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the Best  
Results with

At Your Fingertips...



Your guide to maximizing job 
search opportunities.

A High-quality registration will help 
you generate the most matches and 

the closest matches to the jobs where your 
experience meets the employerôs require-
ments.  When your skills most closely match 
the employer requirements, your chances of 
a successful employer contact are improved. 

A quality registration takes time to complete, 
but your time investment will pay off in more 
opportunities to find the right job for you! 

Expect to take at least an hour to really get a 
quality registration complete.  Move through 
each screen entering the information in each 
area. Be sure to use the next and back but-
tons on each screen (do not use your Web 
browser to navigate iMatchSkillsÈ).

The following pages include a checklist to 
help make sure you have entered or are 
entering the type of information most useful 
to the match process.  

Review your registration for the items listed.  
You can quickly access and edit a sectionôs 
information by going to your ñMy Summaryò 
screen; click on the sectionôs blue title to go 
to that section for review and editing. 

If you have already registered with  
iMatchSkills, you may only need to update or 
add additional information to your registra-
tion.  Reviewing and updating each section 
will help you maximize your opportunities. 

Please log on to iMatchSkills and letôs get 
started!  Here is how you log on...
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iMatchSkills Logon
To get the iMatchSkills logon screen, go to 
www.iMatchSkills.org

If you have worked with the Oregon Employ-
ment Department, or have filed an Unem-
ployment Insurance (UI) claim, in the past 
few years, you may already have an account 
with us.  We consider you a ñReturning Cus-
tomerò even if you personally have not used 
iMatchSkills. Contact your nearest office 
and the staff will provide your username and 
initial password to log on. 

Once you access your iMatchSkills account, 
you will be required to change your pass-
word to something you can remember. You 
will also need to assign a ñhintò question and 
identify your answer, should you ever forget 
your password. You may locate your nearest 
officeôs contact information by clicking on the 
link to Employment Offices on the bottom of 
the logon screen. 

iMatchSkills logon screen:
 

Returning  
Customers

New Job
Seekers
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Hint: Usernames and passwords are not 
case sensitive. To maintain the best level of 
security, you will be reminded every 90 days 
to change your password when you logon to 
iMatchSkills. 

Do not share your username and password 
with others.  Be sure to log off iMatchSkills 
when you are done when using any public 
computer to prevent anyone else from ac-
cessing your personal information. 
 
If you have just filed a claim, you may  
already have a minimal file with us because 
of your claim.   Your Social Security number 
(SSN) must be attached to your registration 
to satisfy your claim requirement to register 
with iMatchSkills.  If you receive an error 
message when you try to use your SSN,  
contact staff at the WorkSource Oregon  
office nearest you or ask staff for assistance.  
You may already have a minimal registration 
on file and would be considered a Returning 
Customer. 
 
My Username: ________________________

My JS ID: ___________________________

Your Job Seeker Identification (JS ID) num-
ber is located on your home page in the up-
per right hand side.  

To go to your home page, click:
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General information contains: Name, mail-
ing address, phone, email address, veteran 
status, birth date, and job preferences such 
as wage, shift available, geographic availabil-
ity for jobs.
 

Job Seeker Status:
  
n Is your iMatchSkills registration in ñActiveò 

status? You must be in active status to 
appear on match lists when employers or 
WorkSource Oregon staff run matches on 
open job listings. You may match yourself 
to jobs without being in active status.  To 
change your status, click on the blue ñSta-
tusò link on ñMy Summaryò or ñChange My 
User Optionsò from your home page.  ñMy 
Summaryò view links are only available 
after you have completed all sections. 

Contact Information:  
	
n Have you selected all the contact methods 

you prefer?  Are your phone numbers, 
email address and mailing address cor-
rect? People claiming UI benefits have a 
separate UI address that might not be the 
same as your iMatchSkills (or Employment 
Service) address.  If these addresses are 
different, you will get an error message 
that advises you that they are different and 
gives you instructions on how to change 
either address.  

n Returning customers: Is this information 
up-to-date?
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Veteran Information:

n Veterans are given priority on job refer-
rals.  If you have served in any branch of 
the United States Armed Forces, make 
sure to list your dates of service, discharge 
reason and any service badges you have 
received to take advantage of veteran 
priority.  Spouses of veterans who have 
100% service-connected disability or who 
died as a result of their service-connected 
disability or who were Missing in Action or 
Killed in Action are considered veterans for 
Employment Service purposes.  

Personal Information:

n Is your personal information correct?  (Per-
sonal information includes birth date and 
gender.  We use your birth date as ñproof 
of identityò in combination with other infor-
mation contained in your registration.)

