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User Guide
Your go-to resource 

Tools and Resources for the HR Professional
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This guide will help you get the most out of your subscription. It’s designed to give you a firm 
foundation for how to use Search Willis Towers Watson and provides answers to many of the common 
questions you might have. 

We’re happy you’re here 
Search Willis Towers Watson, powered by BLR® (Business and 
Learning Resources), is a cloud-based human resources compliance 
solution that provides HR professionals tools to work, train, and stay 
compliant with governing employment laws and regulations.
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Dashboard
The first page you’ll see once you’re logged in is the Dashboard. On your Dashboard are the primary 
widgets included with your subscription. These widgets link directly to the tool or resource. 

1. Go to SearchWTW.com .
2. Enter your username and  

password, and click Login.

Logging In

GETTING STARTED
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Along with the widgets, you will also find a section showing the Latest News and 
New Training Sessions. 

In partnership with BLR®  
(Business and Learning Resources) 5



In partnership with BLR®  
(Business and Learning Resources) 6

Bookmarks
Creating bookmarks allows you to easily navigate back to the information that is most useful and most 
frequently used by you and your team. When an update is made to a document, you don’t need to run 
another search query. Your bookmarked documents will update to the newest version automatically.

Organize your bookmarks by folder type for easy location of frequently 
used documents. Plus, there’s no limit to the number of folders you can 
have!

Pro Tip

How to bookmark content
Once you’ve found the content you need, click on the Bookmark button. You’ll find this button below 
the content title, next to a news article title, and at the top of the Federal and State Topic Analysis page. 
A pop-up will appear, allowing you to create a unique bookmark title. Either add the content to a folder 
you previously created by simply clicking one or more of the available folders or leave the folder field 
blank, placing the file in a system-generated Default folder.  

Within My Bookmarks, you can create a new folder by clicking the New Folder button, entering a 
name in the field provided, and clicking Save. You are also able to manage your bookmarks by clicking 
Manage. When managing your bookmarks, you will be able to delete, change the title, and/or change 
the folder the bookmark is currently in.
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Located at the top of the 
page, Search serves as a 
key entry point, providing 
a comprehensive list of 
information related to your 
search term. Just enter a 
keyword and either click Enter 
on your keyboard or click the 
magnifying glass to the right of 
the keyword field. The Search 
feature allows for multiple 
keywords at once to further 
narrow your results.

Refine your search results with 
additional keywords or by using 
the following filters: Languages, 
States, Categories, Topics, and/
or Doc Types.

Pro Tip

SEARCH
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TOOLS

Search Willis Towers Watson 
features powerful workflow 
and compliance tools. Keep 
reading for a comprehensive, 
step-by-step guide on  
each tool.

State Law Chart Builder
Choose an employee management issue from a menu of over 75 topics, like medical leave 
certifications, same-sex benefits, or social media privacy. Then choose the state(s) in which you have 
employees. State Comparisons contain a summary of regulations, laws, and guidelines in each state.

State Law Chart Builder How-To:
1. Once logged into your account, click on the “Get Started” button 

under the State Law Chart Builder widget.
2. Start by checking off which topics you would like to include in your 

chart. You can expand the topic by clicking the + button. 
3. Once you’ve chosen the topics you want to compare, select the 

states you want to include by clicking directly on the map.
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4. Once you’ve selected your states, click on “View Results,” and you’ll see your chart generated there. 

Note: You can easily save your chart by clicking the green “Save” or “Save As” button in the top 
toolbar, or click on ‘My Charts’ to view, copy, delete, or download previously created charts in PDF 
format.

To guarantee you have the latest content in a saved chart, make sure to 
download the PDF as needed. 

Pro Tip
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2. On the dashboard under “Quick Links,” you’ll see options for either 1) New FLSA Audit or 2)  
Begin FLSA Job Classification. 

3. Choose whichever option you’re looking to do.
Note: You will not see any FLSA Audit or Job Classification History data until you complete an FLSA 
Audit or a Job Classification.

4.  If you want to start a new FLSA Audit, you’ll start the process by answering a series of questions 
specific to your company.

