
MS WORKS 
www.mdes.m.gov

Tips for creating the profile

#21 - not required but good info to track
#24 - not required but good info to track
#25-26 - Only the current or most recent job info is needed
#27 - Tools and Technology are not required
#28 - Not needed...this is just an option to add additional employment info

http://www.mdes.m.gov/


Section 1: Create Account
Mississippi Works Signup Guide



1. Visit mdes.ms.gov. 
MDES Home page 
and has a lot of 
great information 
about workforce 
services in 
Mississippi.

2. To begin your 
journey to the MS 
Works Labor 
9ȄŎƘŀƴƎŜΣ ŎƭƛŎƪ άL 
bŜŜŘ ŀ Wƻōέ

Get Started, Step 1
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1. /ƭƛŎƪ άCƛƴŘ ŀ Wƻō 
bƻǿέ

Get Started, Step 2
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You are now at the 
Mississippi Works Labor 
Exchange website.

Even before you create 
an account, you can use 
this page to search for 
jobs. But creating an 
ŀŎŎƻǳƴǘ ƛǎ Ƙƻǿ ȅƻǳΩƭƭ 
get the most out of the 
site. 

1. /ƭƛŎƪ άbŜǿ ¦ǎŜǊΚ 
wŜƎƛǎǘŜǊ ŦƻǊ CǊŜŜέ

Get Started, Step 3
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This page has some 
great information 
about the features 
that are available for 
Job Seekers. Feel 
free to scroll down 
and check out the 
diagrams.

1. /ƭƛŎƪ άWƻō {ŜŜƪŜǊΥ 
wŜƎƛǎǘŜǊ bƻǿέ

Get Started, Step 4
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This page looks a little 
different than MS Works 
because it is shared with 
the MDES Unemployment 
Insurance system, 
ReEmployMS. The account 
you make here will work 
both in ReEmployMS and in 
MS Works.

1. First, enter your SSN, 
then retype to confirm.

2. Then, enter your First, 
Middle, then Last Name

3. Enter your date of birth.
4. Click to signify you are 
ƴƻǘ ŀ ǊƻōƻǘΦ ¸ƻǳΩǊŜ ƴƻǘ ŀ 
robot are you?

5. ¢ƘŜƴΣ ŎƭƛŎƪ άbŜȄǘέ

Create Login Credentials, 
Step 1
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1. Choose a username. 
You will use this to 
login.

2. Choose a password and 
retype it.  

3. Choose a security 
question and type in an 
ŀƴǎǿŜǊ ǘƘŀǘ ȅƻǳΩƭƭ ōŜ 
able to remember in the 
future if you ever need 
to recover your 
password.

4. Enter your email 
address and retype. If 
ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŜƳŀƛƭ 
address, a gmail.com 
address looks 
professional; create one 
at gmail.com for free.

5. /ƭƛŎƪ ά{ǳōƳƛǘέ

Create Login Credentials, 
Step 2
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When you see this 
ǎŎǊŜŜƴ ƛǘ ƳŜŀƴǎ ȅƻǳΩǾŜ 
registered and you have 
a username and 
password. But your email 
address is still not 
verified yet.

мΦ /ƭƛŎƪ ά9ƳǇƭƻȅƳŜƴǘ 
{ŜǊǾƛŎŜǎέ

Alright, You Now Have a 
Login Account!
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²ŜΩǊŜ ōŀŎƪ ǘƻ a{ ²ƻǊƪǎΗ

1. Enter your username.
2. Enter your password.
3. /ƭƛŎƪ ά{ƛƎƴ Lƴέ

Login
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If you see this screen, 
that means you logged in 
successfully. 

1. The system will email 
you a code at this 
address. It has 
asterisks to hide 
parts of your email. If 
that looks great, 
open up your email 
in another tab or on 
your phone and go to 
the next page of this 
guide.

2. If the email address 
looks wrong, you can 
enter a new email 
address and retype, 
ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘϦ

Verify Email, Step 1
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This is a snapshot of 
what gmail looks like. 
Your email may look 
ŘƛŦŦŜǊŜƴǘ ŀƴŘ ǘƘŀǘΩǎ ƴƻ 
problem.

1. In the email, click on 
the hyperlink (it is 
underlined and looks 
blue).

Verify Email, Step 2
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If you see this screen, 
that means you verified 
your email successfully. 
Nice work.

