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Using Job Center of Wisconsin as a Third-Party Poster 

 

A user who posts jobs for multiple employers can request to use one login, username and password. 

After approval by Bureau of Job Service, you will access and use the system as described in this 

document. (Examples included are not real companies.) 

 

1. Go to the Job Center of Wisconsin website and log in using the primary account you established 

for your company. You will see the Employer Profiles field with a drop-down menu of the 

companies you are approved to represent. 

2. Click on the company name you want to work with. 

 

 
 

 

3. The company you selected is shown in the Employer Profiles drop-down menu and a message is 

displayed at the top of the screen to show which company you are working with. Select the My 

Company Information button. 
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4. To view the companies, you can access and the status of their registrations, click on the Manage 

Employer Registrations link. 

 

 
 

To add a new employer, choose the New Employer Registration button. You will not need to 

create a username and password for this employer, just register. 
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After registering, the new employer will appear in the Submitted portion of the screen. New 

employer registrations will be reviewed and approved before you have access to post jobs for the 

employer. 

 

 
 

5. To create or edit existing job postings for the company shown in the Employer Profiles drop-down 

menu, click on Employers in the dark blue menu bar and then Post a Job. 

 

6. To switch to another employer, choose the employer from the Employer Profiles drop-down 

menu. 

 

 


