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(Q) We just held a job fair for an employer. How can I enter ‘registrations’ into EKOS with only minimal information? 


(A) Customers can be registered by completing only the “General Info”, “Add’l Info”, and “Objective” tabs of the “Customer Detail” Module. This will be equivalent to the old 512. But if you click on any other tab you will have to do a complete registration. Skills are required but can be entered through the “Objective” tab by clicking on the “OCC Code Title” to highlight, and then clicking on the “Skills” button and selecting from the list of skills.�


(Q) I have a job description that is very long and detailed.  How many characters can be entered for a job description?


(A) A maximum of 4000 characters can be entered in the Job Order Detail ‘Job Description’ Tab field. 





(Q) Can I copy an existing job order?


(A) Yes. Go to an existing Job Order, click on the “Duplicate” button. This will create a new job order with the information that is in the existing job order. The system will automatically assign a new job order number, a current date, and a new closing date is set to current date + 60 days.  You will need to type over any information that needs to be changed.





(Q) How do I know I am using the most current version of EmployKy?


(A) To find the version number click on the “Help” Module in EKOS, then from the drop down list click on “About OSOS”.





Time Saving Tip


You may want to print all issues of this Newsletter and place them in your Staff Desktop Aid for future reference.





Reminder


Prior to printing the referral card change the phone number to your local office phone number.





Clarification 


When updating employer information don’t just update the information on the ‘General Info’ Tab in the Employer Module. You also need to update the contact information located on the ‘Contact’ Tab. Example: The employer called to give you their new telephone number. If you only updated the number on the ‘General Info.’ Tab, when you wrote the next order and entered the contact’s name the contact’s telephone number would be placed on the job order. The new job order would have the wrong telephone number.





Questions and Answers


(Q) I just entered a phone number on a record but it is red.  What does this mean?�(A) When entering data or after completion, if your data is appearing in any color other than black, it means you are either not finished completing the field or have entered the information incorrectly.





(Q) Yesterday I placed a job order in “Pending” and thought it would be in “Open” status today. Why is it still in Pending?


(A) The system will not automatically take records out of “Pending” status. You must manually change the job order record to “Open”. Once a Job Order has been saved in Open status, it cannot be placed back in Pending status.





Pending orders over 30 days old will be purged at the end of the month.  





(Q) Can I change my EmployKy password again before the 30 days are up?


(A) Yes, you can change your password anytime during the 30-day timeframe.


(Q) How does a customer’s resume get placed on America’s Job Bank? 


(A) If a customer wants their system-generated resume to be available on the national America’s Job Bank site, the Internet Resume box must be checked.
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ABOUT THIS PUBLICATION


EmployKy Update is published by the DES EmployKy Testers. Submit topics and tips you think may assist other users to Michele Belcher at 606-433-7721 or email to: � HYPERLINK "mailto:michele.belcher@mail.state.ky.us" ��michele.belcher@mail.state.ky.us�. Previous issues of this newsletter can be viewed/printed on the Cabinet website at  � HYPERLINK "http://www.mykycwd.org/EKOS%20Newsletters/employky_update_newsletters.htm" ��http://www.mykycwd.org/EKOS%20Newsletters/employky_update_newsletters.htm�.
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