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Login to the Application



Navigate to Customer Module 
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Locate the Customer
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Review the Customer Record
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Review Objective / Start Match
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Job Order Search
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Data Imported from the Customer
Job Order Search window

(with search criteria from the customer record)

Customer Detail window
(criteria used to pre-populate the Job Order Search window)
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Review Job Detail / Search
Job Order Search window

(with search criteria from the customer record)

Customer Detail window
(criteria used to pre-populate the Job Order Search 

window)
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Search Results Populated
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Review Job Details Before Match
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Review Job Details Before Match
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Match Activities Posted in Customer
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Post Referral



I have a construction person that can do many different types of construction.  Must I 

search for each O*Net separately?

➢ Absolutely not! The O*Net that populates from the customer record can be removed by clicking in 

the code box and backspacing; then entering just the first two numbers for construction. (i.e.: 47 - 

Construction and Extraction Occupations). The results returned are any that start with those two 

numbers.

The “Post Match” button is missing. What happened?

➢ In this application, the system usually remembers it is in match mode even when clicking different 

modules. If the link is broken, the process will need to be started again from the beginning.

I matched someone in error. How can I remove the match?

➢ Start in the customer’s record, on the Activity tab. Highlight the Match activity and the “Delete 

Activity” button should become active. Click that button and delete. Save the record. Just a note, 

staff can only delete the Match activities they have entered, not any other staff member’s 

activities. 

I referred someone in error. How can I remove the referral?

➢ Start in the job order record, on the Referral tab. Highlight the Customer’s referral and the “Delete 

Referral” button should become active. Click that button and delete. Save the record. Just a note, 

staff can only delete the Referrals they have entered, not any other staff member’s activities. 
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FAQs



 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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