American Job Centers
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Partner Referral System Quick Start Guide SRS

AMERICAN JOB CENTER PARTNERS should use 0
the Partner Referral System developed by the Utah r“..

. . . WOR‘E&ERCE Home About Divisions: Partners Sign in
Department of Workforce Services to refer individuals | " ssrvices it Bnfves il Sumees

to services and respond to referrals from other

partners. The system is easy to use, the instructions

below will help you get started!

my Unemployment

myCase

Training Providers
One-Stop Partners

Employer Tax/New Hire

YOUR NEXT STEP
‘We offer services to help you support your family, find

your next job epportunity or grow your business. Start
here.

«  Accessing the partner referral system requires you to create
login credentials or use an existing Utah ID.

Employer Job Post
|

«  You will receive an email invitation from the Department
of Workforce Services inviting you into the referral system.
By selecting the link embedded in the email you will be
directed to jobs.utah.gov where you can create your Utah
ID, or use your existing Utah ID, and password to log into Find a Job Manage Your Business  Apply for Assistance
the referral system. If you have not received an email with L=' (E] | |
the link, contact your local Department of Workforce Service - {L) P‘,

community liaison.

- Afterinitially logging into the referral

DEPARTMENT OF Home About Divisions Partners Welcome Uworks . .
ﬂh ORKFORCE system, please select theSign in’menu
v SERVICES Job Seekers Employers Assistance Economic Data Q Iocated In the upper rlght hand corner on
Home Programs Documents Reports Report Hours jObS.Utah.gOV to IOgin.
«  Select‘One-Stop Partners'from the drop
Provider Information Update My Information Update down menu
Provider TEST PROVIDER (DO NOT USE) Name  JOE TESTER
Address 1 CHERRY LANE
Address 140 E BROADWAY WILLARD, UT 84340
Fifth Floor Phone (123) 123-1234
SALT LAKE CITY, UT 841112305 Fax (123) 123-1234
Email amajid@utah.gov

jobs.utah.gov

School To meet business and industry needs for
description technically-skilled workers and promote
economic development by providing ﬂn DEPARTHENT OF Home gc Divisions Partners Welcome Christina
market-driven technical education to WORKFORCE
secondary and adult students. «” SERVicEs Job Seekers Employers Assistance Economic Data Q

Home Create Referral Referral History Info Sheet Manage Access
Complete each step below to create and submit a referral. Follow the instructions outlined in each section.

The 'Home' page shows your organization’s contact
Organization | Program Services

information and your individual profile information.

o You may ed it you r proﬁ Ie information . TO update ;\)euarsceoi:l:r:i;:i;rvﬂ:r:;:g:: :‘:: itr:\;:rr::;i::?(ll::' i:v:t:,:s;?;epar::gzlgome service referral. You must have a signed release of information. For
the information, select ‘Edit, make the changes, and N )
First Name’ Last Name'
save.
SSN* Birth Date*

MM/DD/YYYY)

Depending on your security setting, you may have
the ability to update your organization’s contact
information.

Email customeremail@email.com Phone
Zip*

A Release of Information authorizing me to share this customers information has been signed and is available upon request. & print

Clear m

The community liaison’s name and contact number
for questions and assistance is on this page.



«  To create referrals to partners, select the ‘Create
Referral’ page.

- Enterthe customer’s information.

The zip code entered determines the list of
organizations available for referral. For example,
if you enter a zip code in the Provo area, you will
only see partners in the Provo area.

The release of information form is required. If
your organization does not have a form, you are
welcome to use the form in the system. For a
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Home Create Referral Referral History Info Sheet Manage Access

Complete each step below to create and submit a referral. Follow the instructions outlined in each section.

Customer Information Organization | Program Services

Please select the organization to receive the service referral.”

\
© ialing to (ACE) I

Dixie Technical College - St George - SAINT GEORGE B
Easter Seals - Goodwill - CEDAR CITY
Family Employment Program - Job Seeker Next

Job Corps - Employer & Job Seeker - CLEARFIELD
Jobs For Veterans - Employer (JVSG)

blank Release, select the blue ‘Print’icon.

«  After completing the information in the first

step, select'Next!
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Home Create Referral Referral History Info Sheet

Last Name

Referral Dates

From (mm/dd/yyyy)

To (mm/dd/yyyy)

Referral Type

Received v

Jobs For Veterans - Job Seeker (JVSG)
Miarant Seasonal Farmworker (MSFW)

Manage Access

Select the organization. The organizations listed depend on the zip code entered
earlier. Partners will appear in this list if they have an approved ‘Information Sheet!
You can view the organization’s information to ensure it has the service/resource
your customer needs.

Select’Next'and then select the services the customer needs and the description
of the reason the referral is being created. Select‘Submit!

If a customer’s email was entered on the previous page, it will populate this email
field. It may be entered later. Select’Send: They will receive a link to view the
service referral and the‘Information Sheet!

You may ‘Close’the current page and return to the ‘'Home' page, ‘Create a new
referral, or‘Create an additional referral for this person!

- Search for referrals your organization receives from .

partners and view referrals you send on the ‘Referral
History’ page. You may search for a customer with

a specific last name, using a specified date range,
and/or search by referrals sent and received. A list of
customers meeting the search parameters will display
in the table.

«  Select’Show only your referrals’ to view referrals you
created or sent to another organization. You can
determine the outcome of referrals your organization
receives.

You can export the referral list into an Excel document.

Select'View'from the ‘Referral History’ screen to view a
summary of the referral. You may enter the outcome and
comments. Select ‘Save'if an outcome is entered.

Referral outcomes may be viewed by the organization that
sent you the referral.

If you have questions, go back to the ‘'Home’ page to
get contact information for the community liaison
assigned to your American Job Center.

updated April 2024



