[¥] Cccupational Licenses & Certificates | Occupational Licenses & Certificates |
wi[¥] Honors & Activities | Honors & Activities |
w[¥] Additional Information | Additional Information |
1i[¥] Detailed References | Detailed References |
W] Résumé Free Text | Résumé Free Text |

[ Preview Sample Résumé with this Template ]

[ Mew Template ] [ Save ][ Save As ] [ Undo Changes ][ Delete Templates ]

Skip this step, | will use the current template ==

Résumé Builder Wizard — Résumé Layout Templates Page

From this page, you can:

e Choose a template to apply to your résumé by selecting one from the Current Template drop-
down list.

A Note: Any changes you make below to a system template must be saved as a custom
template with a new name.

e Select which Sections to include in your résumé by clicking the checkboxes and rearrange the
order in which the sections appear by clicking on the blue button and dragging it up or down the
list to a new location.

Tip: To drag an item, when the double arrow cursor 4%’ appears, hold down the left mouse
button, drag the item to the new location, and release the mouse button.
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L Note: Removing some sections by unchecking them from your custom template will refresh the
wizard with those sections removed. For example, if you uncheck Honors & Activities that will
disappear from the wizard progress bar and you won't have to enter that information.

e Rename a section by clicking in the User-Defined Title box for the section you wish to rename
and replacing the text.

e Preview what your changes will look like at any time by clicking the Preview Sample Résumé with
this Template link.
e Undo all changes you've made in the current session by clicking the Undo Changes link.

e Save your changes to a system template by clicking either the Save or Save As link, entering a
new Template Name in the field that appears, and clicking the Save button.

e Choose to use the system default template as is for your résumé by clicking the Skip this step, |
will use the current template link.

e Change the formatting of titles, subheads, and body text (fonts, text size, style, and alignment) by
clicking the Résumé Format tab. See Chapter 3: Quick Menu in the Virtual OneStop — Individual
Services User Guide for details on the formatting options.

e Change the formatting of four specific sections (Contact, Employment History, Education History,
and Certification History) by clicking the Section Specific Format tab. See Chapter 3: Quick
Menu in the Virtual OneStop — Individual Services User Guide for details.

e Create a new custom template by clicking the New Template link. See Chapter 3: Quick Menu in
the Virtual OneStop — Individual Services User Guide for details.
e Delete your own custom template (you cannot delete a system template) by clicking the Delete
Templates link.
Click Next to continue to the Education and Training page, as shown in the figure below.

Education and Training

Use this page to enter any diplomas, certificates, degrees, and educational levels you have obtained from
high school and beyond. You can enter as many entries as needed, saving each before adding another.
This does not include professional certifications and licenses, as those are entered on the next page.

L Note: You may skip adding Education Information by clicking the Skip this step link at the bottom of
the page (as well as on any pages that display it); however, the system will assume you don’t want
this section in your résumé or template, and you will be asked if you want to remove the section from
them (see figure below).

P To enter education and training information:

1 Select a Qualification Level you obtained from the drop-down list, for example, High School
Diploma, Vocational School Certificate, or Bachelor’'s Degree.

2 Enter the Course of Study you completed. This can be a college major or job description.

3 To search for the standard title for the course of study entered, click the Select Educational
Program Classification link. A pop-up window appears where you can search for a program by
various means and then add the standard title to this page.

4  Enter the Issuing Institution where you obtained your qualification, along with the City,
State/Province, and Country.

5 Specify if you are Currently Attending this School.
6 If known, enter your Total Semester/Clock Hours Completed.

7 Select the Date Format you want to appear on your résumé by selecting from the drop-down list.
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8 Enter the Start Date and, if not currently attending, the Completion Date of your schooling. By
default, your Education Dates will display on your résumé, as denoted by the checkmark.

Education and Training

Do not complete for education levels of less than High School or High School Equivalency Diploma. Certifications and
Occupational Licenses should be added in the next section.

Qualification Level: | Associate’s Degree -

" Course of Study: Veterinary Assistant

Educational Program VETERINARY/ANIMAL HEALTH TECHNOLOGY/TECHNICIAN & VETERINARY ASSISTANT
Classification:

*Issuing Institution: | Texas State |

City: | Austin |
Institution):
Country (of | United States -
Institution):

* Are you Currently O Yes @ No

Attending this School?