5. After answering the given question, click “Save & Continue” to proceed to the next question. At 
any point within the interview process, you can click “Save & Return Later” if you would like to 
save the answers you have already submitted and return to the audit at another time. 

Job Classification & FLSA Audit
Updated in real time to reflect current laws and regulations, allowing you and your team to develop 
an exclusive risk assessment based on award-winning compliance resources and insight from leading 
legal experts. Leverage the classification tool to get an exemption-by-exemption analysis of an 
employee or a job.

Job Classification & FLSA Audit How-To:
1. From the main menu, click on “Get Started” under Job Classification & FLSA Audit. 
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9. During the interview process, you also have the option to go back to previously answered  
questions by clicking “Back.”

10.  Throughout the interview process, there will be underlined words. Clicking on the underlined 
word will provide you with a detailed explanation of that word. 

11. Whenever an icon is present, you can click the icon to receive more information about the  
question. 

12. Once you’ve answered all the questions within the Audit, you will continue on to answer a few 
questions, allowing you to customize the appearance of your FLSA Audit Report. 

Note: Do not use your browser back button while you are in the tool. The browser back button is 
usually located in the top left corner of your Internet browser window. Pressing the back button during 
the interview process may cause a system error. Please use the tool’s internal navigation buttons 
located below each question.

6. As you answer questions, you will see the percentage complete graphic at the top of the page, 
showing you what percentage you’ve already completed within the interview process. 

7. On the left-hand side of your page, you will see a list of sections within the interview process. 
The section highlighted in orange represents the section you are currently in.

8. You can also click on sections that you have previously completed. You will find these sections 
highlighted in light blue.
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14. Click the blue “Save & Continue” button as you answer each of the questions.
15. You can also click “Back” to return to a previous question, or you can click “Save and Return  

Later” to save your report and return to it later.

16. Once all questions are answered within the interview process, you will have the option to review 
your answers and see your FLSA Audit Score. 

17.  Click “Modify” to go back to the question and adjust your answer.
18. Enter a keyword in the Search field to search for a specific question within the report.
19. Click the underlined words to receive an explanation of the word.
20. Click “Complete” to accept the answer and the score and proceed to the page. 
21. The last step within the FLSA Audit is to review your FLSA Risk Factor Score. 

13.  In the “Report Appearance” section, you will be asked a series of questions pertaining to head-
ers, footers, watermarks, and company logos.
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22. Click “Re-Audit” to go through the audit again, or click “View/Print Flsa Audit Report” to view your 
audit in a PDF format. From there, you can print your audit.

23. Once you’ve completed your FLSA Audit, you will see your results within the Dashboard. 
24.  Click “View/Print Audit Report” to view the latest FLSA Audit you completed in a  

PDF document. 

25. The FLSA Audit History section shows you the audits you have completed, their completion date, 
and the Risk Factor for those audits. 

26. As you continue to complete multiple audits, you will see a percentage increase or decrease 
graphic within the FLSA Audit History showing the change in your Risk Factor.
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27. Click “Show Report” to view the report in a PDF document.

Job Classification How-To:
1. After clicking “Begin Flsa Job Classification” on the Dashboard, you will start the Job Classifica-

tion process by answering a series of questions specific to your company. 
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2. After answering the given question, click “Save & Continue to” proceed to the next question.
3. At any point within the interview process, you can click “Save & Return Later” if you would like to 

save the answers you have already submitted and return to the audit at another time. 

4. You can skip from section to section by clicking on the sections on the left-hand side of your 
page.

5. The first part of the interview process is to set up the appearance of your report. You will be 
asked a series of questions pertaining to your company name, company logo, report headers, 
report footers, and watermarks.

6. As you answer questions, you will see the percentage complete graphic at the top of the page, 
showing you what percentage you’ve already completed within the interview process.

7. On the left-hand side of your page, you will see a list of sections within the interview process. 
The section highlighted in orange represents the section you are currently in.

8. Sections highlighted in light blue represent the sections that you have previously completed. 

9. During the interview process, you also have the option to go back to previously answered  
questions by clicking “Back.”

