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Reminders


Lists 5: How to Delete 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. 





Lists are connected to the records they were created from, customer, job order, and employer. When you want to access a List you must go to the search screen of the module in which it was created.





There is a maximum limit of 500 lists to be placed in EKOS. The more lists that are in the system the longer it will take the system to conduct a search.  When a List is no longer needed it is to be deleted.





To delete a List of customers attached to a particular employer go to the Customer Search screen, do a search, highlight one customer, click on the ‘Assign to List’ button. Click on ‘Look Up List’. Highlight the List that you want to delete. This will activate the ‘Delete List’ button, click on the ‘Delete List’ button.








Job Order Changes


Staff should never change a job order that has been entered by another office. If you receive additional information from an employer a call should be placed to the office holding the job order to give them the updated job order information.








Customer Record      


When assisting customers with their job search staff should insure that no information has been entered on the record that will be poorly reflected when displayed on the customer resume. Example:  Customer Module/Skills Tab/Notes Section…”dropped out of school due to poor attendance, no marketable skills”.  Please note that anything entered on the Customer Module/Skills Tab/Notes Section will display on the customer’s resume.  Notes such as those listed in the example should always be placed in the Comments Tab of Customer Detail or in the Comments Tab of the Comp Assessment Module.











Questions and Answers


We have been asked by staff for definitions for the Ownership field located in the Employer Module / General Info Tab. 





Federal is a federal government agency. This does not include any agency that just receives federal funds.





Foreign/International is a company whose home office is not in the United States.





Local is a local government agency….not just a company in the local area.





Non-Profit is companies that are not for profit and may also receive state/federal funds.





Private (Corporation) is a company that is owned by an individual(s).





State is any state government agency.








Problems identified in EKOS


Education level selections do not match up identically between Customer Detail/Education Level and Job Order Detail/Required Education.





When the Change Office button (in the Services Module / Services Tab) is used, the new Agency/Office information is retained as long as funding is NOT attached.  However, as soon as funding is attached and saved to a service (irregardless of whether it is the first service creating the program enrollment or one following the enrollment), the default Agency/Office information associated with the Staff Administrator's Login ID is displayed on the Services Tab, Service History Tab and on the Enrollments Tab (with enrolling service).
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