Total Sem/Clock Hours

Completed:

Date Format: MM/YYYY -

Start Date: 09/2005 (mm/yyyy)
Completion Date: 06/2007 (mm/yyyy)

Display Education Dates

Résumé Builder Wizard — Education and Training Page (Part 1)

L Note: Unchecking the Display Education Dates checkbox tells the system you are trying to change
the default template and you will be prompted to enter a name for the custom template you would
have to create.
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Comments:
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.
B I UL &= =E |21 =0M0
Format - Font

0
&
>

Al
}
[~
4]

Graduated with honors

[ Insert Sample Text | Insert Action Words | Clear Text | Remove All Formatting ]

Skip this step = >

Résumé Builder Wizard — Education and Training Page (Part 2)

9 If you wish to enter any other text regarding your education or training, you can do so in the

Comments text box (750 characters maximum).
From this page, you can also:

e See a sample of what kind of information you can enter as additional comments by clicking the

Insert Sample Text link. You can edit this text as desired.

Display a list of action words to use when creating dynamic statements by clicking the Insert
Action Words link. A pop-up window appears, from which you can click as many of the action

words to insert them into the text box and then use them in complete statements about your
educational experience.

Apply formatting, and/or remove all formatting, of the text in the box by using the icons in the top
ribbon and/or clicking the Remove All Formatting link. You can bold, italicize, and underline text,

change the font and size of text, insert bulleted and numbered lists and tables, indent and change
alignment of paragraphs, and more.

L Note: If you click the Skip this step link (on any pages that display it), the system assumes you don’t
want this section in your résumé or template, and you will receive an alert asking if you want to
remove the section (see figure below). Click Cancel to keep it and fill out the section.
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Your résumé template included Education History, Please click Cancel to
go back and enter this information. Click OK to skip this step and
remove Education History from your résumé and template.

“ Cancel

Skip This Step Alert Pop-up

10 Click Next to continue. The Education and Training page redisplays with your entry listed (see
figure below).

Education and Training

Qualification Location Completion Display on
Date Résumé

Bachelor's Degree Texas State Austin, TX

Celete

[ Add a new Education History ]

Résumé Builder Wizard — Education and Training Page with Entries

From this page, you can:

e View and edit your entries by clicking either a Qualification title or Edit link in the Action column.

e Choose to include it on this résumé or not by clicking the Display on Résumé checkbox. If you
uncheck it, the qualification will still be part of the template used.

e Add a new qualification entry by clicking the Add a new Education History link and repeating this
procedure. Use this if you have multiple diplomas, certificates, degrees, or qualifications that you
want to show on this résumé.

e Remove an education entry from this résumé by clicking the Delete link in the Action column

11 Click Next to continue to the Occupational Licenses & Certificates page, as shown in the figure
below.
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Occupational Licenses and Certificates

This page allows you to make entries to populate the Certifications section on the résumé if you chose to
include it during the résumé template steps in the figure above. Click the Skip this step link at the bottom
of the page if you do not want to include any licenses or certificates in the résumé.

Occupational Licenses & Certificates

Certificate / License: | Certified Veterinary Assistant |

Issuing Organization: | American Yeterinary Medical |

Certificate Number: | IHASCHEEZBURGER234 |

Certification/License

Certifications =

Type:
. : .
Completion Date: 03/2016 (mmfyyyy)
Expiration Date: 03/2021 (mmyyyy)
*Country: | United States v

Skip this step = >

@ Cancel

Résumé Builder Wizard — Occupational Licenses & Certificates Page
P To enter license and certificate information:

1 Enter the title of the Certificate/License you received, for example, Licensed Veterinary
Technician (LVT) or Certified Veterinary Assistant (CVA).

2 Enter the name of the Issuing Organization of your certificate or license.

If desired, you can enter a Certificate Number.

N

Select the Certification/License Type from the drop-down list: Certification, License, or
Registration.

Enter the Completion Date when you received the certificate or license.
If applicable, enter the Expiration Date of the certificate or license.

Select the State and Country that your certificate or license covers from the drop-down lists.

0 N o O

Click Next to continue. The Occupational Licenses & Certificates page displays with your entry
listed (see figure below).
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Occupational Licenses & Certificates

Certificate / License Issuing Organization | Completion Date Display
on
Résumé
Certified Veterinary American 0372016 Edit | Delste 2
Assistant (CWA) Veterinary
Medical
Association

Résumé Builder Wizard — Occupational Licenses & Certificates Page with Entries

A Note: The options on this page are the same as for the Education and Training page. Refer to the
figure above for an explanation of your options.

