
EMPLOYER DATABASE
Zujaila Ornelas, State MEP Identification and Recruitment Coordinator



Agenda

• Employer Database: MIS2000
– Contacts Tab
– Positions/Qualifying Activity Tab
– Housing Tab
– Events Tab
– Other Tab
– Activity Log Tab

• Upcoming IDRC Webinars
• Evaluation
• Guest Speaker: Arizona @ Work



Employer Database: MIS2000

All Recruiters should now have access to the database in 
the MIS2000 app. 

• Please start entering notes on your past and current 
interactions with employers.

• Review the Employer Database Info Sheets you 
started using last spring and add notes from those 
sheets into the database.

• Continue to call and/or visit employers in your area. 
Enter contact info and notes every time a connection 
is made or attempted.



Database
• To open the employer database in MIS2000, the 

recruiter should go to the View tab and click on 
Employer

• Search on Employer by clicking Search Employer 
and choosing employer name from the dropdown





Database
• Recruiter should check to see if employer exists 

on database before adding employer
• To add a new employer, recruiter should click on +

sign and add fields





Database
• When adding employer, recruiter should include 

information in the Field/Facility Locations box to 
let other staff know where to go



Contacts 
• Contacts section is for basic contact information, 

and a summary of who the contact is
• To save changes, please click on checkmark
• To add more than 1 contact, please click on + sign





Positions/Qualifying Activity
• Recruiter should click on positions tab and select 

qualifying activity from dropdown
• They will enter # of employees, approximate start 

date, and end date
• Under Type of employment, please select from 

dropdown (domestic, h2a, or both)
• Under Breaks and Days off, please specify 

workers’ break time and day(s) off
• Under Needs/Other Notes, please include any 

expressed workforce needs.



Positions/Qualifying Activity



Housing
It doesn’t always work out to visit workers in the 
field; thus, an option is to visit housing after work 
hours.
• Recruiters can enter housing details using the 

Housing tab
• Name of manager who is on duty, when workers 

are on housing location, and other details should 
be included in Summary field





Events 
• The recruiter can enter details about upcoming 

events on the Events tab
• Please include event date and details under Event 

Log



Events 



Other
• Recruiter can take notes about general 

challenges, needs, and potential partnerships
• Recruiter should document details about 

challenges and needs, and identify potential 
partnerships based on expressed needs





Activity Log
• Recruiter can save comments on any 

conversations they’ve had as it is often hard to 
remember what was said

• Date visit/phone call was made should be 
included under Contact Date

• Select from Contact Type dropdown to specify if 
contact was made in-person, phone call, or via 
mail

• Include date of when you intend to reach out 
again under the Follow-up Date field





Employer Database: MIS2000

• Videos to help you as you are using the Employer 
Database:

– Overview of the Database, including how to access it
– Intro to the Database and Contacts Tab
– Qualifying Activities Tab
– Events and Other Tabs
– Housing Tab
– Activity Log Tab

For more information or to schedule a training on the 
database, please e-mail me at Zujaila.Ornelas@azed.gov. 

https://drive.google.com/file/d/18I41Q7UqVlPmkP6wxD6vzbeNhi2gnFWp/view
https://drive.google.com/file/d/1tsiz8rZw51HEB3caypAAi9n873e6otnt/view
https://drive.google.com/file/d/1da1OvZ__yR4FBggqEKlzYDgXZmQnyJGO/view
https://drive.google.com/file/d/18fOnLS4aM9vF2m4aWkNxFZB6C2nzTyKq/view
https://drive.google.com/file/d/1gk1-Lsrv-KNNrk0K-v73aMfxZs33A7k_/view
https://drive.google.com/file/d/13plBV_8Y4dh6JVNB5pbi-X3ORCeg_6Be/view
mailto:Zujaila.Ornelas@azed.gov


Webinar Evaluation

Please take a few minutes to complete an evaluation 
of the ID&R portion of today’s webinar.

In the Survey, for Title/Topic please type: 
July 2021: MEP Bootcamp – Employer Database

Thank you!

https://www.surveymonkey.com/r/IDRCStaffTrainingEval20-21


Contact Information

Zujaila Ornelas
Arizona Department of Education 
MEP Identification and Recruitment Coordinator
(602) 542-3975 
Zujaila.Ornelas@azed.gov



ARIZONA @ WORK
Guest Speaker
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