Instructions for Completing the JET Worksheet

General Features

1, Color coded items –

· If you do not have access to commercial vocational software, such as Job Browser Pro, Occubrowse+, etc., fill in all red items in lines 7 and 10.

· If you have access to commercial software such as Job Browser Pro or Occubrowse+, only the DOT Occupational Title and data items in row 10 with red headings need to be filled in. 

· Completing items with blue headings is optional. Some of these items can enhance estimates or provide an opportunity to document and explain additional modifications to the derived data made by the vocational expert. The item entitled Sit-Stand only needs to be filled in if you wish to develop information on sit/stand options for the DOT occupation.

2. Instructions are embedded in the JET worksheet – Pointing to any heading with a small red triangle to the upper right will give detailed information and instructions regarding data related to that heading. 

Steps for Using the JET
  1. Name the worksheet - Point to the open tab at the bottom of the worksheet e.g., Sheet 1. Right click with your mouse while pointing and select “Rename”. Type in the name of the DOT occupation for which you will obtain employment numbers. 

 2. Cell A7 – insert the DOT title.

 3. Cell D7 – insert the DOT code.

 4. Cell E7 – Use the link in E6 to find the SOC code.

 5. Cell F7 – Use the link in F6 to find the Census Category title. Type the title in F7.

 6. Cell D10 – Find the list of all DOT occupations associated with the OES Statistical Group shown for this DOT title. If you are not using commercial vocational software, click on the link in D9, then locate and click on the link for the SOC code you entered in Cell E7. That page will display the associated DOT titles. Make an estimate of the total percent of all jobs in that group that are likely to be accounted for by your DOT title (nationally) and enter the whole number percent (e.g. for 30%, enter 30) For more detailed instructions, point to the %OES heading on the worksheet. 

 7. Cell G10 - Find the list of all DOT occupations associated with the Census Statistical Group shown for this DOT title. If you are not using commercial vocational software, click on the link in G9, locate the SOC code you entered in Cell E7, and note whether it is the ONLY SOC code for that Census category. If it is, enter the same % in Cell E10 as you did in Cell D10. Note that for about 6% of the Census Statistical Groups, there is more than one associated SOC code. If this is the case for your DOT occupation, you will need to go back to the link in Cell D9 and look up the DOT occupations for each SOC code. Your % estimate will need to be based on all of those DOT occupations. If you are using commercial software, find the list of all DOT occupations associated with the Census Statistical Group shown for your DOT title. Regardless of the method you use to find the associated DOT occupations, make an estimate of the total percent of all jobs in that group that are likely to be accounted for by this DOT title (nationally) and enter the whole number percent (e.g. for 30%, enter 30). For more detailed instructions, point to the %Cen heading on the worksheet.

 8. Cells F10, H10, I10 - Click on the JET spreadsheet heading (i.e.., Nat OES, State OES, or Loc OES) to be directed to the corresponding U.S. Department of Labor (DOL) data on the internet (by SOC code). Enter the number of jobs, without commas. The program will insert those for you. If you are using commercial vocational software, find the national, state, and local employment numbers for the OES Statistical Group shown for this DOT title. Insert the national numbers in F10, the state numbers in H10, and the local numbers in I10. If your version of the above software does not include the latest numbers, you should use the links on the JET. 

 9. Cell G10 – Click on the JET spreadsheet heading Nat Cen to be directed to the latest national employment data by Census Statistical Category. You can quickly search for the Census category you entered in Cell F7 by using the “Find” field on the task bar on top of the screen. Enter the number of jobs, without commas in Cell G10. If you are using commercial vocational software, find the national employment numbers for the Census Statistical Group shown for this DOT title. Insert the numbers in Cell G10. If your version of the software does not include the latest numbers, you should use the links on the JET. 

10. Cells F13, H13, and I13 – The latest versions of Job Browser Pro software published by SkillTran (www.SkillTran.com) now include employment numbers for DOT job titles based on extrapolation from NAICS industry data. Help screens on Job Browser Pro fully explains the rationale and methodology used. Users of the JET can optionally insert Job Browser Pro national, state, and local data in cells F13, H13, and I13 for use in combination with OES and Census data. Point to the red triangle in the upper right corner of each of these cells for specific instructions on getting the data from Job Browser Pro.
 11. Cells D30 and D31 – Read the instructions for obtaining sit/stand data by pointing to the red triangle in the upper right corner of D29. Insert the numbers obtained for sitting and standing from O*NET in D30 and D31, respectively.

 12. Cell J10 – Some court testimony, including Social Security, requires use of full time employment data only. The number placed in J10 adjusts total employment figures to full time only. If you wish to change the default percent (78%),  type in the new whole number in this cell (e.g., for 50%, type in 50). Pointing to the red triangle in the upper right of J9 and clicking on J11 will give additional guidance sources for finding more specific information on the known rates of full time/part time employment in different occupations. The default percent represents the average full time rate for all occupations as of August, 2010.

 13. Cells F34, G34, and H34 - Using data in the matrix, expert experience, knowledge of job markets, and any other sources, make final modifications and place the final estimates in these cells.

14. Cell F27 – Based on information collected from O*NET (see 8 above) and expert knowledge, place the percent of jobs for this DOT title that allow for a sit/stand at will option. When this is inserted and you press enter, items F35, G35, and H35 will automatically calculate the estimated numbers of jobs with a sit/stand option for the DOT title.

15. Basis for Estimates – If matrix estimates have been modified per 13 above, it may be valuable to document the basis, for use in responding to cross examination or for other future reference. To document, click on A38 and type in any information. 