9 Click Next to continue to the Employment History page, as shown in the figure below.
Employment History
If you have no paid employment history, you can add volunteer work that you participated in.
P To enter employment history information:

1 From the Employment History listing page, click the Add Employment History link. The
Employment entry page displays (see figure below).

2 In the Employer section, enter the name and address information of your most recent employer
(this may be a current or past employer).

In the Job Title section, enter the Job Title you held.

4 In the Occupation section, click the Search for an occupation link. A pop-up window appears
where you can search for the occupation that most closely matches the position you held.
Searching for occupations is covered in detail in Appendix A: Common System Tools of the
Virtual OneStop — Individual Services User Guide.

5 Inthe Position section, select the Type of employment and whether it was a Full or part-time
job from the drop-down lists.

6 If desired, enter your Gross Salary (before taxes and other deductions) and the time period the
Salary is based upon from the drop-down list (common choices are to list a yearly salary or
hourly wage).
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Employer

& 1
Emplayer Name: [ Tarpon Woods Veterinar ]

Address: I 1620 Hickory Ave. |
Store / Location | Austin I
Number: wen
Position
e "Type of amployment: | On the Job Training -
City: | Austin
*Full ar part-time: | T P30 B = lorel -
“state/ Provinee: 1., v el Time R e e e

) cﬂ““t'?: I United States

Job Title

Please enter a job title below for this employment hisl
you may see a list of common job titles similar to wha
title in the list, select it.

" Job title:

Vet Tech |
Occupation
I ich for an T4,
" Occupation Veterinary Technelogists and T
title:
Qcoupation 29205600
code:

Gross Salary:
Salary is based upon:

" Date you began work:

" Reason for Separation:

Additional infermatien on
reason for separation:

* Last day worked:

Duration of Joh:

% 25000

Year o

101572009 |FE (MM/DDYYYY)

You indicated the date as October 15, 2009

O currently Employed

Resigned f Quit -

went back to school full
time

(120 characters max)

91 characters remaining

0B/31/2012 B (MM/DD/YYYY)

You indicated the date as August 31. 2012

2 Year(s) 10 Month{s) 17 Day(s)

Résumé Builder Wizard — Employment Entry Page (Part 1)

7 Enter the Date you began work.

8 If you are Currently Employed by this employer, click the checkbox. The Reason for Separation
field will be filled in automatically with Still Employed.

9 If you are not currently employed by this employer, you must select the Reason for Separation

from the drop-down list.

a. If desired, you can enter Additional information on reason for separation in the text box,
for example, Went back to school full time.

b. Enter the date of your Last day worked. The Duration of Job is automatically calculated from

your start and end dates.

10 In the text box, enter your Job duties. See the figure below for the other options for this field.
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* Job duties:
Some HTML tags such as embedded videos are not allowed in this text box and will not be

saved.

O M|

Format + | Font ~ | Size | AR |« @ @

w
by
[=
I~
[0
I
Iih
I
Wi
Wi
I

Perform medical tests in a laboratory environment for use in the freatment and diagnosis of diseases in
animals. Prepare vaccines and serums for prevention of diseases. Prepare tissue samples, take blood
samples, and execute laboratory tests, such as unnalysis and blood counts. Clean and sterilize
instruments and materials and maintain equipment and machines. May assist a veterinarian during
surgery.

[ Insert Occupational Description | Insert Action Werds | Clear Text | Bemove All

Formatting ]

Skip this step ==

Résumé Builder Wizard — Employment Entry Page (Part 2)

From this page, you can:

|
ah

Insert a standardized description of your job duties by clicking the Insert Occupational Description
link. A pop-up window appears, from which you can choose either a Summary or Detailed
Description, then click the Submit button to add it.

Note: If you insert a Summary or Detailed Description after manually editing the description, the
original content will be overwritten.

This information comes from the national O*NET Occupational Information database and is
based on the occupational code you entered previously on this page. You will be given the option
to save these as job skills when you exit the page. You can edit and format this text as desired.

Display a list of action words to use when creating dynamic statements by clicking the Insert
Action Words link. A pop-up window appears, from which you can click as many of the action
words to insert them into the text box and then use them in complete statements about your job
duties.

