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 (Q) When I changed a SSN on an existing customer why did the system not accept the change when I tried to save the record?


(A) When changing or correcting a Customer SSN you must also change the username or it will not be accepted. 





(Q) I just realized that I forgot to enter an activity on a customer that I waited on last week. Is it too late to post this activity to their record?�(A) No. Activities can be post dated, but cannot be future dated.





“Helpful Tip“


Periodically when staff call problems into the Help Desk they are asked to do a screen print of the error message that is displayed on their PC screen.        To do this:





Click on F11 (to display the EmployKy on full screen)





Click on the ‘Print Scrn ’ key located at the top of your keyboard at the end of your ‘F’ (function) keys, next to F12.





Open a blank ‘Word’ doc.


Click on the ‘paste’� EMBED MSPhotoEd.3  ��� image either on your Word toolbar or using your mouse you can paste by ‘right’ clicking then selecting paste from the list that appears. You can also paste by clicking on ‘edit’ on your Word toolbar then selecting paste from the display list that appears.





Then save this document and email it as an attachment to whoever was assisting you with your problem.





“Clarifications“


In version 2.3 in the ‘Staff Assigned – Web Page Dialog’ pop-up box some staff names are in red, please ignore these names as they are duplicates and have actually been deleted and are inactive. 





The only acceptable salary entries for ‘Other’ on the Customer Detail/Add’l Info Tab under Employment Preference are  $10,192 - $350,000. Zeros will not be acceptable for any of the designations. If you do not want a desired salary to be displayed you have to choose blanks for the amount and the unit designation. 





In the Employer Module/Job Order Detail Tab the system will accept a minimum/maximum wage of ‘$0.00’ with a pay unit of ‘other’.





Once a staff person sets up an activity, objective, etc. for a customer, that staff person will be the one who receives reminders in their staff inbox. However once a new staff person makes a change to the achievement objective or the service, they should start receiving the reminders instead of the staff person that did the original entry.





If you select an O*NET code and receive a statement saying, “There are currently no skills and abilities listed for this job title.”, you will need to manually enter the skills for the O*NET code.





 “Questions and Answers“


(Q) Why is my ‘open’ job order now showing as ‘suspend’? 


(A) On the Job Order Detail/Gen. Info. Tab check to see what the ‘Last Open Date’ displayed is. If it is displaying a date earlier than the current date the system automatically updated the order to suspend. Another way to verify this is to go to the ‘Audit’ Tab and you should see a record of this change. You should see the following information in these columns: ‘Staff’ (Administrator, Batch), ‘Office’ (EMPLOYMENT), ‘Old Value’ (Open), and ‘New Value’ (Suspend).





Questions and Answers are continued in the next column
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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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