Work Search

Activities Guide

Department of Labor

Claimants are required to complete three (3) work search activities each week. At least one (1) of these
activities must be the submission of a job application or resume.

The following document provides an overview of the updated Work Search Journal, including screenshots of
the current claimant portal and step-by-step instructions for adding, reviewing and managing work search
activities.

Adding a Job Application/Resume Activity

To record a job application or resume submission, select
Application/Resume from the Job Seeking Activity Select In Person:
drop-down menu.

How did you apply?
Complete all required fields, including:

* Date of submission — Enter the date the application [ phone_J(_emait_J_onine
or resume was submitted. T L

* Employer name - Enter the name of the employer
where the application or resume was submitted.

* Street address, city, state and ZIP - R L T
Enter the employer’s location information.

* Job title on application - Enter the position for
which you applied.

Phone:
Note: Depending on the application/resume method selected ke gl

(In-Person, Phone, Email or Online), additional fields will | _| |
dynamically appear requesting more information. Complete Phone No.
all required fields before selecting Add.

I I Email: Howdid you apply?

Job Seeking Activity (2 — —
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Date of Submission How did you apply?

Employer Name
Online: How did you spply?

Street Address N \
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oy Employer’s Website

State Zip Code

Kansas w

Job Title on Application



Adding an Interview Activity

To record an interview, select Interview from the Job Seeking Activity drop-down menu.

Complete all required fields, including: ! |
* Date of interview — Enter the date the interview N
took place. | [ .

* Name of interviewer — Enter the name of the
individual who conducted the interview. :

* Employer name - Enter the name of the employer ~ emwo=tem T endenes
where the interview occurred. S

* Job title of interviewer — Enter the interviewer’s

Date of Incerview Name of Intenviewer

Strees Address

job title. =
* Street address, city, state and ZIP - Enter the = N
employer’s location information. s~

After all required information has been entered, select Add to save the activity to your Work Search
Journal. If you do not wish to save the activity, select Cancel.

Adding an Attend Job Fair Activity
To record attendance at a job fair, select Attend Job Fair from the Job Seeking Activity drop-down

menu.
Complete all required fields, including: |
. Pate ‘_)f job fair - Enter the date you attended the oo secking Aty
IOb {:Glr' IAﬂendjaoFair w
* Name of job fair - Enter the name of the
job fair or hiring event. Dote ofjob Fair

Mame of Job Fair

After all required information has been entered, select Add
to save the activity to your Work Search Journal. If you do .
not wish to save the activity, select Cancel.




Adding a Workforce Center Services/Resume Building Activity

To record participation in Workforce Center services or resume building, select Workforce Center
Services/Resume Building from the Job Seeking Activity drop-down menu.

Complete all required fields, including: I I
* Date of activity - Enter the date you participated
in the service.
1 ‘Workforce Center
* Type of service - Describe the Workforce Center v
service received, or resume assistance completed
(for example, resume review, career counseling, Date of Activity
workshop or job search assistance). =
* Location of service - Enter the name and/or pEe
location of the Workforce Center or organization y
where the service was provided. Locstion ofSenvce

Job Seeking Activity (1)

After all required information has been entered, select /
Add to save the activity to your Work Search Journal. =D - |
If you do not wish to save the activity, select Cancel.

Adding a Training/ Certification Activity

To record participation in a training course or certification program, select Training/ Certification from the
Job Seeking Activity drop-down menu.

Complete all required fields, including: |
* Date of training/ certification - Enter the date
you attended the training or completed the Job Seeking Accivity (2
certification activity. '+ [Treing  Cervicaton v

* Description - Provide a brief description of the
training course, workshop, certification, or other
professional development activity completed.

Date of Training/Certification

Description

After all required information has been entered,

select Add to save the activity to your Work D) -
Search Journal. If you do not wish to save the —
activity, select Cancel.




Adding an Online Search Activity

To record an online job search, select Online Search from the Job Seeking Activity drop-down menu.

Complete all required fields, including:

* Date of search - Enter the date you conducted
the online job search.

* Website name - Enter the name of the job search
website or employer website where you searched
for job opportunities (for example, Indeed,
LinkedIn or an employer’s career page).

After all required information has been entered,
select Add to save the activity to your Work
Search Journal. If you do not wish to save the
activity, select Cancel.

Job Seeking Activity (3)

Online Search w

Dare of Search

Website Name




Reviewing the Work Search Journal

When reviewing the Work Search Journal, the system will show how many activities are needed to meet the

requirements.

When you first go to Work Search Journal and nothing is entered, it will advise at least three (3) activities
are needed, and one must be submission of application or resume

You nesd at least 3 activities, at least + Add activity |+
one with a filed application or resume

[([2]3)4 5 s 78 350

Search Activity

View/Download History

Once you start entering activities, it will show you how many more activities are needed for the week to

meet the requirements.

Your 06/21/2026 - 06/27/2026 Work Search Journals
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Two mcre activities required +Add activity |+
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Work Search Activities
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Dot Search Activity
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Once you start entering activities, it will keep track and show you the minimum requirements have been met.
You are able to enter up to 10 activities per week.

