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Resume Data (Driver’s License)
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Planning (Achievement Objective)
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FAQs

What does the Merge button do? 

 The merge button is a way to blend a pending record and an inactive record. We do not 

usually use this button in New Jersey because we do not have many records in “Pending” 

status.

What do the terms Underemployed, and Long Term Unemployed mean? 

 These fields actually have very strict definitions and should not be used lightly. Please refer 

to USDOL’s guidelines on what constitutes each.

For an alien, what is the difference between expires and perm?  

 A green card indicates if the person is now a permanent alien or if they have an expiration 

date. Be sure to verify the information on the green card and complete the appropriate 

field. Aliens cannot be both permanent and expiring. It is one or the other only with the Reg 

#.

How important is the customer assignment on the General Info tab? 

 This section is only used for searching primarily. Though it is very helpful to have the 

customer assigned to the correct WDB, it is not important for the correct office in that WDB 

or the correct staff member, as these can change daily. Reporting is not controlled by this 

section.
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More FAQs

Can employment preferences be updated? 

 Not only can they be updated, but they should be updated as situations or desires change. 

This is a case management system.

My customer just received their GED. Can I or should I update the record? 

 You should update the education level to the appropriate new level. Just a note, if you are 

taking that as an outcome, you should record it in the Outcomes tab before updating the 

fields on the General Info tab.

My customer was just hired at JLK Company. Should I record that?  

 If you have that information, absolutely. It can be recorded in two places: the Outcomes – 

Employment tab in the Service module, and on the work history choosing the reason for 

leaving as “Still employed”.

My customer has passed their test for the nursing license. Should I add it to their licensing tab?  

 Absolutely. This is a case management system and as things change, they should be added or 

deleted. This includes driver’s licenses as well.



57

Even More FAQs
I’ve noticed awards, honors, and other items on this record that I don’t believe staff have entered. 

How did they get there? 

 When a customer uses the self-service system, if they have entered various items, the 
information will populate the corresponding fields in NextGen.

I’ve entered something in error on the activities or comments screen. How do I get rid of it?  

 Most staff can delete any activity or comment they have entered, but not other staff member’s 
work. If you are unable, contact our team.

I have entered a customer record in error or have found 2 records for the same customer. What can 

I do? 

 Sometimes mistakes happen. Please contact our team immediately and we can rectify the 
situation.

Why can’t I save? 

 Most often the reason is one or more missing items. When you try to save, a dialog box appears 
telling you the tab that has the missing information and the item on the tab. Proceed to those 
tabs and make the corrections. Sometimes the issue is a mismatch of data. An example is 
indicating the 35 year old is still in high school. Sometimes it is data out of range such as 
indicating your desired salary is $1,000.00 per hour. Sometimes it is incorrect data such as a date 
of birth being in 2020 or 1860. One last reason is the information was entered in an incorrect 
format. An example would be an email address without the @ symbol or other issues. Any data 
not in the correct format would be red in color. 

 Many fields require the cursor be out of the field to save.  Simply click in a blank area then click 
save.
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Common Forgotten Items

 General Info Tab

 SSN

 Ethnic heritage

 Job Seeker Status

 Eligibility Tab

 Low Income information

 Objective Tab

 Desired O*Net

 Zip Code/Radius combo

 Work History Tab

 Dates

 Checking none provided if blank

 Education/License Tab

 Checking “none provided” if blank
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Common Error Messages

 A long message that begins with AFInterfaceError and ends with Host:srch0 Port:9700 or 

something similar. This means the server is going down. It usually starts its downward crash 

during a list search. Please notify our team.

 A message that indicates “Network problems”. This too, must be reported to our team to 

take action.

 A message that begins with “AFVerisonError” and indicates an outdated version. This can 

come from one of two ways. You have either not cleaned out cache/cookies lately and a 

custom tab has changed, or another staff member is in the same record as you currently and 

has clicked “Save” before you. Please do not report these. Clean out your cache/cookies, 

refresh, and try again.

 A message indicating fields are missing but you view them complete. Usually this occurs 

because staff has clicked an “Add” button twice causing an extra blank line. To remedy this, 

staff would need to find the blank line, highlight it, and click the Delete button. If there are 

multiples, it would need to be repeated until all extra blank lines are removed.
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 Customer Search

 Programs/Public Assist

 Customer Module

 Comp Assess

 Customer Services

 Programs/Public Assist

 Activities & Comments

 Customer Outcomes

 Providers/Offerings

 Employers/Job Orders

 Matching from Customer

 Matching from Job Order

 Options and exporting

 List function

 Correspondence function

 Links 

 I.A. Referrals

 Secure Counseling Tab

 Staff Module

 Follow up Best Practices

 Reporting

Questions regarding the training you just viewed can be sent to:

WorkforceInformationSystems@dol.nj.gov

NextGen training topics available
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