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‘Helpful Time Saving Tip’ continued from column one





such as ‘  “ “  ( ) [ ] { } < >. Quotation marks are the most common problem so you may want to look for those first. These characters/symbols will not allow any job referral card to be completed. They are also causing problems in other parts of the system so they should be removed. If you are working in the resource room please insure that the customer does not use them either.





Questions and Answers


(Q) What is the current procedure for removing duplicate information on a resume in Self-Registration?


(A) Access the record through mediated and remove the duplicated information.


 


(Q) When does a customer’s job scout go inactive?


(A) Job Scout searches only go inactive and stop sending emails to the job seeker when the user specifically disables it within the application. There is no functionality to automatically stop job scouts after any specific amount of time. By default, the searches will stop, and the whole account will be deleted, if there is no activity in a "pending" job seeker account for 90 days. If the job seeker becomes "active" then the amount of time before deletion without activity increases to 180 days. 





(Q) Why won’t the customer I just entered through mediated come up in my customer search?


(A) There is always a slight delay with the indexing of customer records. Staff always should search for customer by their SSN first – as it is the quickest and most reliable method. 





(Q) Is there some way I can put the customers I talk to on a list and then record services provided to all those on the list at the same time? 


(A) Yes, you can save customers to a list, and then later give certain activities to everyone on the list.  























Reminders


Don’t forget to check the phone number that’s defaulted onto the referral card for your customers to make sure it is your local office phone number. If it is not, please change it to your local office number.





There is a problem when trying to save changes to a Customer’s record if the ‘Driver’s License’ on the ‘Ed/Lic’ Tab is checked “NO”.  This also occurs when trying to add an activity for the customer.  The error message will state that ‘the ‘drivers license’ is missing.





To correct the problem you must change the  


‘Driver’s License from ‘No’ to ‘Yes’ then back again to ‘No’ and ‘Save’ the record. If you exit without correcting those changes, none of your activities or changes will keep/take.


 


Clarification 


If you select an O*NET code and receive a statement stating, “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 on the ‘Customer Detail/Skills’ Tab.





Some staff have reported that they are receiving a “HTTP 500 Internal Server” error message. If you are receiving this message click on ‘Tools’ on your Internet Explorer toolbar, then click on the ‘Advanced’ tab. Under the ‘Browsing’ sub-heading you will see a list of items with check boxes, scroll down the list until you see “Show friendly HTTP error messages” uncheck this box by clicking on the checkmark in the box beside it. Then click on the ‘Apply’ button then the ‘OK’ button. This window will close and then you should be able to see the proper error messages.





 Helpful Time Saving Tip


In the Customer Detail/Work Hist./Employer section if the job order summary has any symbols/special characters in it you may receive a dialog box that states there is a “Delimiter Problem (sic) with Mail Merge” when you try to print a referral card. Before printing the referral card you may want to look at the Job Summary of the order and remove any symbols/special characters





Continued in column two
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