Apply formatting to the text in the box by using the icons in the top ribbon. You can bold, italicize,
and underline text, change the font and size of text, insert bulleted and numbered lists and tables,
indent and change alignment of paragraphs, and more. To remove all formatting, select the
Remove All Formatting link below the text box.
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A Note: If you click the Skip this step link (on any pages that display it), the system assumes you don’t
want this section in your résumé or template, and you will receive an alert asking if you want to
remove the section. Click Cancel to keep it and fill out the section.

11 Click Next to continue. The Employment History page redisplays with your entry listed (see figure
below).

Employment History

I B T B L

Tarpon Woods Veterinary Clinic = 1620 Hickory Ave. Vet Tech | {Veterinary Technologists and Technicians) = 10/15/2009 - 10/29/2017 = Edit
Austin, TX

Delete

-4*|Pageof1v/i Rows:

[ Add Employment History ]

[] allow interested employers to view your salary history and reasons for leaving the jobs displayed on your résumé.

Résumé Builder Wizard — Employment History Page with Entries

From this page, you can:

e View and edit your employment entries by clicking either a Company Name link or Edit link in the
Action column.

e Choose to include it on this résumé or not by clicking the Display on Résumé checkbox. If you
uncheck it, the employment entry will still be part of the template used.

e Add a new employment entry by clicking the Add Employment History link and repeating this
procedure. Use this for any previous jobs you want to include on this résumé.

e Remove an employment entry from this résumé by clicking the Delete link in the Action column.

e |f you want to Allow interested employers to view your salary history and reasons for
leaving the jobs displayed on your résumé, click the checkbox.

12 Click Next to continue to the Job Skills page, as shown in the next two figures below.
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Job

Skills

This page lists, in alphabetical order, any job skills you have previously chosen and saved, or
standardized job skills that are associated with the occupation you selected in your Employment History.
By default, they are all selected.

Job Skills

Administer Injections

Administer Medications Or Treatments
Analyze Medical Data

Apply Appropriate Physical Restraint
Collect Clinical Data

Collect Specimens From Patients
Communicate Technical Information

Diraw Blood

Follow Clinical Radiation Safety Procedures
o Brocedures
Use Emergency Medical Precedures

Use First Aid Procedures

Use Hazardows Materials Infermation

Use Interpersonal Communication Techniques
Use Knowledge OFf Medical Terminalogy

Use Quality Assurance Techniques

Use Sanitation Practices In Health Care Settings

Waeigh Patients

Résumé Builder Wizard — Job Skills Page

P To enter job skills information:

1

If there are skills in the list that you do not feel you have, remove them from the list by clicking the

checkboxes to deselect them.

To add other skills from different occupational categories, click the Modify Skills link (see figure

above).

Click Next to continue to the Technical Skills and Tools page, as shown in the figure below.
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Technical Skills and Tools

This page lists, in alphabetical order, any technologies or tools you have previously chosen and saved, or
standardized technologies and tools that are associated with the occupation you selected in your
Employment History.

Current Technology

E

Animal Intelligence Software Animal Intelligence -
FileM aker Pra
McAllister Software Systems AVimark »

Microsoft Access

Microsoft Excel L
Micrasoft Office -
Micrasaft Qutloak *

Micrasaft PawerPaint
Micresaft Word o
Veterinary practice management software PMS

Web browser software #

Current Tools

X ray film processors
Tools
X ray intensifying equipmaent

Adult Magill forceps X ray patient pesitiening equipment

Adult o= =ahrgather oxygen masks
[ &dd tgols and technology by kewergrd ]

[ A

nd fechnology by occugation ]
.

Résumé Builder Wizard — Technical Skills and Tools Page
P To enter technical skills and tools information:

1 |If there are tools and technology in the list that you do not feel you have, remove them from the
list by clicking the checkboxes to deselect them.

2 To add other tools and technology by keyword, or from different occupational categories, click
either the Add tools and technology by keyword link or the Add tools and technology by
occupation link at the bottom of the page (see figure above).

3 Click Next to continue to the Ability Summary page, as shown in the figure below.
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Ability Summary

This page allows you to enter text to populate the Ability Summary section on the résumé if you chose to
include it during the résumé template steps in the figure above. It functions just like the other text box

fields described earlier in this chapter. See figure above for descriptions of what you can do on this page.
Click Next to continue.

Ability Summary

Enter a summary of your abilities and include any key skills below:

B I UL

Format - | Fent - | see -lA- B« @ e

Experience in performing medical tests in a laboratory environment for use in the treatment and diagnosis of
diseases in animals.

