Updated Method for Recording Hires (Placements) in VaWC
A “placement” is recorded when a referred job seeker’s status is listed as hired for an internal VaWC job opening.  (NOTE: Recording a hire on a job order will automatically create a “placement” in the job seeker’s activities service folder in their VWC account.)
The process for recording a hire is as follows:  To record a hire you must first locate the job order for which the job seeker was referred. 
A hire/placement can only be recorded for a job seeker who was referred to an internal (“preferred”) job order.
FINDING THE JOB ORDER TO RECORD THE HIRE
If you are working with job order numbers, use the following process:  In the left column, under Services for Workforce Staff select Manage Job Orders, then, Search for Internal Jobs. Enter the job order number.  Click the number in the Referrals column.  (Go to Recording the Hire section below.)
If you are working within the employer’s account go to Human Resource Plan, Job Order Plan, Job Orders section.  (For non-active job orders, click Show Filter Criteria, set Job Orders status to Any and click filter.)  Click the number in the Applicants section for to access the list of referred job applicants for the job that you are reporting the hire.  (Go to Recording the Hire section below.)
RECORDING THE HIRE
In the far right column entitled Select, click the box(s) for the applicant(s) that was/were hired for that position.  Then, at the bottom of that column click the word Status.
A new screen will generate.  Under Applicant’s Recruitment Stage click Yes for Hired and enter the date for when you were informed about the hire. Enter the Hired (Job Start) Date.  The wage will pre-populate from what was on the job order, but you can change that wage if it is different from what is listed.  The comment section is not required but is recommended (such as listing who provided you the hire information). Then click Save Status.
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