10.  Throughout the interview process, there will be underlined words. Clicking on the underlined 
word will provide you with a detailed explanation of that word.

11.  Once you’ve completed all of the questions within the FLSA Job Classification interview process, 
you can click “Continue” to proceed to the “Review Your Answers” section. 
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12.  Once you’re on the “Review Your Answers” page, you can:
 a.  Click “Modify” to go back to the question and adjust your answer.
 b.  Enter a keyword in the Search field to search for a specific question within the report.
 c.  Click the underlined words to receive an explanation of the words.
 d.  Click “Complete” to accept the answer and the score and proceed to the next page. 

13. Click “YES” to complete your FLSA Job Classification Audit, or click “NO” to return to the  
previous page. 

14. After completing your FLSA Job Classification, you will have the option to begin a new job  
classification or view and print the job classification you just completed.

15.  Click “Begin New Flsa Job Classification” to start a new job classification.
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16.  Click “View/Print FLSA Job Classification Report” to view your completed job  
classification in a PDF document. 

17. Back on the dashboard, you will see that your options have changed from before you completed 
the Job Classification. You can now:

18. Click ”Complete FLSA Job Classification” to complete a new FLSA Job Classification.
19. Click “View/Print FLSA Job Classification” Report to view the latest FLSA Job Classification report 

you completed in a PDF document.
20. The FLSA Job Classification History section shows you the job classifications you have  

completed, their completion date, Company Name, Job Title, and Classification. 

21.  Click the “Job Title” to view the report in a PDF document. 
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Job Reports How-To:

Job Description Manager How-To:

1. Within the main dashboard, Click on “Job Reports” to see a list of your Job Classification Audits.
2. The Job Reports page gives you a way to see a detailed view of your Job Classification Audits.
3. Use the search fields to search for specific job classification audit details. Click the Job Title to 

view the Job Classification report in a PDF document.
4. Click “Export to Excel” or “Export to CSV” to export your history results into an Excel® or a CSV 

 format. 

Job Description Manager
Select from thousands of prewritten, standardized job descriptions; modify them; and save them in 
your personal job description library. Produce PDFs and printed versions with a click of your mouse. 
Finding and customizing job descriptions has never been easier!

1. From the main menu, click on “Get Started” under Job Description Manager.  
2. Navigate to the “My Jobs” tab, then click on the green “Create New Job Description” on the right 

side of the page. 
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3. A pop-up will appear asking you to choose from the three options: Start with a blank template, 
start with a predefined template from the O*NET database, or start with one of your uploaded job 
description templates.  

Using the Blank Job Description
4. If you choose to start with a blank job description, click on “Start With a Blank Template.”
5. Enter the title of your job and click Save. 

6. After clicking Save, click Editor within the tabs under the job title. 

Note: Because you chose to start with a blank job description, your Editor will not contain any content 
until you add it.
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Using the Predefined Job Description:
1. If you choose to start with a predefined template, search for the job title in the search bar. 

2. After you choose your desired job title, a detailed job description will generate for that job. 
3. Before saving your job description to “My Jobs,” you will have the option to tailor that job  

description to your company’s needs. 
4. By expanding the sections, you may have the option to add or remove items from that section. 

7. Enter the job description for this job within the Editor. Within the Editor, you can:
 a.  Start typing/developing your description directly within the tool.
 b.  Copy and paste in this section, with the tool retaining formatting.
 c.  Use the Blend Jobs function to upload a job from the O*NET database.
 d.  Click the blue “Save” button when done. 
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5. Tailor your job description by selecting the sections you would like to add. You can also edit and/
or remove different sections by unchecking them on the sidebar. 

6. When you’re done, click “Create Job Description.”
7. Choose what you’d like to do next by clicking “Delete,” “Save As,” or “Save.” 

