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Jobs Reporting System Agency User Manual
Test 1: Released reports on jobs retained and created (open to public)

1. Click URL https://www.mmb.state.mn.us/JobsReporting/
2. From the Reporting Period dropdownlist, select a period you want to run the report.

*Note: you should only see past reporting period on the list.

3. Click Run Report button For Reporting Period FY 2012 – 2013

4. A PDF report should open up in a separate window.

Test 2: State agency user forgot password
1. If this is your first time accessing the application or you forgot your password, you need to create your password first.

2. Click URL https://www.mmb.state.mn.us/JobsReporting/ 
3. From the upper right corner of the screen, click State Agency Login link.

4. Click on the Forgot Password link. [image: image1.png]Enter User Name: Logln

Enter Password: Forgot Password




5. Enter your User Name and your email address then click Send New Password. [image: image2.png]Enter User Name:
Enter Email: Send New Password




6. A message is displayed on screen confirming your password has been sent to your email. [image: image3.png]Your new password has been sent to your email. Thank you.




7. Open your Outlook and retrieve your new password from an email titled “From JobsReporting System” (Check your spam folder if you don’t see it in your Inbox)

Test 3: State agency user resets password
1. Click URL https://www.mmb.state.mn.us/JobsReporting/
2. From the upper right corner of the screen, click State Agency Login link.

3. Enter your user name and password then click Log In link. [image: image4.png]Enter User Name: Logln

Enter Password: Forgot Password




4. From the upper right corner of the screen, click Change Password link. [image: image5.png]Change Password




5. Follow the instruction to enter your current password, new password twice then click Submit button. Password should not contain any special characters and must be 3-20 characters long.[image: image6.png]To change your password, enter your current password along with a new password twice in the boxes below. Password has to be 3 - 20 characters long and does
ot contain special characters. We recommend to use a combination of upper case, lower case and mmeric.

Current Password:
NewPassword:

Confirm New Password:

Submit




6. A message confirming that your new password has been sent to your provided email address.   You can click OK to return to the Main page.[image: image7.png]Password changed successfully. Click 'OK' to return to the Main Mem.
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Test 4: State agency user logs out

1. Click URL https://www.mmb.state.mn.us/JobsReporting/
2. From the upper right corner of the screen, click State Agency Login link.

3. When you are done with your work and want to log out of the application, click State Agency Logout link on the upper right corner of the screen. [image: image8.png]State

it




4. You are logged out and back to the public report screen.

5. Close the browser.

Test 5: ADA Compliance (ADA version is invisible by default until you turn it on.  But ADA reader will recognizes the feature)
1. Click URL https://www.mmb.state.mn.us/JobsReporting/ 
2. Click your cursor to the top of Reports panel until it changes to a hand then click on the space. [image: image9.png]Reports on Jobs R~




3. ADA label is displayed on the screen. [image: image10.png]This is ADA Version




4. Click the space again to turn off the ADA version.

5. On the agency upload screen move your cursor above the Upload button until it changes to a hand shape then click to turn ADA version on. [image: image11.png]



6. Click again to turn off the ADA version.
Test 6: State Agency current reporting period data Delete
1) Log into agency page at: https://www.mmb.state.mn.us/JobsReporting/  
2) Click on “Delete Project” link on the right side of the gridview.[image: image12.png]Already uploaded current reporting period projects: 2

Project NameLegal Citation|Appropriation Project Amount FTE Created FTE Retained Delete

MnSure H55Bill00002 H5500003  5000000000.00 |150.00 28.00 Delete Project|
MnSure H55Bill00003 H5500006  |550000000.00 |19.00 16.00 Delete Project




3) Click OK to confirm the delete. [image: image13.png]Message from webpage e

Are you sure you want to permanently delete this project?
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4) After the page refreshes, you will notice the project has been deleted from the gridview. [image: image14.png]Already uploaded current reporting period projects: 1

Project NameLegal Citation|Appropriation Project Amount FTE Created FTE Retained Delete
MnSwe H55Bi00003 H5500006 550000000.00 19.00 16.00 Delete Project|




Test 7: Download Excel Template to fill in your jobs reporting data

1) Log into agency page at: https://www.mmb.state.mn.us/JobsReporting/  
2) Click on the link “Download Jobs Reporting Excel Template”[image: image15.png]Download Jobs Reporting Excel Template




3) When Windows Internet Explorer window pops up, click “Save As” and save it to your local folder.[image: image16.png]Windows Internet Explorer
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Templatexltx?
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 [image: image17.png]File name: Jobs Reporting Template
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4) You will need to double click on the template to create 1 Excel file  per project.  There is an Instruction sheet within the template.  Follow the instruction to fill in the data.  Save your Excel spreadsheet as workbook with names like “YouAgencyNbr_ProjectName.xlsx”.
Test 8: State Agency current reporting period data upload
1) Log into agency page at: https://www.mmb.state.mn.us/JobsReporting/  
2) Click Browse button on the left side of the screen. [image: image18.png]Upioad,




3) Navigate to where your Excel file is located to point to the path. Then click “Upload”.[image: image19.png]C:\Users\pli\Desktopitest




4) If you follow the instruction in your template and upload the data successfully, you will see a confirmation message. [image: image20.png]Project fle uploaded successfily.
Number of projects already uploaded for current report period: 5

* The project(s) below will be incluced in the next released report.




5) If the project was already uploaded before, you will receive an error message. [image: image21.png]File cannot be uploaded. The fllowing Project Name already exist in databas..
test

Number of projects already uploaded for current report period: 5

* The project(s) below will be incluced in the next released report.

Project Name Legal Citation Appropriation| Project Amount [FTE Created FTE Retained  Delete
Medicaid HSSBil00003 H5500006  |550,000,000.00 |19.00 16.00 Delete Project|
MoSure HSSBil00002 H5500003 5,000,000,000.00/150.00 28.00 Delete Project,
test oyt w 78.00 4.00 0.00 Delete Project,
Test Upload H5520130001 H55001 55000000 255.00 3.50 Delete Project,

Try Group by Project Name Please H5520130001 H55001 550,000.00 255.00 350 Delete Project|




6) In this case, if you have updated information for the same project and you want to upload it again.  You need to delete the project from the gridview screen first.  Then you can upload the newly updated project information. [image: image22.png]test
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7) If you follow all the instructions and still receive an error, please contact  Jennifer Hassemer at Jennifer.Hassemer@state.mn.us for assistance.
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