[ Insert Occupation Specific Sample Text | Insert Action Words | Clear Text | Remove All

Formatting ]

Résumé Builder Wizard — Ability Summary Page

Skip this step ==

Objective

This page allows you to enter text to populate the Objective section on the résumé if you chose to include
it during the résumé template steps in the figure above. It functions just like the other text box fields

described earlier in this chapter. See the figure above for descriptions of what you can do on this page.
Click Next to continue.
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Objective

Enter your objective and desired goals below:
BIUTL|z= =8 |;zZ:|=2 Q8
Formal - Font ize A- | E |« @@

A position as a veterinary technician.

[ Insert Occupation Specific Sample Text | Insert Action Words | Clear Text | Remave All

Eormatting ]

Skip this step > >

Résumé Builder Wizard — Objective Page
Honors & Activities

This page allows you to enter text to populate the Honors & Activities section on the résumé if you chose
to include it during the résumé template steps in the figure above. It functions just like the other text box

fields described earlier in this chapter. See the figure above for descriptions of what you can do on this
page. Click Next to continue.

Honors & Activities

Enter your honors and activities below:

B I UTI

=0ME

Format + | Font ~ | Size v A B & ":"‘ (]

Several speech, debate, and journalism awards in both high school and college. Belonged to the college
photography club.

[ Insert General Sample Text | Insert Action Words | Clear Text | Remove All Formatting ]

Skip this step >>

Résumé Builder Wizard — Honors & Activities Page
Additional Information

This page allows you to enter text to populate the Additional Information section on the résumé if you

chose to include it during the résumé template steps in the figure above. It functions just like the other text
box fields described earlier in this chapter. See the figure above for descriptions of what you can do on
this page. Click Next to continue.
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Additional Information

Enter any additional infermation below:

Format - Font

willing to relocate. Available to start work immediately after college graduation in early June

[ Insert General Sample Text| | Insert Action Words | Clear Text | Remove All Formatting ]

Skip this step > =

Résumé Builder Wizard — Additional Information Page
Contact

The Contact page is pre-filled with your contact information provided during registration, including your
name, residential and mailing addresses, phone numbers, and email addresses.

Check the box for each item that you want to appear on this résumé
MName Residential Address

Primary Phone D Mailing Address
Alternate Phone Email

Fax Allow Employers to email me through the system

WARNING: Always be on the look cut for job scams! Learn more about Job Scams.

Résumé Builder Wizard — Contact Information Page
P To complete your contact information for the résumé:

1 Review the information in each section and make any desired changes.
2 Atthe bottom of the page are checkboxes where you can designate what specific contact
information you do (checked) and do not (unchecked) want to appear on this résumé.
You can also specify if you want to Allow employers to email you through the system or not.
4  Click Next to continue to the Detailed References page, as shown in the figure below.
Tip: Familiarize yourself with job scams by clicking the Learn more about Job Scams link.
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References

The Detailed References page allows you to add entries to populate the References section on the
résumé if you chose to include it during the résumé template steps in the figure above. You can also opt
to just include the statement “References Available on Request”’ on your résume.

Adding a New Reference

P To add a new reference entry:

1 On the Detailed References page (see figure below), click the Add New Reference link. The
Detailed References entry page displays (see figure below).

Enter the contact information you have for the reference in the different sections.

2

L Note: Only first and last name, reference type, and number of years known are required.
However, it is important to include a phone number, or at the very least, an email address, so
prospective employers can contact your references.

3 Click the Save button to save the reference. A pop-up alert message about phone numbers and
email addresses will appear (see figure below).

Phone numbers and email addresses entered here for your references
will appear on résumés if your résumé has included the reference
section. Click OK if you wish to keep this contact information or Cancel
if you wish to edit this information.

| | Cancel
Reference Alert Pop-up Window

4  Click OK to keep them. The Detailed References page redisplays with your entry listed (see
figure below). By default, it will be set to display on this résumé.