8. Once you save your job description, you can navigate back to the “My Jobs” tab to revisit it and 
add/remove/edit sections. 
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Using the Uploaded Job Description Template
1. Within Settings, you have the ability to upload your own custom job description. 
2. Once you upload your job description, you can choose “Start with my uploaded job description 

template” and work off of that uploaded job description. 
3. Click “Start with my uploaded job description template,” and enter the title of your uploaded job 

that you want to work off of.
4. After you choose your desired job title, the job description you created will show on the My Jobs 

tab, where you can further customize and/or send it through the review/approve process.

Review/Approval Process How-To:

Note: Approvers/Reviewers DO NOT need to be Job Description Manager users. You can add any 
person you choose.

1. With Job Description Manager, you have the option to set up an approval process for each job 
description.

2. Click on the Review/Approve tab within My Jobs, and then click “Add.”
3.  If you’ve previously created Reviewers/Approvers, select the person by clicking the check box 

next to the name within the Review Item: Add/New window.
4. Click “Add Reviewer.”
5. If you have not yet created a reviewer/approver or want to add a new person to the approval 

process, click +Add New User. 

6. Enter in the Reviewer’s/Approver’s Name, E-mail address, and Job Title.
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7. Click “Add User,” then click “Done.” 

8. After clicking Add User, the new user will be added to the approval process. To add another user, 
click Add. 

9. When you’re ready to start the approval process, click the green “Start” button.
10. After adding the appropriate people to the approval process, you’ll see the approver’s name and 

job title and the status of his or her approval. 

11. At any time during the approval process, you can click “Stop” to stop the approvals from  
continuing from person to person.

12. Once the approval process is started, the first approver/reviewer in the workflow will receive an 
e-mail with a link. Click on the link within the email.
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13.  If the reviewer/approver is reviewing/approving a job description for the first time, he or she will 
receive a dialog box asking for a password. The person will need to enter a password of his or 
her choice that will allow him or her to access the approval page.

14. The approver/reviewer will be directed to a page where he or she will see the job description. 
The approver/reviewer can make edits within the editor on this screen.

15. Once edits have been made, the reviewer/approver must click “Save.”
16. After clicking “Save,” a pop-up will appear allowing the reviewer/approver to set his or her status 

as Approved, Approved w/Changes, or Rejected.
17. This will also be a place where the reviewer/approver will add any comments related to his or her 

review of the job description.

Notes: (1) Comments made within this pop-up window will display within the History tab, explained in 
step (2) If a reviewer/approver selects Rejected for a status, the approval workflow will stop, and you 
will receive an e-mail letting you know the approver/reviewer rejected the job description. 

18. As the approvals are going through the process, you are able to see the statuses within My Jobs.
19. You can also track what job descriptions are being reviewed within the Home page. 

20. Within My Jobs, you can also keep track of the comments and statuses of each job. By clicking 
on the History tab within a job description, you can see the comments the approvers left and the 
status they set when they reviewed the job description. 
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Settings—How-To:
The Settings page allows you to customize the columns within My Jobs, add Review/Approve Users, 
and upload custom job descriptions.  

Custom Columns
1. Custom Columns allow you to assign values to job descriptions, which help with reporting and 

categorizing jobs. 
2. To customize your column headers that will show in My Jobs, click on one of the column headers 

to expand to show more detail.
3. Click the pencil icon to edit the column header. 
4. Enter the text you want in the column drop-down by entering your value in the label field, and 

click Add. 

Reviewers/Approvers
1. To add reviewers, click “Add or Edit Review/Approval Users” to expand the section. 
2. Enter the Name, E-Mail, and Job Title, and click “Add New User.”

Note: You can also upload more than one user using the “Upload List of Reviewers” section. 
3. To view or remove reviewers, click “View or Delete Review/Approval Users” to expand the  

section. 
4. Select the check box next to the user you want to delete, and click “Delete marked users.”

Uploading Job Descriptions
1. To upload your own job description or template, click “Upload Job Descriptions” to expand the 

section. 
2. Click Browse to locate the file(s) you would like to upload.
3.  Once you’ve selected all the files you want to upload, click “Upload jobs.”

Note: You will see a green or red status bar under each file. If the bar is green, your job has  
successfully uploaded into the Job Description Manager. If the bar is red, your file did not  
successfully upload. This can be because the file is unsupported or is too large. The Job  
Description Manager supports any .docx file under 5MB. 

