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“An information exchange for the Kentucky Cabinet for Workforce Development”

 Produced by the Department for Employment Services (DES)

 



  (Questions and Answers continued from column 1)





(Q) When trying to save a record I received a message stating that comments are missing – what do I need to do?


(A) Look at the “Comments” tab and see if any comments were converted from AWSES with a date, but without comments. If so, highlight the comments area and delete (delete security clearance is required to do this.  





(Q) After I entered my new Employer Contact Name, then clicked on save, I received a message stating that I need to enter my contact name and information. What do I need to do?


(A) Look at the contact list, check to see if there are blank fields on the next line after the contact name you just entered. If so, highlight the blank field and delete it (delete security clearance is required to do this).





(Q) Can I refer an “inactive” customer on an “active” job order?


(A) No, to be referred the customer must be in ‘Active’ Job Seeker Status in EKOS.





(Q) I hear staff refer to the mediated system..what are they talking about?


(A) The mediated system is the EKOS production site that is used by staff.  � HYPERLINK "https://www.ekos.state.ky.us" ��https://www.ekos.state.ky.us�





(Q) Received message “Couldn’t find Power Update” what does this mean?


(A) It means that somehow Employ Kentucky was removed from the hard drive of your PC. You will need to go to the website, � HYPERLINK "https://www.ekos.state.ky.us" ��https://www.ekos.state.ky.us�, then click on the “Start EKOS Installer Now…” button (at the bottom).  After the load is completed you then need to click on “Start EKOS and Perform Daily Update” link (at the top). This should reload EKOS back onto the hard drive of your computer. If not, you will need to call the HelpDesk for further assistance.


 











Time Saving Tips 





Multiple referrals on the ‘Job Order Detail-Referrals’ tab can be selected and resulted at one time.





To select/result more than one customer or referral at the same time – hold down the ALT key, click on the customer  name, referral, or activity. Continue to hold down the ALT key and click on the other names to be selected. This will allow you to select random customers, referrals or activities that are not in a group.





Clarification 





Staff should check the date and time on their PC clock for accuracy. If it has the incorrect date and time this can cause problems when trying to post an activity or a referral. 





Example: If your clock is off by 12 hours (pm instead of am), in the morning you may be able to do a referral. But in the afternoon the computer clock will say it is after midnight or the next day. You computer will insert a future date and EKOS will not take the future date.





Questions and Answers





(Q) Where do sensitive job order comments need to be posted?


(A) These comments should be posted on the ‘Job Order Detail’/’Comments’ tab, not in the ‘Job Description’. This will prevent customers from seeing “staff only” information when these job orders are sent to AJB.  If there is additional information that staff needs to see, you may include instructions in the Job Description telling  staff to view the ‘Comments’ tab. Remember this is a multiple agency system.





(Q) How often are the job orders and resumes in EKOS sent to America’s Job Bank (AJB)?


(A) They are sent daily.





(Q) Can staff open/run more than one Employ Kentucky session at the same time on one PC?


(A) Yes





(Questions and Answers continued on column 2)
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ABOUT THIS PUBLICATION





EmployKy Update is published by DES EmployKy Testers. 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�. 

