Job Preferences: 
(All job preferences have a major impact on 
the quantity of job matches obtained)

n Wage (Enter the lowest wage you are  
willing to accept.  iMatchSkills will not 
match you to jobs that pay less than your 
minimum.  If you are receiving UI benefits, 
you must be willing to accept work when 
the pay offered is determined by unem-
ployment insurance staff to be sufficient  
for your occupation in your labor market.)
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n Full or part time (Full-time work is 40 or 
more hours a week.  Part time is any 
amount of hours below 40 hours.  If you 
are receiving UI benefits, you must be 
available for both full and part-time work in 
your customary occupation.)

n Shifts (If you are receiving UI benefits, you 
must be available for all shifts normal for 
your line of work.)

n Geographic availability.  Select the cities 
where you are willing to work. Your city 
may not be on the list of available loca-
tions, so choose the nearest city or cities 
in the same counties where you are willing 
to seek work. Usually, a job listing is as-
signed to the WorkSource Oregon office 
in the same county as the job listing. The 
more locations you select, the more jobs 
you will match. 

Skills Selector contains: Driver license, 
language skills, occupation(s), occupational 
license(s) & certification(s), computer, super-
visory & occupational skills. 

Driver License:

n Have you listed the type of driver license 
you have?

n If you are a professional driver, have you 
listed all your endorsements and whether 
or not you possess a D.O.T. Medical Card?
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Language Skills:

n Have you listed all languages you speak, 
read or write?  (In addition to jobs that 
require a specific language, there are jobs 
where preference is given to a candidate 
that can speak, read, and/or write a spe-
cific language.) 

Occupational Selection: 

n Are your choices of occupations accurate?  
Click on the blue Occupation title to view 
details about an occupation.  Do not select 
occupations you have done in the past but 
are no longer interested in doing (people 
collecting UI benefits must look for work in 
their customary occupation).    Some oc-
cupations share many skills and are quite 
similar in the type of duties they perform.  
Use the Keyword search to find similar  
occupations.  Tip: You may wish to use 
Skill Explorer in Oregon Labor Market In-
formation System (OLMIS).  Go to OLMIS 
at qualityinfo.org and click Skill Explorer 
in the Tools menu to pick occupations that 
use your skills.  (If you need help, ask staff 
for assistance on where to find and how to 
use the OLMIS Skill Explorer program.)

n Did you select occupations in which you 
have experience?  When you mark experi-
ence in an occupation, you must add work 
history that shows where you gained that 
experience.

n You may also choose occupations in which 
you have no experience but are interested 
in pursuing. Be sure to select ñNoneò in the 
amount of experience for those occupations. 
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n Returning customers:  Do you have occu-
pations to add or remove?  If you remove 
the occupation title, the skills youôve 
marked in that occupation remain in your 
skills list and may help match you to more 
job listings.

Licenses: (Occupation licenses 
and certiþcations)

n Based on your work or education history, 
have you selected all relevant state-issued 
occupational licenses and certifications 
that you possess from the list?  ñEmployer 
issuedò certifications will not be on the list.  
If you cannot find a specific license on the 
list, you can click on ñCanôt find a particular 
license or certification?ò to request it be 
added to the list.  Any licenses or certifica-
tions that you add on this link will display 
on your iMatchSkills r®sum®. 

Computer, Supervisory and  
Occupational Skills: 

n Have you selected all of your computer 
and supervisory skills?

n Have you gone to the occupational skills 
list for every occupation you have selected 
within your iMatchSkills profile? 

n Have you chosen all the occupational skills 
you have experience doing that might be 
related to the type of work you are seek-
ing?  You only have to mark a skill once.  If 
that skill is used in another occupation, it 
will show as marked when you go to that 
skill list.
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n To select individual skills you posses that 
are not attached to any occupational skills 
list, use the ñSelect other skills using Key-
word:ò search feature.

n Returning customers:  Do you have new 
skills to add?

 

R®sum® Builder contains: Education History, 
Work History and a section that allows you 
to type in special skills, training, professional 
associations and awards you have received.  
This information along with your contact 
information is used to create a scanable  
r®sum®. 

Education and Work Histories:

n Are your education history and work his-
tory sections complete?  

n Does your education and/or work history 
complement the occupational titles and 
skills listed in your registration? (We look 
at your education and work history to sup-
port your choice of occupations and skills.)  

n Is there enough work history to justify the 
months of experience for each occupation 
listed?

n Does each work history entry show a clear 
job title and dates of employment?

n Do the job duties listed provide a clear 
understanding of what you did on that job?

n Is each job listed only once with no dupli-
cate entries?

n Are all relevant on-the-job training experi-
ences, practicumôs, internships and volun-
teer positions listed in your work history?
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Miscellaneous: 

n Have you made good use of this area?  
You can type up to 2000 characters of text 
about yourself.  Examples of what could be 
included are:  specific software, machinery, 
etc. that you are skilled in using, special 
training you have completed, profes-
sional organizations to which you belong 
or professional awards/honors you have 
received.   It can be used to summarize 
your information and career goals.  You 
may want to add the licenses or certifica-
tions not found on the license/certification 
list.  This information will be included in 
your iMatchSkills r®sum® and can greatly 
improve the look of your r®sum®.  Remem-
ber that key words here can also help you 
be matched to a job when staff are looking 
for qualified candidates to refer.  

