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

 Produced by the Department for Employment Services (DES)

 









Time Saving Tips 





Multiple referrals and/or activities can be selected/resulted at one time.





To select/result more than one activity or referral at the same time – hold down the SHIFT key, click on the first customer name or activity to be selected. While continuing to hold down the SHIFT key click on the last customer name or activity to be selected. This will highlight both of these and all customer names or activities in between. 





Clarification 





When a hire is marked up for a customer, the system automatically changes the customer’s Job Seeker Status to ‘Inactive’ and increases the number of hires on the order.” However the customer’s EKOS Status record is not changed to ‘Inactive’ when a hire is reported.





Questions and Answers





(Q) When the contact person for an employer is no longer employed with the company how do I remove their name from all my job orders?


(A) The system will not allow you to delete a contact name if it is attached to any job orders. You have to remove the name of the former contact person and replace it with the new contact name. First go to the employer record “Contact Info” tab, under “contact list” select the former contact name, then go to the “Contact Detail” box and type over the former contact name with the new contact name. Click on the “Save” button. When you go to any of the job orders for this employer the new contact name will be populated on all the job orders.  





(Q) The wage information for a customer converted incorrectly from former system. How do I correct this? I am not able to make the correction in Self-Registration.


(A) Go to mediated (� HYPERLINK "https://www.ekos.state.ky.us" ��https://www.ekos.state.ky.us�) and search for the customer. Change the EKOS Status field to ‘Inactive’, save the record. Make the correction to the customer’s wage data, then save. Go back to Customer Detail and ‘activate’ the customer’s EKOS Status record.
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How to Schedule Appointments in Employ KY





From the customer’s ‘Customer Detail’ screen, click the ‘Schedule Appointment’ button in the lower right corner.   


The “New Appointment Web Page Dialog”  pop-up Window will appear. A message will display stating “Schedule Appointment with John Doe” (customer name will automatically be filled in by system).





In the ‘Start Date’ field, enter date the appointment occurs.  


In the ‘End Date’ field, enter date the appointment will end.


Only enter the numeric characters.  The system  will automatically add slashes, etc.  [Month, day must be 2 digits, year must be 4 digits, i.e., (07/08/2002)].





In the ‘Start Time’ field enter time appointment starts.


In the ‘End Time’ field enter time appointment ends.


Only enter numeric characters and am or pm.  The colon automatically fills in by system and will skip a space before the entry of pm or am. (Must include 0 in front of a single digit time i.e. 02:30 pm.)





In the ‘Appointment Title’ field you can enter up to


  40 characters


In the ‘Appointment Description’ field you can enter up to   


  120 characters





Click the ‘Save’ button to save the appointment.


Click the ‘Cancel’ button if you decide not to schedule the appointment.


   


To View Appointments





To view your appointment(s) click on the ‘Staff’ tab, click on ‘Staff Detail’. If there is a slight delay in the display of the appointment, click on the ‘Refresh’ button at bottom of  the screen and the appointment should appear.  





To view the registration of a customer, highlight the specific appointment and click on the ‘Detail’ button at bottom of screen to display that customer’s ‘General Info’ page.





Once the appointment has passed you can delete the appointment by highlighting the appointment and then click on the ’Delete’ button.