5 To add another reference, repeat this procedure. Two to three references are the typical number
to provide.

6 To see what else you can do from this page, see the figure below.

7 When you are done entering references, click the Finish button to save and complete your
résumeé. See “Completing a Résumé” below for details.
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Detailed References

Reference Name
" First Mame:

| Leonard |

Last Nama: | Beechum |

Reference Company Information
Employer Mame:

Tarpon Waoads Veterinar

Jeb Tithe: | Wigtgrinary MUD. |

Reference Contact Address

Addrais 1: [ 1620 Hickory Awe. |
Address 2: | | Reference Email Address
City: | Austin | Ermail: Ipeechumi@tweet.com
st
Tip: -, Ein £ 1
> fnd fipfodeOpe - Reference Information
et
Reference Contact Phone Number “Humber of Years EI
Ki :
Phona: [Bm | [555 ] |121z|!n newn

Résumé Builder Wizard — Detailed References Entry Page
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Detailed References

Name and Contact
Information

Leonard Beechum Tarpon Ibeechum@twvet.com Business Edit | Delete [=]

1620 Hickory Ave. Woods reference v
Austin, TX 78701 Veterinary (known for

800-555-1212 Hospital 4 years)

Mary Stowe Petsmart mary- Supervisor | Edit | Delete s A
3004 State Hwy. stowe@petsmart.com reference

Austin, TX 78701 tknown for

800-555-1212 2 years)

D Display "References Available on Request” on this résumé

Reference

Type

[ Add Mew Refersnce ]

Résumé Builder Wizard — Detailed References Page with Entries

From this page, you can:

View and edit your references by clicking either their name or the Edit link in the Action column.

Choose to include the reference on this résumé or not by clicking the Display on Résumé
checkbox. If you uncheck it, the reference will still be part of the template used.

Add a new reference by clicking the Add New Reference link. See “Adding a New Reference”
below.

Remove a reference from this résumé by clicking the Delete link in the Action column.

Change the order the references will be listed in on the résumé by clicking the up or down arrow
icons in the Display Order column.

Include the statement “References Available on Request” on the résumé instead of your
references’ names and contact information by clicking the checkbox.

Save and complete your résumé by clicking the Finish button. The Résumé Review page
displays. See “Completing a Résumé” below to finalize the process.

Tip: You can create multiple résumés if you want to store different sets of information about yourself.
This can be useful if you are applying for different types of jobs that require substantially different

skills or experience.
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Completing a Résumé

Once you've completed entering information for the last section of your résumé and clicked the Finish
button, the Résumé Review page displays (see figure below). It shows how your formatted résumé will
look to prospective employers. As you can see, you can do a lot of other tasks from this page. For details
on all these tasks, see Chapter 3: Quick Menu in the Virtual OneStop — Individual Services User Guide.

Work Here is your completed résumé.
In To modify a section. click on a Section Titbe (e.g. Objective. Employment Historyl. To change
Texas the formatting of thas résumé (bext size, etc.) or customize the display order of each section,
) ¥

chek the Edint Template link.

B o nelp cick the information icon

[ Please réview your résumé for acouracy before dicking the save button at the bottam aof the '.-.'n.--.-".l

R&ounmd I

ad Wat Tech Il Quling
Create Date AME2019 1:22:55 PM Last Time Modified A192019 248:00 AN

Résumé Layout Templates

Chronalagical - System Template -

[Hew Template] [Edit Template] [Save Ad]

Ron Swanson
VE2D Heckory Ave
Austn, T TATON
Phone: (B00) 555-1212
Email rewarsoni6204gomail com

Objective

A poaiion a8 & velerinary ledhmics~

Ability_ Summary o Al tional el e Searchable e
Show Additional Employer Searchable Items

Expariance in paronming madcsl

B Delete Résym ) & [Print Résumé
Employment Histary Save Résumé Cancel

& Return

Additional Résumeé Options

[ Edit Title | Copy Résumé | Email Résypmsé | Downlogd Résyumé |

Résumé Review Page
» To complete your résumé:
1 Review all sections.

2 To make any changes to the content, click any of the blue underlined text and the entry page will
display where you can make and save changes and return to this page. For example, if you wish
to change which sections appear in the résumé, click the Edit Template link near the top of the
page to add or remove sections.
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3 If no changes are desired, click the Save Résumé & Return button at the bottom of the page.
The What would you like to do next? page will display if you have not previously created any
résumeés (see figure below).

B8 My Individual

Workspace

Work Please review the options available to you below to continue.
In

My Dashboard Texas

How We Can Help You

Employment Strategy

What would you like to do next?

Directory of Services

My Resources

Job Search Résumé Builder
This option will take you through the steps of creating a professional résumé or job application.
Résume Builder Résumés can be placed online making them available to the top employers in your area.

