
Virtual OneStop Quick Start Guide 
 

Virtual OneStop is a powerful online tool designed to assist job seekers in 
searching for the right job, and to help employers find the best candidates. Take 
the time to explore what Virtual OneStop can do for you. 
 
 

 
 
 
 
This quick start guide shows you how to: 
 

Update your individual profile  
Identify your skills 
Post your resume  
Conduct targeted job searches  



 
 

 

Getting Started in Virtual OneStop 
 
 My individual profile 

   Personal Page 
  Gen Info Tab 

Background Tab 

My Individual Profile, Personal page, 
Background Tab 
 
 You can either click Start the 

Background Wizard or work down 
the page filling in one section at a 
time. 



 

 
 

 

Identify Your Skills 
 

 Take the time to identify all of your 
skills. 

 This will enhance your ability to 
search for work. 

 This will make it easy for 
employers to find you. 



 
 

 

Choose: 
 
Accessibility: Do I want employers 
to be able to see my resume? 
 
Creation method: Do I want my 
resume to be searchable by 
categories? 
 
A title: This is a searchable field so 
name it something that highlights 
your skills. 



 

 

Notice the TABS 

The Manual Formatting option allows you to 
decide what headings (sections) appear in 
your resume. 

Manual formatting allows 
you to choose the font 
and other attributes. 



 
 
 

 

You can leave the 
settings the way 
they are for the 
template, change 
them and create 
your own, or skip 
this step altogether. 

Whatever option you choose, make sure the 
final product is presentable. Make changes as 
needed. Employers will see your resume! 



 
 

 
 

 

Notice the 7 
tabs. There are 7 
ways to do a job 
search. The 
Quick Job 
Search with 
keywords is the 
default tab… 

…but if you have 
updated your skills, you 
can search for jobs that 
match your skill sets. 
Employers can find you 
the same way! 



 

 
 
 
 
 
 
Log in regularly to explore all the other features Virtual OneStop has to offer. You 
can check out labor market information, find out how much a job is expected to 
pay, create a basic financial budget for yourself, get help writing letters, and 
much more!  

 
 
 
 
 
 
 
 
 
 
 
 
 

  

The results show jobs that may be 
of interest to you based on the skills 
you identified in your skills profile. 


