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To delete an Employer list please follow these steps:


Search for an employer. Once your employer appears in the search, click on the employer in    order to highlight it.


Click the 'Show Contacts list' button located at the bottom of the screen.


3.   Highlight an Employer.


4.   Click on the ‘Assign to List’ button.


5.   Once the ‘List Management Web Dialog’ box                        


 appears select ‘Show Only My Lists’ and ‘Show    Both’. Click on the 'Lookup List' button. All of your lists will then be displayed. 


6.   Click on any List(s) that you want to delete.


7.   Then click on the ‘Delete List’ button.


8.   An ‘OSOS Web Page Dialog’ box will appear 


asking you “Do you want to delete the selected list?”, click on the ‘OK’ button.


9.   This will bring you back to your ‘List Management Web Dialog’ box so that you can either select another list to delete or click on the ‘Cancel’ button to return to your application.





NOTE:  If you try to delete an Employer list by: 


Going to the Employer Module drop down list clicking on 'Employer Search'.


Then on the 'List Search' tab select 'Show Only My Lists' and 'Show Both', then clicking on the 'Lookup List' button, all your lists may not appear. So please use the 9 steps above.





Did you know?





Although there are problems with some O*NET Titles any O*NET title that is selected through a drop down list in EKOS production for a desired job title will successfully go to AJB.











Reminders





Prior to printing a referral card it is very important that staff change the phone number on the referral card to their local office phone number.





Fixes to Application Problems





Self Service


When customers select 'confidential resume' the system is now requiring an email address if one had not already been entered.





Job Referrals/Hires


The 3.0.02 patch that was loaded in EKOS on Friday corrects the problem of the system changing the name of the person who made the referral to the person who marks up the hire.





Deleting Lists Clarification





Once the List is no longer used staff need to remove it from the application. 


To delete a Customer list please follow these steps:


Display the Customer Record.


On the Add’l Info tab, click on the ‘Assign to List’ button.


Once the ‘List Management Web Dialog’ box appears select ‘Show Only My Lists’ and ‘Show Both’. Click on the lookup list button. All of your lists will then be displayed. 


Click on any List(s) that you want to delete.


Then click on the ‘Delete List’ button.


An ‘OSOS Web Page Dialog’ box will appear asking you “Do you want to delete the selected list?”, Click on the ‘OK’ button.


This will bring you back to your ‘List Management Web Dialog’ box so that you can either select another list to delete or click on the ‘Cancel’ button to return  to your application.





To delete a Job Order list please follow these steps:


Search for a Job Order.


Highlight a Job Order and click on the ‘Assign to List’ button.


NOTE:  Then follow steps 3-7 listed under the 'delete a Customer list' instructions listed above.
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ABOUT THIS PUBLICATION





EmployKy Update is published by the DES EmployKy Testers. 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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