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Lists 4:  Deleting from 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 Search’ tab.





To delete a customer from a list go to the ‘Add’l Info’ tab in the ‘Customer Detail’ Module 





(    Select the list by highlighting it;





(    Click on the ‘Remove’ button;





The web dialog box will read “Do you want to   


      delete this customer from the selected list?”. If   


      you do, then click on the ‘OK’ button. 





(    Click on the ‘Save’ button.





To delete more than one customer from a list go to ‘Customer Search’ and click on the ‘List Search’  


       tab 





Select the appropriate criteria and click on  


      ‘Look-Up List’;





Highlight the list to be displayed and click on  


      the ‘Search’ button;





Select the customers to be deleted and click 


      on the ‘Detail’ button;





(     Follow the instructions above


  


Click on the ‘Next’ button to go to the next 


      selection.


   


      Stay tuned September 2 for Part 5: Delete a List

















Clarification 





Beginning July 1, 2002, a customer registered in EKOS is not considered to be in the Labor Exchange performance measures until a Labor Exchange staff-assisted activity is attached to that customer’s registration.





You can have customers who are registered in 


EKOS and show ‘Active’ “Status” and ‘Active’ 


“Job Seeker”, but unless DES has provided an 


activity, they are not counted in DES 


performance. A customer who is in ‘Inactive’ 


“Job Seeker” status and has been provided


a DES staff-assisted activity any time during 


their registration year will be counted in  


performance.





Staff should not create shortcuts to EKOS on their desktop. If you do this you will not get the latest changes and updates. If you want a ready access to EKOS you need to add the URL to your favorites. Then you will get the updated site when you sign on.





When writing job orders you should list only the number of openings that the employer has open at the time the position is listed. Additional openings can be added as they are made available.  Due to new performance reporting and report validation it is no longer an acceptable practice to enter a large number of openings with the intent of keeping the job order open.  In the past you could enter 999 openings for one job order.  This practice is no longer allowed.  





Questions and Answers





(Q) Part of my EmployKy screen is not being displayed because of my Windows toolbars. Can I fix this?


(A) Yes, press F11 on your keyboard. This will change your PC to ‘full view’. To change it back so that you can see your toolbars, just click on F11 again.





(Q) What is the ID # on the job order? 


(A) It is the Employer Identification Number that ties the job order to the employer record.
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