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Employer Module


Reporting Employer Activities





When working with an employer enter the Employer Registration information whether or not that employer is submitting a job order.  The employer may be receiving services other than assistance with recruiting employees.





Report the type of activity you provide employers by clicking on the Activity Button on the bottom of the page of the Employer Detail Tab.  A list of activities will display.  Select an activity and click OK. Be sure to enter information in the Comments section of the activity to better describe the activity. Example: To further describe an On-Site Visit you could enter – “Discussed OJT contracts.” 





Employer activities can not be backdated beyond the previous quarter of the current quarter. Example: The current quarter started 01/01/04.  You can backdate an employer activity to 10/01/03. If you attempt to backdate prior to 10/01/03 you will receive the following error message. AFValidationError at /osos/request/ employers/employer[@uuid='46']/activities/activity[@uuid='56'] Activity date cannot be earlier than the start of the previous quarter





Before making contact with an employer you should always do a search in EKOS for that employer and click on the Activity Tab (top of page) to review any activities that have previously been provided to the employer.  





All One-Stop Partner staff that have responsibility for Employer relations should enter their activities and comments into EKOS.  This will allow us to serve the employer more efficiently as a One-Stop system.





A list of Employer Activities and a Definition Guide is being distributed with this newsletter.  They will also be available on the DES Intranet and the Cabinet website along with Activity Definitions.





Enhancement “New Button”


A new navigational button called Emp Detail has been added to the bottom toolbar in the Employer Job Order Module. This button will take you to the Employer Registration for the Job Order.
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Employer Module


Assigning an Account Manager





To assign an Account Manager for an Employer.





On the General Info. Tab click on the Change button beside the Emp. Rel. Rep. Field and select the staff person.  You may also use the Staff Assigned Field to designate additional staff who may be responsible for the account management of the employer.  





and/or





On the Contact Info. Tab /  Contact Detail Section click on the Change button beside the Staff Assigned Field and select the staff person. By default, these fields will display the name of the currently signed-on staff person.





Error Message Series, Part 1


Currently we receive a report on any record that was sent to AJB but rejected due to error(s). Before this record will pass all edit checks staff must go into the record and correct the problem. Below are examples of a few problems that are consistently returned on the reports. Staff should review the customer record to fix these problems before saving the record.





“The E-MAIL ADDRESS you've provided is not properly formatted, please correct it. Examples of properly formatted e-mails are: x@y.zz or � HYPERLINK "mailto:a.b@x.y.com" ��a.b@x.y.com�.” The email address is located on Customer Module / General Information Tab.





“Your ZIP CODE is not in the state you have selected.”  The zip code is located throughout EKOS. For assistance please go to � HYPERLINK "http://www.usps.com/zip4" ��http://www.usps.com/zip4�.
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