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Time Saving Tips





When an employer emails a job description, you can “copy and paste” the description onto the ‘Job Description’ tab of the ‘Job Order Detail’ Module. However, if you receive this error message, “AFValidationError at  /osos/request/jobs/job[@uuid ='6']/description illegal characters in string”,  you will need to review the information and ‘key over’ all upper case symbols such as quotation marks and apostrophes, before saving the job order. (The number highlighted in the string error will tell you the number of illegal characters that need to be corrected.)





Lists 2: Assigning to an Existing List


   from Customer Record


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 Search’ tab.





To assign an individual to an existing list go to the ‘Customer Detail’ module, ‘Additional Information’ tab;





Click on the ‘Assign to List’ button under ‘Customer List Participation’;





Select the list you want to assign the customer to by highlighting the list;





Click on ‘Select’ and the customer will be assigned to that list;`





Stayed tuned August 19 for Part 3:  Displaying and Printing Names on a List





Reminder


You are to use upper and lower case letters and punctuation as is appropriate.  It is not acceptable to use all capital letters to enter any data into EKOS.











Clarification 


  


If you have a customer interested in working in the Louisville service area, you will need to search for job orders by: clicking on the ‘Employer’ Module, then on the drop down list click on ‘Job Order Search’; on the ‘Gen Info’ tab click on the down arrow in the ‘Office’ section and from the drop down list highlight “1956-DES, Louisville, Job Bank”, then click on ‘Search’. This will access all orders written by the Louisville Local Office.


 


Questions and Answers





(Q) Why can’t I find this customer by their Social Security Number? I know they registered. 


(A)  There may be several reasons why you cannot find the customer. First, the customer may not have finished all the screens (green dots) in Self-Registration and therefore didn’t receive the Confirmation notice letting them know that they are registered and in our database. 





Second, they may have registered in the Self-Service component instead of Self-Registration.  Self-Service only requires a minimum number of entries and doesn’t require a Social Security Number. The main menu in Self Service looks like the Self-Registration menu so it is easy to get into the wrong site. These customers are placed in a Pending status for 90-days and if we try to refer them on a job order or show an activity, we must first complete the required screens. You will need to search for these customers by their name, as they may not have a SSN.


 


(Q) A customer just called stating that they saw a job order that they were interested in, but it listed ‘4 KWP called’, in the job description, and they want to know what this means?


(A)   It means that the staff person who initiated the call-ins for this job order, wrote their ‘sensitive’ comments on the ‘Job Description’ tab instead of on the ‘Comments’ tab and they are being displayed on the internet. These comments should be immediately moved to the appropriate place.
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