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Time Saving Tip


To speed up the process of editing job referral entries, EKOS allows staff to select and edit multiple customer entries from the Referrals list. To do so:�


On the Referrals Tab of the Job Order Detail, select the desired list entries as follows:





To select a sequential group of referrals from the list:


Click to highlight the first referral in the desired group. Hold down the Shift key, and click on the last referral in the desired group. All list entries in the selected range will be highlighted.





To select a non-sequential group of referrals from the list:


Hold down the Alt key, and click to highlight each referral in the desired group





The selected list entries will be highlighted to indicate that they are selected.


Click the Edit Referral button. The Multiple Job Referrals pop-up window will appear.





Complete all appropriate fields, the system will then place the information into all the desired list entries.





NOTE:  


The Date field will default to the current system date. 





If Hired is selected for the Result field, the Pay at Hire and Unit fields require entries. The system will automatically populate these fields with the job order’s Minimum salary value and unit. These values can be changed if necessary. If anything other than Hired is present in the Result field, the Pay at Hire and Unit fields must remain blank in order to save the referral.





























Reminder


When staff are attaching a follow-up service to a customer record (Customer Detail/Services Module/Services Tab) they should use “Follow-Up” as the WIA Service Type or a new enrollment and outcomes segment on the Enrollments Tab and the Outcomes Tab will be generated.





Did you know?


Did you know that you can add EKOS as a trusted site on your computer? Trusted sites are websites that staff can download or run files from without worrying about damage to their computer or data. Staff can assign websites to this zone. The default security level for the Trusted sites zone is low. To add EKOS as a trusted site staff should:





Open Internet Explorer


Click on Tools located on your toolbar, then from the drop-down list click on Internet Options


Click on the Security Tab


Click on Trusted Sites


Click on the Sites button


Then type � HYPERLINK "https://www.ekos.state.ky.us" ��https://www.ekos.state.ky.us� in the blank field under Add this Web Site to the zone:


Once you have entered the website address, click on the Add button


Click on the OK button


Click on the OK button





Did you know that any searches for a customer or a job order conducted through the match process can be saved for future use? (Staff can review instructions on Match Instructions in the EmployKY Update Newsletter Vol. 2, Issue 5.)  Once the  match process has been completed click on the Saved Search button located at the bottom of the screen. A Save Search – Web Page Dialog pop-up window will appear. You will need to type in a Search Name, then click on the Submit button. The saved search will now be displayed on the Saved Searches Tab for the customer or job order record. Staff can later re-run the search by clicking on the Re-run Search button.

















 





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�








Employ Kentucky Update 








