
NC JobConnector Job Matching System 

Click Login to My Account to login. 
Preview applicants by clicking View Potential Candidates. 

Getting Started 
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Gaining Access to Your Account 

In order to access NC 
JobConnector you must 
enter your User ID and 
Password.  Information 
concerning the process for 
obtaining a User ID and 
recalling your Password is 
on the introductory screen. 
 
You do not need to do this 
to Preview Candidates. 
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Logging Into Your Account 

Enter your User ID and 
PIN, then click Login 
Now. 
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Understanding Requirements 

In order to access NC JobConnector, you must consent to the system use  
requirements by clicking Agree. 
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Welcome to NC JobConnector 

From the Menu Bar at the top you may choose your actions. 
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Previewing Candidates 

Enter a Job Title, then click Look Up Job Category.   
 
Select a Job Category. 
 
Enter the Minimum Education, Full or Part Time, and Permanent or 
Temporary. 
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Previewing Candidates, Continued 

Select the County or Region in which you would like to preview candidates. 
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Previewing Candidates, Continued 

Click Run Search to preview candidates. 
 
Click Search New Job Category to conduct a new search. 
 
Click Return to Home Page to leave the search page and 
go back to the Home Page. 
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Entering Your Information 

The actions that you can take and the information that you 
can access are listed on the tab bar at the top of your 
screen, as well as other system functions: 

•List/Review Job Openings 
•Search for Job Applicants 
•Review Matching Applicants 
•Helpful Links 
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Listing/Reviewing Job Openings 

To view information on Job Openings or to modify an existing Job 
Order, or to list a new Job Order, click the List/Review Job 
Openings option on the Navigation Menu Bar. 
 
 
To begin a new Job Order click Create New Job Order. 
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Entering Your Information 

The information you need to enter about the job is on the 
tab bar at the top of your screen: 

•Contact Info 
•Job Details 
•Education, Licenses & Certifications 
•Job Categories 
•Additional Skills 

To enter information for a tab, click the desired tab, or 
click Continue at the bottom of the screen. 

Note if this job is a result of the an American Recovery 
and Reinvestment Act (ARRA) funds, or if it is a Green 
Job. 
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Saving Your Information 

The button bar at the bottom of the screen 
allows you to do several things: 

•Save your information and Exit NC 
JobConnector 
•Continue to save current screen and 
proceed to the next tab 
•Update/Submit your Job Order 
•Cancel deletes entered information 
•View Order 
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Working with Job Openings 
Job Openings that you have in the system are listed on the List Job Openings screen. 

To view a Job Order click on a Job Order Number.  If the Job Order has Referrals this 
will be noted with a “Yes.”   Click Yes to view the list of Referrals. 
 
To see if a Job Order has Matches click Search for Matches.  You can update the 
Status of a Job Order by making a selection in the  
Update Status drop down list (Open or Stop Referrals). 
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Reviewing Matches 

Click Review Matching Applicants on the Navigation Menu bar. 

To view a Job Order, click on a Job Order Number. 

To see if an Applicant has been matched to this Order, click Search for Matches. 

Change Job Order Status by making a selection in the Update Status 
 drop down list. 

To view referrals for an order, click Yes.  No indicates no referral has been made. 
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Recording Referral Results 

Select a Result for the Referral. 

Results include: 
•Hired 
•Applicant Refused Job 
•Applicant Did Not Report to 
Work 

•Filled by Employer 
•Not Hired 
•Not Qualified 
 

Click Yes to view a Job Applicant’s Referrals.  
Click the Status to view Results.  
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Searching for Candidates 
Click Search for Job Applicants on the Navigation Menu Bar.  

Search for candidates by clicking Search for Job Applicants on the Menu Bar.  Enter a Job 
Title, then click Look Up Job Category.   
 
Select a Job Category. 
 
Enter the Minimum Education, Full or Part Time, and Permanent or Temporary. 
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Searching for Candidates, con’d. 

Select the County or Region in which you would like to preview candidates. 
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Searching for Candidates, con’d. 

Click Run Search to view candidates. 
 
Click Search New Job Category to conduct a new search. 
 
Click Return to Home Page to leave the search page and 
go back to the Home Page. 
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Using Helpful Links 
Click Helpful Links to access more resources for your Job Search. 
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