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Did you know?


Did you know that you can use the Registered From/Thur and Modifield From/Thru date as a search tool four separate ways on the Customer Search / General Info Tab? To do so, initiate a search: 





Using a date range in the appropriate fields.   


The records returned will be between the beginning and ending dates entered into the fields;





Using a single date value in the first (left) field will return records that were created or modified on that date or later;





Using a single date value in the second (right) field will return records that were registered or modified on that date or earlier;





Entering the same date in both fields will return records for a specific date





Did you know that staff can search for customers according to their Origin? This field is located on the  Customer Search / Gen. Info. Tab. A customer’s origin value is determined by the way their record was brought into EKOS. Origin values include:





America’s Talent Bank, the customer record originated from the America’s job Bank/America’s Talent Bank system. (Not currently used with EKOS).





Legacy, the customer record originated from a state (or other) legacy database.





Self Service, the customer record was entered by the customer via the self-service or self-registration module.





Staff, the customer record was entered via a mediated session by agency staff.





Problems Identified with Data Entry/Verification


We have identified areas where data entered incorrectly are causing records to be rejected by AJB.  Once they are rejected they will show up on an error report and must be corrected before the record will be accepted by AJB. 


Continued in column two





Continued from column one


Therefore it is important that anytime staff are working with a customer record they need to review the required fields for completeness and accuracy.


As these fields appear on our error report we will place them in future issues of the newsletter.





Customer Detail


General Info. Tab


Customer Data Section


A comma should not be entered in the First Name or Last Name fields. This character is not being recognized by AJB. Example: Smith, Jr. should be entered into the system as Smith Jr.





Some staff are using the email address field as a free text field and entering a message phone number. When the record is sent to AJB it is being rejected because the information in the email field is not in the proper format. To correct this, we are removing the message number and placing it in the Alt. Phone field, if this field already has a number, then we are placing it on the ‘Comments’ Tab. The email field should not be used for anything other than an actual email address. 





Customer Assignment Section


Staff need to see if ‘Confidential’ is checked, if so, staff should go to the Add’ Info. Tab / Contact Preferences Section and make sure that ‘Email’ is checked.





Add’l Info Tab / Contact Preferences


If email is checked as one of the preferences then an email address must be entered on the Customer Detail / General Info Tab or the record will be rejected.








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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