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An information exchange for the Kentucky Department for Employment Services (DES)

 


(Clarification continued from bottom of column 1)


   


11. You will have a list of customers who were


      matched and called for this job order. (This   


      information will also appear on each customers      


      Activity tab.); 


12. Highlight the name of the customer you wish to 


      refer and click on the Referral Button on the Match 


      tab (at the top of the screen);to refer the customer. 


      NOTE: This could be used to get a list of 


      customers for a particular job order and helpful in 


      showing that veteran, case management, and 


      KTAP customers were contacted for the job 


      opening.





Questions and Answers


(Q) When will the free email for Self-Service be available?


(A) This is temporarily not working, in the meantime, customers can sign up for free email by going to � HYPERLINK "http://www.yahoo.com" ��www.yahoo.com� or � HYPERLINK "http://www.hotmail.com" ��www.hotmail.com�.





(Q) When do IVR calls go to GovConnect and our   


customers?


(A) The calls will be sent each workday at 4:15 pm EST. Any IVR calls generated after 4:15 pm EST daily will go the next business day.  GovConnect places the call to the customer at 7:00pm EST that day and again at 10:00am EST the following morning for those customers who could not be contacted on the first round of calls.





(Q) Where do I delete referrals made to job orders in error?


(A) They must be deleted from the job order side of the record, by staff with proper security clearance. If they are deleted from the customer record, the number of referrals on the job order will not decrease  which can possibly leave the order in referred status.





(Q) When do I need to change my Employ Kentucky password and what is appropriate to use for the password?


(A) It is recommended that staff change their password at least every 30 days to insure the integrity of their password using 6-12 characters in length [alpha (a to z and A to Z); and numeric (0-9)]. To make it easier to remember to do this, we suggest you change it at the same time you are required to change your Network Password.








Welcome





This weekly newsletter has been established as a vehicle for continuous training and to help keep system users abreast of coming changes.





Suggestions for newsletter topics and tips you think may assist other users should be sent to Michele Belcher at 606-433-7721 or emailed to: � HYPERLINK "mailto:michele.belcher@mail.state.ky.us" ��michele.belcher@mail.state.ky.us�. 





Time Saving Tip 


Office Super Users print out each newsletter and place in a binder to use as a future reference.





Do not place more than 100 referrals on a job order. The more referrals you add to a job order, the slower the system responds when you try to access that job for any reason.   





Recent Fixes


New job orders will automatically update from “Referred” to “Filled” status once the results are entered. 


  


Clarification 


How to do an IVR so that the customer match results will appear on the job order:


 1. Click on Employer (top task bar);


 2. Click on Job Order Search;


 3. Enter the Job Order Number (ex: KY0044226);


 4. Click on the Match button (at the bottom of 


     the screen); (this will take you to the Customer


     Search tab);


 5. Click the Search Button; (at the bottom of the


     screen); 


 6. You get a list of customers; highlight the


     customers you want to give a match and IVR


     activity; 


 7. Click on Match button for customers (at the


     bottom of the screen); 


 8. Click on IVR button (at the bottom of the


     screen); (enter IVR info, script, phone number


     and save); 


 9. Go back to the job order you were working on –


     click on Employer (top task bar), and from the   


     drop down list click on Job Order Detail;


10. Click on Match Tab (at the top of the screen);


                    (Continued top of column at 2)
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