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“Lists 5: How to Delete a List” continued from bottom of col. 1





Search’ tab. When a List is no longer needed it can be deleted.





Lists are connected to the records they were created from, customer, job order, and employer. When you want to access a List you must go to the search screen of the module it was created in.





To delete a List of customers attached to a particular employer go to the Customer Search screen, do a search, highlight one customer, click on the ‘Assign to List’ button. Click on ‘Look Up List’. Highlight the List that you want to delete. This will activate the ‘Delete List’ button, click on the ‘Delete List’ button.


To do an IVR to Customer About a Job Opening


From the Job Order Detail/General Info screen:


Click on the Match button, 


Adjust Criteria as needed (remove the min. pay)


Click on Search button


Select the customers to be referred 


Click on Match button to attach customers 


Go to Job Order Detail/Matches screen, highlight customers to be called


Click on the IVR button, select the appropriate IVR job opening script and then on the Save button





The change has been made so that the Job Order # will appear on the daily IVR report from GovConnect. This will make it more efficient for the office(s) when the customer(s) call in response to an IVR contact. The Job Order will be identified on the report. 





If you do a search from the customer record and find a job they may be interested in, you will not be able to do a job related IVR without first going to the job order and then following the above steps. 








Reminder


Don’t forget to change your EmployKy password.





Clarifications 


Due to the way the Self-Registration system is currently designed, whenever a customer who self-registered is referred on a job order, the phone number of the Cabinet EKOS Central Office is defaulted on the referral card you create.  You must change the phone number on the referral card before printing so that if there are questions from the employer and/or customer, they will have the number of the local office to call.





To check which orders assigned to your office are going to go into Suspend status: �In the “Employer” Module go to “Job Order Search” screen.  On the “Job Order Search” screen, “Gen. Info.” Tab, select  ‘Open’ “Order Status and your “Office” from the drop down lists.


In Last Open Date Range key in one date or a range of dates (i.e. 08/26/2002 to 8/30/2002).       


Click on the “Search” button.


 �The search results will be all the open orders for your office that are scheduled to go into “Suspend” status during the time frame specified in the search request. 





Coming Attractions





Enhancements, ‘fixes’, and new versions of the Employ Kentucky Operating System will be released on a scheduled basis.  Version 2.3 is currently undergoing user acceptance testing by the DES EmployKy Testers.  The targeted release into production for this version is October.





Lists 5: How to Delete a List





Lists can be used to keep track of customers interested in and/or referred to a specific employer, case management load, veterans, summer applicants, etc. On each Search page (Customer, Job Order, and Employer) the last tab is the ‘List 





Continued in at top of column 2
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