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complete an entire order, sign onto two different EKOS applications and use one of the applications for Job Orders only. That way, if you are interrupted, you can still access all modules of EKOS on the second application.





Did you know?


Do you know the rules for the Job Order Salary Search Criteria? If not, here they are:





Minimum salary of $10/hour will search all job orders:


with a minimum salary greater than or equal to $10/hour.


with a maximum salary greater than or equal to $10hour.





Maximum salary of $40/hour will search all job orders: 


with a minimum salary less than or equal to $40/hour.


with a maximum salary less than or equal to $40/hour.





Both Minimum and Maximum salary of $10-$40/hour will search all job orders:


with a minimum salary greater than or equal


to $10/hour.


with a maximum salary less than or equal to


$40/hour.





Time Saving Tip


When the referral card is displayed on your computer screen verify the office phone number. If it is not correct, you should correct it before printing the referral card out and giving it to the customer. 








Reminders


It is time to change your EmployKy password.





Problems Identified


Only the Local Office and the designated staff who originally enter a job order into the system is to make any changes on that job order. Before reopening or raising referrals on any order that is in Referred, Closed, Suspend or Filled status, check the Office field displayed in the upper right corner of the ‘Job Order Detail, General Info’ tab. If it is not your office or you have not been designated by that office to change an order, you need to contact the holding office before taking any action. It is never acceptable for an office to change the Local Office field to their office on a job order that is already in the system. 





Some offices are writing Job Orders and only entering one letter in the Job Description, apparently intending to complete the Job Description at a later time. Then the order is either forgotten or cannot be found, and a new Job Order is written complete with Job Description. The problem is that the incomplete Job Order is still there, and generates an error message from AJB and must be corrected. If you are writing the order and are interrupted you can put the order in Pending status and Save. You will be able to find the order by searching for Pending orders in your local office.





If you have already written an order but are having difficulty finding it, remember that you can search by a number of different criteria, including Staff Assigned which is usually the person writing the order. If you still cannot locate the order you can contact one of the EKOS Helpdesk staff (Michele Belcher, Larry Branham, Sharon Burchett, Tony Cagle, Kara Henson or Toddy Worley) for assistance. 





Another solution would be to bring up more than one EKOS application on your PC. If you are responsible for entering Job Orders and know


that you may be interrupted before you can 
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ABOUT THIS PUBLICATION


Produced by the Department for Employment Services, this newsletter is intended to be an information exchange for continuous training on EKOS for the Kentucky Cabinet for Workforce Development and all it's agencies.  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�.  





Previous issues of this newsletter can be viewed/printed on the Cabinet website at � HYPERLINK "http://www.mykycwd.org/EKOS%20Newsletters/employky_update_newsletters.htm" ��http://www.mykycwd.org/EKOS%20Newsletters/employky_update_newsletters.htm�
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