
User Guide – Online job selec�on 

 

A�er you’ve logged in you will see the menu to the le� with a new op�on. 

Un�l now you’ve been viewing calls by clicking on the View Open Job Orders op�on, to request a job you will 

need to click on Job Request 

 

 

 

A�er you click on Job Request you will see this dialog box lis�ng your current email address, PAC contribu�on, 

and 401k contribu�on.  If you wish to change any of these, click OK and follow the instruc�ons listed below.  

Once everything is to your liking click on Job Request to make sure your informa�on is accurate.  When it is, 

click OK to proceed. 

 

 

 

 



Now comes the fun part – picking your jobs. 

You will now see a new column en�tled Priority.  In this column you will see a drop down menu for each job 

with a number next to the word Priority.  

 

 

You can pick as many, or as few jobs as you want, and you can pick them in the order that you want to be 

dispatched to that call. 

You can change the priori�es at any �me and if you decide you don’t want a call that you picked, you can 

change the choice to Reject. 

Make sure to click on the blue job number to the le� to see the requirements for the job.  You will s�ll need to 

meet the qualifica�ons for the job (certs, experience, etc.) in order to be dispatched. 

When you have finished picking the job(s) that you interested in, click the Save Bids bu4on on the bo4om of 

the screen. 

 

 

 



A�er you click Save Bids you will see this dialog box if you le� jobs as Rejected.  This is perfectly normal so click 

Yes and you are all done. 

 

 

Some things to remember: 

• The job selec�on op�on will open up at 6:00 pm (Arizona �me) every evening, Monday – Friday. 

• You can change your selec�ons as many �mes as you want as long as you click on Save Bids a�er each 

change. 

• At 9:00 am the following morning, the program will run and assign you to a work call based on your 

posi�on on the out of work list and the priority that you assigned to the call. 

• A�er everything has been assigned and verified, your dispatch, 401k form, and drug test info will be 

emailed to the email address on file. 

• Direct ques�ons to Taylor Pleitez tpleitez@ualocal469.org or Dean Van Kirk dean@ualocal469.org  

 

 

 


