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Lists 1: Assigning a Search Group to New   


             and/or Existing List





Lists can be used to keep track of customers 


interested in and/or referred to a specific employer, case management load, veterans, summer applicants, etc. On each Search page (Customer, Job Order, and Employer) the last tab is the ‘List Search’ tab.





To assign a search group to a new or existing list





After performing your search for clients ‘Select All’ or ‘Select Individuals’ you wish to assign to your list





- THEN -





Click the ‘New List’ button





Assign a name to your list (one that you will remember)





Click the ‘Save’ button





 - OR -





Select the appropriate criteria and click on ‘Look-Up List’





Select the list you want to assign the customers to by highlighting the name





Click on ‘Select’ and the customers will be assigned to that list.





Stayed tuned August 12 for Part II Assigning to an Existing List from the Customer Record





Reminder





Don’t forget to change your EmployKy password.c








Clarification 





(   Kentucky’s Job Bank (KJB) is the same site as    


     America’s  Job Bank (AJB).  





(  When conducting a customer search from the job   


    order, if ‘Starting Pay From’ is left in the search   


    criteria the system will only match to customers that 


    are willing to accept pay that falls between the range  


    of what the minimum and maximum pay an employer 


    is willing to pay. Meaning if there are customers who 


    are willing to accept less than the employer’s 


    minimum pay they will be excluded from the search.





    To include those customers, after you click on the  


    ‘Match’ button you need to click on the ‘Job Criteria’ 


    tab (in the Customer Search section) and remove 


    (blank out) the ‘Starting Pay From’. This will remove 


    the minimum wage from the search criteria thus 


    allowing the system to display all customers that are 


    willing to accept the maximum pay the employer is 


    willing to pay or less. 





Questions and Answers





(Q) Who is allowed to make changes on a job order?


(A) Only the Local Office and their designated staff who originally enter the job order into the system. Before reopening or raising referrals on any order that is in Referred, Closed, Suspend or Filled status, check the Office field displayed in the upper right corner of the ‘Job Order Detail, General Info’ tab. If it is not your office or you have not been designated by that office to change an order, you need to contact the holding office before taking any action.


(Q) I received a call from a customer that was contacted through the IVR, what should I do? �(A) If your office receives a follow-up call you must first go to 'Customer Search' on the 'Quick Search' tab, type in the Customer Social Security Number, then click on the 'Search' button.                   


Once the customer is displayed click on the 'Activities' tab.  Under the 'Activity' column look for the IVR posting comment that is displayed as 'Match', write down the job order number. 


Go to 'Employer/Job Order Search', on the 'Gen Info' tab, type in the job order number in the 'Order #' field, click on the 'Search' button.  When the job order displays click on the 'Matches' tab, look for the customer's name, highlight it, click on the 'Referral' button (after you have verified that the customer meets all the criteria). This will add the customer as a referral.


.
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