1. /ƭƛŎƪ άIƻƳŜέ ǘƻ ƎŜǘ 
started with building 
a profile.

Verify Email, Success
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Section 2: Create Profile
Mississippi Works Signup Guide



1. Click to indicate your 
status as a US Citizen, 
permanent resident, 
work-authorized 
ŀƭƛŜƴΣ ƻǊ ŎƘƻƻǎŜ άƴƻέ 
if you are not able to 
legally work in 
Mississippi but still 
want to create a 
profile and look for 
jobs.

2. Enter your social 
security number.

3. Enter your birthday. 
Clicking the icon of 
the calendar will 
popup a nice date 
selector.

4. /ƭƛŎƪ έbŜȄǘέ

Create Profile, Step 1
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1. Choose a prefix, 
enter your first name, 
your middle initial, 
your last name, and 
choose a suffix (if 
needed).

2. Enter your nickname.
3. The rest of the 

questions relate to 
gender and race / 
ethnicity and are 
asked to ensure that 
MDES services are 
fairly given to 
everyone. You can 
answer yes, no, or 
άLΩŘ ǊŀǘƘŜǊ ƴƻǘ ǎŀȅέ ǘƻ 
any or all of them.

4. /ƭƛŎƪ άbŜȄǘέ

Create Profile, Step 2
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1. Indicate whether 
ȅƻǳΩǊŜ ŀ ǾŜǘŜǊŀƴΦ

2. Indicate whether 
ȅƻǳΩǊŜ ŀ ƳŜƳōŜǊ ƻŦ 
the National Guard.

3. Indicate whether you 
have a disability. If 
ȅƻǳ ǎŜƭŜŎǘ άȅŜǎέ 
ȅƻǳΩƭƭ ōŜ ŀǎƪŜŘ ǘƻ 
indicate which type 
of disability.

4. Indicate whether you 
have a job, or if 
ȅƻǳΩǾŜ ǊŜŎŜƛǾŜŘ ŀ 
layoff notice or are 
not part of the labor 
force.

5. Click Next

Create Profile, Step 3
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1. Choose the highest 
grade you completed 
from the pulldown.

2. Indicate whether you 
ƘŀǾŜ ŀ ŘǊƛǾŜǊΩǎ 
license.

3. LŦ ȅƻǳ ƘŀǾŜ ŀ ŘǊƛǾŜǊΩǎ 
ƭƛŎŜƴǎŜΣ ȅƻǳΩƭƭ ōŜ 
asked to choose 
which type. If you 
have a regular 
ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ŦƻǊ 
ǇŜǊǎƻƴŀƭ ǳǎŜΣ ƛǘΩǎ 
ǇǊƻōŀōƭȅ ŀƴ άwΦέ !ƭƭ 
the other options are 
for commercial type 
licenses.

4. /ƭƛŎƪ άbŜȄǘέ

Create Profile, Step 4

1

2 3

4



1. LƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 
get help by phone, email, or text 
message.

2. How far away do you want to 
consider jobs?

3. {ŀȅ άȅŜǎέ ǘƻ ǘƘƛǎ ƻƴŜ ςit means 
that employers can send you 
encouragements to apply to 
jobs based on your 
qualifications.

4. If you want an automatic 
notification when new jobs are 
added, specify how you want to 
receive them.

5. How often do you want to get 
emails about new jobs? 

6. Enter your residence address.
7. If your residence and mailing 

addresses are the same, click 
έ/ƻǇȅέ ǘƻ ŀǳǘƻ-copy it over. If 
ƴƻǘΧ

8. Enter your mailing address.
9. Enter your primary phone 

number.
10. If you have an alternate, enter it 

here.
11. Enter and confirm your email 

address.
12. /ƭƛŎƪ άbŜȄǘέ

Create Profile, Step 5
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1. Type in how many 
ƘƻǳǊǎ ŀ ǿŜŜƪ ȅƻǳΩǊŜ 
looking to work.

2. Choose your desired 
salary range.

3. Indicate how many 
miles you are willing 
to relocate (move) in 
order to take a new 
job.

4. Indicate how far you 
are willing to 
commute to work.

5. /ƭƛŎƪ άbŜȄǘέ

Create Profile, Step 6
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This page allows you to add as many 
academic or training records as you 
like. 
1. This area is where the list will 

start appearing.
2. This form is what you will use to 

create a record.
3. Enter the name of the school.
4. Enter the location of the school ς

only the city and state are 
required.

5. LƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŎǳǊǊŜƴǘƭȅ 
attending.

6. Indicate start date and, if you are 
no longer attending, end date.

7. Did you complete the degree you 
were seeking?

8. What degree did you earn?
9. What was your GPA?
10./ƭƛŎƪ ά!ŘŘ ¢Ƙƛǎ !ŎŀŘŜƳƛŎ wŜŎƻǊŘέ

Create Profile, Step 7
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1. The academic record 
you just created 
should appear here. 
LŦ ƛǘ ŘƻŜǎƴΩǘΣ ƳŀȅōŜ 
you clicked the 
άƴŜȄǘέ ōǳǘǘƻƴ ǘƘŜ 
previous page 
ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ά!ŘŘ 
this Academic 
wŜŎƻǊŘέ ōǳǘǘƻƴΦ 
¢ƘŀǘΩǎ ƻƪŀȅΣ Ƨǳǎǘ ŎƭƛŎƪ 
ȅƻǳǊ ōǊƻǿǎŜǊΩǎ ōŀŎƪ 
button and then click 
ǘƘŜ ǇǊƻǇŜǊ άŀŘŘέ 
button.

2. Use the form to add 
ŀƴƻǘƘŜǊ ǊŜŎƻǊŘΣ ƻǊΧ

3. /ƭƛŎƪ άbŜȄǘέ

Create Profile, Step 8
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1. These yes and no questions 
help MDES connect you with 
other agency partners who 
have services that address any 
challenges, like childcare or 
physical disabilities, that may 
be making it hard to work or 
access training.
2. After answering each of the 
ǉǳŜǎǘƛƻƴǎΣ ŎƭƛŎƪ άbŜȄǘέ

Note: you may hear from some 
of our agency partners through 
email or by phone, depending 
upon your contact preferences.

Create Profile, Step 9
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This page allows you to add 
as many employment records 
as you like. 
1. This area is where the list 

will start appearing.
2. This form is what you will 

use to create a record.

Note ςthis is a longer form, 
the next page has 
instructions on how to 
complete.

Create Profile, Step 10
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1. Enter the name of your employer.
2. Type in your job title
3. !ǊŜ ȅƻǳ ǿƻǊƪƛƴƎ ƘŜǊŜ ƴƻǿΚ LŦ ȅƻǳ ǎŀȅ άƴƻέ ǘƘŜ άǿƘŜƴ 

did you stop working (4) field becomes required.
4. Enter your start and end dates.
5. Enter the number of hours you worked.
6. How much were you paid? 
7. Did you have a special license for the job?
8. tƭŜŀǎŜ ŎƘƻƻǎŜ ŀ ǊŜŀǎƻƴ ŦƻǊ ƭŜŀǾƛƴƎΦ 5ƻƴΩǘ ǿƻǊǊȅΣ 

employers will never see this reason.
9. 9ƴǘŜǊ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ŀŘŘǊŜǎǎ ςonly city, state, and 

county are required.
10.Start typing what job you performed ςa standard list of 

occupations will appear below the field. Click on the one 
that best matches (next screen)

Create Profile, Step 11
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1. After you have chosen the occupation from 
the standard list it will appear below the 
search blank. You can add any number of 
additional jobs if you wore more than one hat 
during employment. Clicking the blue and 
white X will remove a particular job title.

2. bŜȄǘΣ ŎƭƛŎƪ ǘƘŜ άbƻƴŜ {ŜƭŜŎǘŜŘέ ǘƻ ǎŜŜ ŀ ƭƛǎǘ ƻŦ 
tools and technologies that match the job you 
performed.

3. Click as many tools and technologies that you 
have worked with.

4. Enter a description of what you did during the 
ƧƻōΦ 9ȄŀƳǇƭŜ άL ǿŀƛǘŜŘ ǘŀōƭŜǎ ŀƴŘ ǎŜǊǾŜŘ ŀǘ 
ǘƘŜ ōŀǊ ǿƘŜƴ ƴŜŜŘŜŘΦέ

5. /ƭƛŎƪ ǘƻ έ!ŘŘ 9ƳǇƭƻȅƳŜƴǘ wŜŎƻǊŘέ

Create Profile, Step 12
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1. The employment record 
you added appears here.

2. You can add another 
employment record here.

3. ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ άCƛƴƛǎƘέ ƘŜǊŜ 
if you have no further job 
experience to add.

Create Profile, Step 13
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