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Questions and Answers


 


(Q) One of our employers lists the same job order approximately every 10-11 months. Can we go into the system and just reopen the old order and add new referrals to it?


(A) No. Old job orders should not be reopened. But it is a simple process to 'duplicate' the job order, which will save you time.





 (Q) What causes some resumes to have a name, address, etc. on the heading while others only have a name and phone number?


(A) It depends on the Method of Contact that was chosen. Example: If only phone number is chosen as the Method of Contact, then only the person’s name and phone number will be displayed on the resume.





(Q) Why does spell check not work on my PC?


(A) You may need to change the Internet setting requirements on your PC by using the following steps:





Open Internet Explorer


In the toolbar at the top, click on "Tools", then from the drop down list click on 'Internet Options"


On the “Security" tab, click on the “Custom Level" button


Under "Initialize and script ActiveX controls not marked as safe", click “Enable”. This will allow you to do spell checks.


Click “OK”, and then click “OK”.




















Reminders





Please review all of the individual lists that you have created and delete any that are no longer used.





Customer records entered in the Resource Room through Self Registration need to be checked for the entry of less than 5 characters in the skills and employment objective sections. EKOS production must have a minimum of 5 characters in these fields or an error message will be generated from AJB. In processing these error reports from AJB we have noticed that the company name that a customer is applying for is being placed in the customer objective field (example: UPS). If a customer is wanting to apply for a certain company you may want to create a list for the employer and place the customer on that list instead. For instructions on how to assign a customer to a List please refer to Volume 1 Issue 7 of the newsletter.


 


Please encourage customers who self-register in our resource rooms to list a work history. We have found that a lot of recent customer records do not list any work history although the customer has listed months experience on their OCC code. 


  


Staff needs to check all required fields on any customers who came over from the Legacy system. There are still lots of Customer records with all 9's in the zip code, or all 0's in the last four digits. If we are providing current activities for these customers we need to make sure that the information we have for them is correct and current.





Clarification





When you click the Edit Referral button to report hire(s) you must change the referral date that is displayed to the current date that the hire is being reported.  This will ensure that you get credit for the hire in the month you are reporting it. Otherwise the hire is recorded for the month of the original referral date.
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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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