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Any business within the state of New York can request to register with the Virtual Career 

Center (VCC). Using the VCC, hiring companies can post positions to the state’s public 

exchange, gain access to candidate visibility and AI Matching to source leads, and take 

advantage of tools such as the candidate pipeline and scheduling. Overall, the VCC allows 

NYS businesses to seamlessly source, contact, and advance candidates with a broad range 

of use cases, all while adhering to state labor and compliance law.

Lets get started!

Virtual Career Center for Business
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REGISTRATION 
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Business Registration Link: https://dol.ny.gov/virtual-career-center-0

Click here to 

get started!

https://dol.ny.gov/virtual-career-center-0
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Business Registration

Start by filling out 

your contact 

information for the 

account.

We highly recommend 

using your corporate 

email for this purpose.

This is your own 

login information.

You can add other 

colleagues into 

your account later.



6

Business Registration

Be sure this is a 

New York State 

address for your 

business.

An FEIN is 9 digits 

and an SEIN is 7 

digits. If the number 

you input is not the 

correct number of 

digits, it will not be 

accepted.

We use these to help us 

locate an Unemployment 

Insurance account in our 

system. All businesses 

utilizing the VCC are 

required to have active UI.

The more of this 

information that 

you fill out, the 

easier it is for us 

to verify your 

account for 

approval!
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Business Registration

Once you submit your 

registration, you will receive 

this email confirmation that 

your account is being reviewed.

It may take up to 3 business days 

for your account to be reviewed.

If there are any issues we find 

with your account registration, we 

will reach out to you directly via 

email to resolve it. 



8

Business Registration

When your account is 

approved, you will receive 

this email notification.

Click here to access your 

account and start posting 

jobs!
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POSITIONS 



“My Positions” shows all positions that list you as the 

Hiring Manager or Recruiter. “All Positions” shows all 

non-NLX positions your company has on the VCC

Search the 

VCC talent 

pool using 

skills or 

keywords

Select “Mark 

as Priority” to 

call out 

important 

positions to 

your company 

and VCC 

candidates

Select from several filtering options. 

Frequently used filtering criteria can be 

saved 

Yellow flags call 

out positions 

that contain a 

keyword within 

the job 

description that 

has been 

flagged for 

position 

suppression

Bookmark 

positions to 

bring them to 

the top of 

your “All 

Positions” 

view and the 

“My Positions” 

view
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Positions Home Page
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Position Pipeline

Candidate 

matches to 

this position

Overview 

of core 

position 

details

View match 

scores and 

profiles of 

those who 

have applied

Candidates 

who have 

been 

contacted 

about this 

position
Candidates that 

have received an 

offer

Note: Candidates will be automatically moved into the appropriate stages, except…

A. The “Offer” stage. Using the “Advance Stage” pipeline actions (see next page), manually move candidates 

who are extended an offer to the “Offer” stage to ensure proper reporting to New York State’s business 

services team.

B. Off-platform “Contacted” candidates. When candidates are contacted using the platform email tool (best 

practice), there will be an automatic stage advancement. When candidates are contacted using off 

platform methods, users should manually move candidates to the “Contacted” stage using the “Advance 

State” pipeline actions. 
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Viewing Candidate Matches

Hover over a match score to 

understand why this 

candidate is a match

Calibrate this 

position (see 

next page)

Advance 

Candidate to 

Contacted or 

Offer stage

Contact candidates with 

canned email templates 

(can be modified as 

needed) Archive 

candidate 

from the 

pipeline

Select from filtering 

options. Remove 

automatic filters to 

see more matches 

(auto filters based 

on calibration)

Saved - or 

“favorited”-

Candidates 

(select the 

star next to 

their name) 
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CALIBRATION
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Calibration

Outline 

requirements and 

other position 

details for this 

position

Tools to ensure your 

calibrations are 

completed 

effectively and 

efficiently

Benefits of position 

calibration
Calibration is your way of 

refining the VCC’s AI 

matching output. By 

providing ideal skills, 

experiences, and other 

criteria, you are ensuring that 

our platform can connect you 

with the best talent for your 

open positions! 
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Confirm/edit 

position location

Known candidates that 

match your hiring 

criteria

Can add by name 

(Candidate on 

VCC) or by 

LinkedIn profile 

URL (not on VCC)

Top skills that 

you’re looking for 

in candidates (3-8 

skills is ideal) 

Details about 

previous career 

experiences that 

you’re looking for 

in candidates

Calibration, cont.

There may be some initial 

requirements that are 

inferred, or “auto 

calibrated”, based on your 

job description

Note: A strong job 

description will produce 

a more accurate auto 

calibration, but it’s still 

recommended to 

review/edit calibrations 

as needed
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Calibration, cont. Details about 

education that 

you’re looking for 

in candidates

Additional options 

to further refine 

candidate 

matches

Required info 

about the selected 

position
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Calibration Completion Tools
To ensure your calibrations are completed 

effectively and efficiently!

Tracks minimum 

expectation for a 

complete 

calibration

Search for a position that 

you’ve already calibrated 

and copy that criteria into 

this calibration

Note: you must check the 

“Allow as a reference 

calibration…” option 

under Advanced Options 

to utilize this tool

Suggestions for Ideal 

Candidates

Suggestions for 

experiences, skills, etc.
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MANAGE USERS
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Admin Console
Managing your users

Add new users with name 

and email (recommend 

leaving Password blank to 

allow users to create their 

own password) and then 

selecting their role(s)

When you “Save” the new 

user will receive an email 

that will prompt them to 

create a password

Take action on user 

accounts as needed

Note: Only 

Exchange Company 

Admins will have 

access to the Admin 

Console (managing 

users) 



Questions or need assistance?

Contact us at: 

VCCBusiness@labor.ny.gov
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