4. To view or remove uploaded job descriptions, click “Manage Uploaded Job Descriptions” to  
expand the section. 

5. Select the check box next to the job description you want to delete, and click “Delete marked 
jobs.”
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HELP PAGE

On the main Tools dashboard is our Help Page widget. Select Click Here to access Help Page. On this 
page, you’ll find Tutorial Videos and this User Guide.

Tutorial Videos
Watch quick tutorial videos to learn how to seamlessly use each tool and resource.

User Guide
This guide is also housed in your account Help Page Widget. 

Visit the Help Page directly by clicking the button below. 

Help
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TRAINING

All Training Materials
Browse over 1,000 customizable instructor-led training assets, including PowerPoints®, Training Talks,
Speaker’s Notes, Quizzes, Handouts, and more. Our training modules help you train teams faster to 
ensure compliance with HR regulatory requirements.
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New Training Materials
You’ll find the latest training assets under the New Training Materials tab. This section houses training 
assets like PowerPoints, handouts, speaker’s notes, and training exercises that have been added or 
updated within the last 6 months.

Trainer’s Toolbox
In addition to training materials, we’ve created helpful documents housed in the Trainer’s Toolbox 
section. Need a sign-in sheet, an evaluation form, or a training certificate? You’ll find these and more in 
Trainer’s Toolbox.
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RESOURCES

The Resources section is where our editors have gathered State and Federal Topic Analysis, News, 
Checklists, Forms, Policies, Guidance Documents, Letters, Podcasts, Calculators, and Reference 
Guides.

Bookmark commonly referenced topic areas for easy access within your My 
Bookmarks account page.

Pro Tip

Compare state and federal laws and regulations, using a side-by-side, plain-English analysis, with insight 
to related resources. 

Select the plus sign next to the category header, or select Expand Categories to see the topics 
available within that category. After selecting a topic area, you’ll be taken to a new page that provides a 
breakdown of that topic’s Federal regulations, as well as the option to select a specific state to compare 
against the federal regulation.

Federal and State Topic Analysis
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News
Read through the latest HR 
news, posted by our expert legal 
editors. Simply read through the 
news summaries, or click the title 
or “Read More” to enter the full 
news article.

Calculators
You’ll also have access to many HR and 
Compensation calculators that will help 
you identify problems and solutions. 
Calculate cost per hire, revenue per 
employee, and much more to identify 
problems and solutions and improve 
your organization’s ability to compete. 
From benefits and overtime to turnover 
and performance appraisals, Search 
Willis Towers Watson has a helpful 
calculator for you.

All Resources
Select the resource category, topic, 
and document type you are looking for, 
and select the blue Go button. Select 
All at the topic of any or all of the 
resource boxes to see all resources 
available. Your selected resources will 
appear before the resource module.
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Reference Guides
Housed under the Resources tab are Fair Labor Standards Act (FLSA), Leave & Disability, and Benefits 
Reference Guides. 

Fair Labor Standards Act: These resources will help you understand wage and hour requirements as 
established by the federal FLSA, including how to analyze your jobs to determine whether they are 
properly classified as exempt or nonexempt.

Leave & Disability: These resources will help you understand and comply with federal leave and 
accommodation requirements under the Family & Medical Leave Act, the Americans with Disabilities 
Act, and related state laws.

Benefits: These resources will help you understand the mandatory requirements and best practices for 
administering competitive and compliant group health, retirement, and fringe benefit plans.
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Work Smarter
• Easy-to-use, with regulations put 

into plain English.
• Search capabilities to find 

information quickly.
• More than compliance, the training 

programs will help you get the 
most out of your workforce.

Resources for You
• State-specific and federal 

solutions and analysis for one-
stop referencing.

Trustworthy Data
• Award-winning staff of HR experts 

and employment law attorneys 
offer reliable information.

QUESTIONS?

Contact your Search Willis Towers Watson Representative 
or willistowerswatson@blr.com

Questions or Help?