 

n Review your information for accuracy.  Are 
there errors?  If so, click on the blue section 
title link for the section you wish to change.    

n Once you have completed all of the informa-
tion screens, you will see a button (like the 
one above) on the Tools Menu. Clicking that 
button will display your iMatchSkills  
r®sum®.  Review your r®sum®; do you have 
any mismatches in UPPER and lower case?  
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It is often easier to see punctuation and 
capitalization mistakes on the r®sum®.  Your 
iMatchSkills r®sum® view does not show 
how the r®sum® looks printed on a page.  
To see what your r®sum® looks like for-
matted to fit on a page, click                     . 

n From your home computer,  
open your email program. You may email 
your r®sum® to a prospective employer by 
clicking on the         icon in the upper left 
part of your r®sum® screen. (See illustration 
below). You have the option to either send 
a link to the URL location of the r®sum® or 
send a copy of your r®sum® as an attach-
ment. Your best be is to choose to send a 
copy. The  employer may not have an ac-
tive link to the internet. 
 
 
 
 
 
 
 
 
 
 
If you are on a public computer, you will 
need to save your r®sum® by clicking 
                          in the upper left corner. 
You will need a floppy disk, CD or flash 
drive on which to save your r®sum®. Once 
youôve saved the file, youôll need to open 
your home email address and use the 
ñattach fileò feature to attach your r®sum® 
to an email. If you are in a WorkSource 
Oregon office ask staff for assistance on 
saving and emailing your iMatchSkills  
r®sum®.

Email icon
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The true test of your registration is when 
you match yourself to the open job listings in 
iMatchSkills!

n Have you clicked on                          ?  
That will take you to the My Match Settings 
screen, Clicking on                              , will 
match you to jobs based on the occupa-
tions you listed and other information in 
your registration. Do the jobs that come up 
look like the occupations you listed and that 
you have the skills and experience to do?

n One of the benefits of iMatchSkills is that 
you can do a match using only the skills you 
listed and ignoring the occupation. To run a 
ñskills onlyò match, click on          
to go to the My Job Match Settings screen. 
Click on the                       link to Remove 
the checks in the boxes located to the right 
of the Occupations titles. Then click        
                                A ñskills onlyò match 
might show you jobs with other occupa-
tions titles that you did not include in your 
registration, but for which you may also 
qualify. 
 
View each job on the list and jot down 
the Occupation Title for the ones you are 
interested in reviewing. Go back to your 
occupations list and click  
 
Type in the occupation title and click         . 
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Review the Occupation Details by clicking  
on the blue Occupation Title link.  If the 
occupation matches your skills and experi-
ence or it is something youôd consider,  
add it to your registration and assign the  
amount of experience in the drop down 
experience box.  Click            to go to the  
Skill Selection screen. Click on the  
and review the skills list and add any ad-
ditional skills that you have.  The skills 
selected on other occupations will be 
already marked in the new skill list. Be 
sure to add in  the Work History section 
any additional jobs and details that youôve 
done that supports the added occupation 
and experience.  
                                                         

Congratulations!
You’re done with your  

registration!

Need more information?
If you have further questions about the infor-
mation needed or would like staff to review 
your registration, please contact your nearest 
WorkSource Oregon office for assistance. 
For contact information, visit: 
www.WorkingInOregon.org and click on  
ñOffice Locationsò.  In the future, you will only 
need to update your registration when your 
information changes. 

Be sure to log on to iMatchSkills at least 
once every day during your search for the 
right job!  New jobs are put in all the time and 
you never know when the perfect job for you 
will be added.  
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iMatchSkills is updated throughout the day 
as new jobs become available and job list-
ings are removed as they are filled.

Keep your registration active!
Your registration will be active for 90 days fol-
lowing your registration or an update of your 
registration information.  Keep your registra-
tion active by logging on to iMatchSkills and 
matching your information to jobs regularly.   
Should your registration go inactive, you can 
easily activate it by clicking the blue ñStatusò 
link on ñMy Summaryò or ñChange My User 
Optionsò from your home page.  

To find your home page, click on the red 
ñhomeò at the top of your screen.

Found the perfect job?
When you no longer wish to look for work or 
be considered on job matches you may inac-
tivate your registration the same way.  Your 
registration will remain in our system and will 
be purged after 36 continuous months  
of inactivity. 

Need More Help with Your  
Job Search?
WorkSource Oregon offices may hold work-
shops in your area on topics like ñHow to cre-
ate a terrific r®sum®ò, or ñHow to do a great 
job interviewò, to name a few. and the best 
thing of all, theyôre free!  Please contact your 
nearest office to learn more about the type 
of workshops offered and workshop sched-




