Finding an Employer/Recruiter in ETO
· Quick Search
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1. Search by Recruiter or Employer name
2. Select “Entities” as the Search Type
3. The Search Scope auto-populates with the Office the User is logged in to. This is the only option for the Search Scope. 

· Navigation Bar (best practice)
1. Navigation Bar
2. Entities
3. Find Employer/Recruiter
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4. Entity Type: Employer
5. Entity Subtype: Sub-Entity
6. Click Show Entities
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7. Enter Employer name and click Enter
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8. To find a Recruiter
· Entity Type: Employer
· Entity Subtype: Recruiter
· [bookmark: _GoBack]Click Show Entities

· Search by Job ID report on the Staff dashboard
1. Search By Job ID report widget
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2. Enter active job posting ID number from WorkSourceWA in the Enter Job ID field
3. Click Run Query
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4. The Employer ID will display to the right of the Employer Name in the report
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Reply to prompts before running the query.
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ISP+ Transportation (xwag2247263x) | [2247263 188436622  Office Clerk 619/16 88/16 (Click here to view full job posting.
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Click to search by entity name.
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