Job Search
This option will view current job listings in your area that match your interests and experience.

2
@

My Portfolio

B Ssenvices for Individuals Other Resources Available

Employel

vices

You may wish to look at other resources available on this site by clicking one of the links below.
Career Services

Job Seeker Servicas O Career Services O Job Sesker Services O Veteran Services

O Education Services O Assistance Center

Education Services

Lghosdd=*

What Would You Like to Do Next? Page

You now have full access to WorkinTexas.com. Your completed résumé is available to view or change at
any time by returning to the Résumés tab (see figure below).
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View active résumes v

Mote: Résumés that have not been maodified in over 50 days are set to Expired and are not displayed to employers. Click the
Reactivate All Expired Résumés link to update all your résumés to today's date.

To sort on any column, click a column title.

Résumé Status| Online Status Résumé Score| Number of
(out of 100)

Vet Tech Il Active Online Manual e 0 772152019 lobiSearch
Score
Copy.
Edit
Delete
H] |4] Page 1w | of 1 12 M Rows| 10 «

1 Records Found

Create new Résumé

Résumés Tab with Completed Résumé

From this page, you can:

e View and edit your résumé by clicking either the résumé title link or the Edit link.

e Search for jobs using the information in your résumé as search criteria by clicking the Job Search
link.

e Conduct a critical review of your résumé by clicking the Score link. The Résumé Score Details
page will show its score value (out of 100), where it meets best practice standards @, where it
does not meet standards 9 and a list of suggestions to help improve it.

e Copy arésumé to use as the starting point for a new one in the Résumé Builder by clicking the
Copy link.

e Delete a résumé by clicking the Select checkbox and then the Delete link in the Select column.
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How to Finish an Incomplete Résumé

The comprehensive résumé building process can take time to complete, and you may not be able to
finish it in one sitting. As you proceed from page to page, your entries are saved and you can exit the
process at any time.

However, when you log back in the next time, you will have to advance from page to page using the Next
button until you get to where you left off.

Once you get far enough along in creating your résumé, but don't complete it, the system will mark it as
incomplete, and give you open access to WorkinTexas.com. This means you'll have to go back to the
Résumé Builder to complete it and provide a searchable résumé to match jobs.

P To get to the Résumé Builder and complete your résumé:

1 After signing in to WorkinTexas.com, on the Quick Menu on the left side of your dashboard, click
Résumé Builder. The Résumé List page appears, as shown below.

Work Use this folder to manage your list of résumeés,
n To create a new résumdé, click the Create New Résumé button. Click on a résumé title in the list

TE‘.‘ as bl to view that résumé. You may also use a résums to search for jobs by clicking the Search

ink i the Actson column.

Initially, incomplete résumés are

notlisted; simply select Visw

partially compisted résumés

from the drop-downlist and the For help click the information i
page refreshes with a list.

Select an option from the pulldown below to show eitheryour active, expired, partially completed or deleted

B Quick Menu
résumés or all résumés regardless of their status: -
/,..—1 View active résumds -
Mate: Résumés that have not been modified in over 20 days are set to Expired and are not disployed to employers. Click the
Reactivate All Expured Rédurmeés ink o update all pour résurmés ho foday’s date

B Services for indnaduals

Q Recards Found

[ Lips on pregaring yowr réswmdé | Eeactivate All Expired Bfsumis | Cover Letter ]

Create new Résumé

Résumé List Page

A Note: Initially, incomplete résumés are not listed; simply select View partially completed résumés
from the drop-down list and the page refreshes with a list.

2 Select View partially completed résumés or View all résumés from the drop-down list. The page
refreshes with a list of any incomplete résumés (see figure below).

3 Click the Restart link in the Action column for the résumé you want to complete. The Résumé
Builder will start at the beginning with all your previous entries and selections intact.

4 Review your information on each page, then click the Next buttons until you get to where you left
off. You can now continue working.
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View partially completed résumés «

MNote: Résumés that have not been modified in over 90 days are set to Expired and are not displayed to employers, Click the
Reactivate All Expired Résumés link to update all your résumés to today's date.

To sort on any column, click a column title.

Résumé Online Résumé Score| Number of
Status Status {out of 100) Requests
Vet Incomplete Offline - Manual MAA 0 7/16/2019 S
Tech Il Incemplete o
Restart
Deleta
EPage 1| of 1 E Rows| 100 =

/—\///\—/

Résumé List Page with Incomplete Résumé
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