Description of Additional Change in MOSES Version 17.0
The Job Seeker – Work Experience Details screen has been redesigned so that employer data for employers with a Massachusetts address must be pulled over from the MOSES data base by using the Employer Search button.

This change has been implemented for the following reasons:

· A MOSES user executing a Form 1666 for Trade needs to be able to select an employer from the Work Experience section of the Job Seeker record that contains the Employer Name, FEIN, Employer ID number, and Federal Petition Number.

· Data entry for the Work Experience tab will be easier once Massachusetts employers are entered in the data base.  When you select the employer record from the search results the system will enter the employer’s name, location, FEIN, Employer ID, and NAICS for you.

· Using the Employer Search button to select the correct Massachusetts employer will enhance the integrity of the Work History data in the MOSES data base. 

1. Entering Data for a Massachusetts employer: 

Use the Employer Search button to search for the employer record in the MOSES data base.  (Massachusetts is the default state on this screen.)  
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Search by Company Name, Phone Number or FEIN.
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Selecting ABC Corp Unlimited on the Employer Search screen brings the employer data into the Work Experience screen: Name, FEIN, City, and State, Employer ID, and NAICS code for the employer industry.  Enter the job title, search for the occupational code, and enter the start and end dates, main duties, salary, salary unit, benefits, hours per week and reason for leaving.  When you click OK to save this data the system will pull over the Federal Petition Number and Petition Status if the employer has filed a petition.  Click on Edit to re-open the Work Experience Details screen to view this data.  Currently, the Layoff ID number is not displayed.  When a data base fix is completed later this month the Layoff ID number will display on this screen if the job seeker was served by Rapid Response.
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2. Entering an Out-of-state Employer:  

If you think that this employer may be in the MOSES data base use the Employer Search button to pull over the data.  If this employer is not in the MOSES data base, select the employer’s state from the drop-down list and enter the required data.  Use the Industry Code Search button to pull over the employer’s NAICS code.
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3. If there is no Employer record in the MOSES Data Base, create a new record:

Use the MOSES Links (Help – Links page 2) to get the employer FEIN from the Massachusetts Secretary of State (FEIN look-up) web site or from the FreeERISA (FEIN look-up) web site.  
Enter the required fields on the new employer record: Employer Name, FEIN, Employer Type, Federal Contractor, Primary Phone Number, Career Center, Address, and NAICS code.  Save the new employer record.

4. From the Job Seeker Work Experience tab, select the new Employer Record
Use the Employer Search button to search for the new employer record and select it.  Enter the job title, search for the occupational code, and enter the start and end dates, main duties, salary, salary unit, benefits, hours per week and reason for leaving.

Please contact the MOSES Help Desk (617-626-5656) if you have any MOSES questions on the above change.
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