EKOS Training Curriculum Descriptions  
2009 
EKOS Basic – Required for new staff who have never attended EKOS training provided by EKOS trainers.  Once staff have completed this training session if they need the ability to insert employer records, job order referrals, insert services to customer records and insert provider offering records into EKOS the EKOS security contact for the OET office and/or WIA office will need to send an email to the EKOS Project Mailbox at ekos.project@ky.gov.
The comprehensive course covers EKOS mediated customer modules, tabs, data fields and data relationships to performance standards, Comp Assessment, Service History tab, Enrollments tab and Outcomes tab in the Service Module, employer record, how to make an appropriate job referral and a job order match, activity definitions and their impact on Common Measures. The session also includes Self-registration, Self Service, e3, AJE and Job Central. (2 days) 
EKOS Refresher – (Prerequisite: EKOS Basic) This class will review the Customer Module, Employer Module, job order maintenance, Inter-Agency (IA) referrals, with an overview of activities and their impact on Common Measures, WIA Logging and Services Module. The session also includes Self-registration, Self Service, e3, AJE, Job Central and common helpdesk questions. (1 day) 

Job Order Writing/E3 – (Prerequisite:  EKOS Basic).  Class is required for staff that will approve and enter job orders into EKOS and for all staff who will be reviewing and approving *job orders and or account registrations in e3.  Once staff has completed this training session they will automatically be granted the ability to enter job orders into EKOS. Class material will include details of Employer Module, the legal aspects of job order writing, EEO and ADA issues, how to adjust match criteria to provide appropriate job order referrals, job order maintenance, employer activities, AJE, Job Central and EKOS business rules. This training also includes: working the Job Post and Account Registration Queues, viewing the user’s briefcase and job post and an overview of the user’s functionality i.e. Resume Search, Briefcase, Scheduling Interviews, Posting Job Orders and Account Registration in E3. (1 day) 

Job Order Writing/E3 Refresher – (Prerequisite: Job Order Writing).  This class will review job order maintenance, EEO and ADA issues, e3, provide an overview of employer activities, common helpdesk questions and EKOS business rules. (1 day) 
Reports Training, WIA/TAA – This class is provided for staff that need an understanding of WIA State and federal reports and their effect on federal WIA Performance and Common Measures. Includes the following: Crystal - State Reports, Local Office Management Reports, Performance Breakdown Reports; Federal - Data Validation, Trade and WIA. (1 day) 

Reports Training, Labor Exchange/TAA – This class is provided for supervisors that need to understand Labor Exchange State and Federal reports and their effect on Labor Exchange federal reports and Common Measures. Includes the following: Crystal - State Reports, Local Office Management Reports; Federal - Data Validation, 9048, Labor Exchange, MIC, Trade and VETS. (1 day) 
Services Module Training – This class covers the process of placing Services on customer records through the Service module for recording of WIA, Trade, and other programs.  The entire life cycle of WIA/Trade records is covered in this class, from initial customer record entry to collection of performance data after the customer has exited any federal programs.  Additionally, guidance is given on how to use EKOS’s Comprehensive Assessment as an electronic version of an Individual Service Strategy (ISS), as well as how to use system tools to better manage case loads. (1day)  

NOTE: Any training sessions scheduled with only six or less trainees registered for that a specific session will be canceled one week prior to the scheduled training session date. 
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