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Job Order Clarifications


Veteran’s Preference must be maintained on all job orders.  It is the responsibility of all staff to ensure that Veteran’s Preference is accommodated.





Older Job Orders should not be reopened if the position is made available again.  A new order should be written for the position.





The Federal 9002E Report is based on the Number of Openings Received. Performance is no longer based on ‘fill rate’.





A referral can only be made on an ‘open’ job order.  





If there is a question or inquiry about a job order, staff should first read Comments to see if additional information regarding the order has been documented and/or contact the office or person who input the job order.





The Office ID on a job order is not to be changed once that order is input into the system.  If an order needs to be written for another office the original may be used to duplicate the order. 





Staff in one office are not to make changes or updates to a job order that was written by another local office/local area.  If you have information/changes that needs to be made please contact the originating office.














Reminder





When waiting on customers staff should always review the record that was entered into the system through Self-Registration or Self-Service to ensure that the record was completed correctly. Records are showing up on error reports with strange data in some of the fields (i.e. last name is all numeric). These records have new activities posted, which means staff recently served these customers.


 


Did you know???





If a customer enters our system through Self-Registration the Staff name listed on the Customer Detail/Activities tab will be (i.e. “selfregky0071”). Ky is the default for our state and 0071 represents the office number where the record was generated. Since “selfregky” is used as the default staff name for Self-Registration, this means that it also appears in the Staff drop-down list. When staff are making a selection from this drop-down list they should not select “selfregky” or any of the other generic staff names. 





Question and Answers





(Q) How can a customer add a resume for employers to see besides the one that was built in Self Service?


(A) The resume that was built in this system is already available to employers through America's Job Bank (AJB). If they want to add a different resume for employers to see they can go directly to AJB, at http://www.ajb.org, to enter the resume. 





(Q) I am trying to update my resume but keep getting an error message stating that my Username is a required field and must be at most 12 characters. What does this mean?


(A) It means that the username can only contain 12 characters. If the username has more characters you will need to change it so that it will be 12 or less characters. Also a resume can only be updated through the Self-Service site: � HYPERLINK "http://www.ekos.state.ky.us/" ��http://www.ekos.state.ky.us/�. You cannot update resume information through Self-Registration after the initial registration is created in EKOS.

















 





ABOUT THIS PUBLICATION


Produced by the Department for Employment Services, this newsletter is intended to be an information exchange for continuous training on EKOS for the Kentucky Cabinet for Workforce Development and all it's agencies.  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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