Home Weekly History

Your 06/21/2026 - 06/27/2026 Work Search Journals
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The activity will open and you can edit the activity information. Once finished, select Add for the update to
be saved to the Work Search Journal.

NOTE: Work search activities can only be edited prior to submission of the weekly certification for that
week.
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To delete an activity, select the recycle bin icon to the right of the activity.

A confirmation will appear asking if you are sure you want to delete the activity. Select OK to proceed, or
Cancel to exit and go back.

Confirm

Aire YOI SUre you WaNT to delte this entry?

Camesl  OK




Work Search Journal History

To view all activities previously submitted, click on the View/Download History button at the bottom of
the Work Search Journal page.

Your 06/21/2026 - 06/27/2026 Work Search Journals

Nork Search Activities

Minimum requirements met
BEE: s s 7 8 90
Date

Search Achity
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This will open the entire Work Search Journal and show all previous entries for the current benefit year. On
this screen you will see the weekly certifications, activities submitted for that week, date the activity was
done, the job activity type, the employer (if applicable) and job activity description.

+ Add activity |+

Work Search journal History
Select Benefit Year:

06/07/2026 - 0606/2027 v

& Showing data for: OSO026 - 060E27  Claimant Name:

WeekEnding [  Date Job Activity

Week Not Subrmimed £72572026 Oriine Search

i Nt Susmimes 6042006 Amen ol Fair

CHIPOTLE MEXICAN
GRILL

PO BOX 182347 Cocic | Contas: Oniine » chigote.com

Columbus, OH 23118

nasnzg Woridorce Cencer SenicesResume: Upsaed Resume - Tooeks Workforse
FIEENT Buiging Camagr

177026 Amens job Fair

Suwe of K5 Job Fair online

162026 Agplicaton/ Resume 0 BON 34331 Casnier | Conmace Oniine « cosmen.com

EM02026 Orvine Search Linkedin.com

Cashier | Conmact in-h

Manager

6972026 Applcaon/ Regums

E02026  Orvine Search ndeed com




On this screen, you can also review the Work Search Journal from previous benefit years. From the drop-
down at the top of the page, you can select and review the journal from other benefit years, if applicable.

Work Search Journal Histor
Select Benefit Year:

06/07/2026 - DBA0G202T ]
06/07/2026 - 06/06/2027 1
- 06062027  Claimant Name: === s SSN; #4e_dn

Week Ending 1|  Date  Job Activity Job Acthvity Description

Wesk Nt Submimed S232026 Onling Searth ngets.com

VWeak Not Submimed 62472026 Amend job Fair

CHIPOTLE MEXICAN
Week Nog Subminer 82272026 Appication’ Resume g&%x‘sm‘-‘ Cook | Contact Criing - chipotie.com
Colmbus, OH 43218

rpmnae WiOMOACE Conter Say Updated Resumae - Topaka Waorkforoe
611872026 s

i NiA

Cencer
1772026 Amend job Fair NiA Stane of kS Job Fair online

COSTCO WHOLESALE
M6/2026 Applications Resume PO BOX 34331 Cashier | Comtact Online « costgo.com
SEATTLE, WA 98124

10/2026 Oniine Search NAA

MCDOMALD'S
EQI0IE  Agghcation/ Resume THIWETHST
Lawrange. K5 66042

N/A

You now have the option to download and save a copy of the Work Search Journal as well. Select
Download PDF (in bottom right) to download a PDF of the Work Search Journal for your records.

If you download and save a PDF of your Work Search Journal, it will be similar to the image provided on
the following page.



Work Search Journal

Benefit Year: 06/07/2026 - 06/06/2027

Claimant Name: FIRST LAST Claimant ID: 1234567 SSN: ***-**-9999

Total Activities: 9

Week Mot De/25/2026 Online Search MIA ndeed.com
Submitted
Week Mot D68/24/2026 Attend Job Fair MIA WIBW Job Fair
Submitted
Week Mot 082272028 Application/ Resume CHIPOTLE Cook | Contact: Online -
Submitted MEXICAN GRILL chipotie com
PO BOX 182347
Columbus, OH
43218
D&/20/2026 Dar18/2026 Workforce Center MNIA Updated Resume - Topeka
Services/Resume Building Workforce Center
Dar20/2026 D&r17/2028 Attend Job Fair MNIA State of KS Job Fair online
D8/20/2026 08/16/20:28 Application/ Resume COSTCO Cashier | Contact: Online -
WHOLESALE cOSteo.com
FO BOX 34331
SEATTLE, WA
08124
DE/M13/2026 Da/1v2026 Online Search MIA Linkedin.com
D&/13/2026 De0er2026 Application/ Resume MCDONALDS Cashier | Contact: in-Person
1313WEBTH ST - Tom, Manager
Lawrence, K3
BE044
DEM1312026 De/De2026 Online Search MIA ndeed.com

This document contains all work search aclivities for the specified benefit year period.

Activiies are listed in chronological order as recorded by the claimant.
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