Administrative

SKIES training and access is based on User Profiles. Each User Profile requires a
minimum of training prior to receiving access to SKIES. Training does not address or
define User roles or responsibilities but does address levels of User access within
SKIES.

The Administrator Profile allows access to the Administrative section, a menu option.
Prior to receiving access in the Administrator Role, Staff and Administrator training are
required. The Administrator Profile allows individuals in WorkForce Development Areas
(WDAs) and local offices to view and maintain office and correspondence tables in the
Administrative section.

The Administrator Role may create, update, and delete in most fields within the Job
Seeker, Provider, Employer, Staff Functions, Administrative, and Reports sections.
This section describes the Administrative Menu option only.

The Administrative (at an administrative level) section maintains:

Correspondence Maintenance (view only)
Contract Maintenance

User Information

Local Office Information
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Office - WDA/Offices Tab

Use the Office option to maintain data recorded for the WorkForce Development Areas
(WDASs), offices within the WDAs, teams within the offices, and staff.

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Office.
tive Reports Maintenance Help Window

#& sTo104.020

Comespondence Maint
Test Administration
Table Maintenante Displa |
SCANE Maintenance

Coptract Maintenance

Workfirst Admin

v

Services, Knowledge &
Information Exchange System

[

‘You have 0 appointments scheduled for today.
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The Administrative Maintenance - WorkForce Development
Boards/Offices screen displays a view-only screen.

File Job Seeker Provider Employer Staff Functions Administrative Reports Maintenance Help Window

WorkForce Development Area

The WorkForce Development Area section auto-fills with the current

WDAs.

Scroll Bar -

N
Pacific Mountsin btk it wva goviesdimesdabmektieyearesa btm l,__

Step 2 Click to highlight (select) a WDA Name (use the Scroll Bar for a complete
list of WDAS).
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Ciicellints Scroll Bar
CAUTION: For officd C||Ck tO hlghllg ht =51, Address2, city, state, zip, zip plus four or secondary phone fields will change the

office contact inform| Il In Letters and SKIES Job Orders displ e GoAvorksource.com website,

SKIES Office Id Ofmm-—\ Office Type m Group Mame

|s78 WORKSOURCE NORTH /N |AFFILIATE / - [

= WWORKSOURCE PACFIC| ALNTY WORKSOURCE CENTER v |78 |WPRKSOURCE GRAYSHARBOR - |
[r2 [WORKSOURCE THURSTON COLNTY [WORKSOURCE CENT 72 |WoRKSOURCE THURSTON COUNTY '~ |

Address |1 STOIRYING ST S
|‘1 STOIRVING ST SW

(360) 704-3600

City [TUMWATER Courty [THURSTOM Stete [ Email [oross@esd.wa.gov
Iip (98512 *|  Date Active |03 9/2001 Date Inactive | Fax (3601 704-6440

EZD Crganizational Index 3610 Code Agency |

Description |conTACT: Bonnis Ross

The Office Data section auto-fills with a list of offices in the selected WDA (use the Scroll
Bar for a complete list of offices in the WDA).

Step 3 Click to highlight an Office Name. Office Data corresponding to the
selected Office Name displays.

Step 4 Click > DOOR to exit.

Data fields on the Administrative Maintenance - WorkForce Development
Boards/Offices (WDA Offices tab) screen:

WorkForce Development Area
~ WDA Name
~ LMI URL

Office Data
~ Office Name
~ Office Type

~ Code

~ Agency
~ Address
~ City

~ County
~ State

~ ZIP

~ Primary Phone
~ Secondary

~ Emalil

~ FAX

~ Description
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Administrative

Office - Office/ZIP Codes Tab

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Office.

ker Provider Employer StaffFunctions Administrative Reports Maintenance Help Window

Welcome Scresn =9
Click R : y
E] e knzeL, |'eomespondence Maint | [P S50 Click #¥ sTo104.020

Test Adrministration

Table Maintenance o
Display |
SCANS Maintenance

Coptract Maintenance
Workdirst Admin

'

Services, Knowledge &
Information Exchange System

s Maintenance Help

irigrraion Cuchtge
WDADffices 1 C|ICk
‘Workforce D lopment Area
WDA Hame LM URL
Morthewvest it it svorkforceexplarer .com n
Olymipic hittg: ity wvorkforceexplorer . com L]
Pacific Mountsin btk it wva goviesdimesdabmektieyearesa btm u
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Step 2 Click > Office Zip Codes tab. The Administrative Maintenance - Office
Zip Codes Services screen displays. In the Office section, the selected
WDA and Office Name display. In the Zip Codes section, a listing of Zip
Codes with the City and County displays.

File Joh Seeker Provider Employer Staff Functions Administrative Reports Maintenance Help Window

=

SKIES| ns %

it S e
)

PacficMourtsin — Name [WORKSOURCETHRSTONCOLRTY

Scroll Bar

95501 | [rumeieTER THURSTON |

Step 5 Click > DOOR to exit.
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Administrative

Office - Teams/Members Tab

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Office > Teams/Members Tab.

or Employer Staf Functions Administrative Reports Maintenance Help Window

Services, Knowledge &
Information Exchange System

SKIES] .+

5
ik il § Enchd o Sy

TeamzMembers 1

Office
WDA Mame |Pacific aurtain Mame |CENTRALIA COLLEGE
Team Description e Date Active Date Inactive

Team Members
Team Member Date Active Diate Inactive

HERREE
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Step 2

The Administrative Maintenance - Teams and Members screen
displays. In the Office section, the WDA Name and the Office Name
displays. The Team section lists the Team description(s), the Active Date
and Inactive Date, when applicable. The view only Team member section
lists the Team Member(s) and the Active Date of the selected Team
(highlighted).

Click > DOOR to exit.
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Administrative

Office - Staff Members

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Office > Staff Members.

ance Help Window

Services, Knowledge &
Information Exchange System
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The Administrative Maintenance - Staff Members Assigned Offices
screen displays.

File Job Seeker Provider Employer Staff Functions Administrative Beports Maintenance Help Window
&

ADD10 4.03.00

B F %=
SKES L

o Sy

Step 2 In the Staff Selected section, click gn the arrow right of the Staff Name
data field. A drop down list of StafffNames displays.

FLOWER, ROSE
FLOWWER, TULIF
FLOWWER, DAISY
FLOWWER, DAFFODIL X,
FLOWWER, VIOLET
FLOWWER, BLUEBELLE
FLOWWER, PANEY
FLOWER, PETUMIA X,
FLOWWER, LILY
FLOWER, TULIF Z.
FLOWER, IRIS
FLOWWER, GLADIOLUS
FLOWWER, HEATHER X
FLOWWER, LAVENDER X
FLOWER, PRIMROSE Z.
FLOWER, SNOWDROP
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Step 3 Click to select the Staff Member. Click > OK. Selected data fields auto-fill.
Eile Job er Provider Employer Staff Functions Adminis 1ep laintenance Help Wi

[ES| Bs/% %

mm

g

MorthCentral  [WORKSOURCE CENTRALBASN (7
CertralOffce e 7
S S —
i S

To change the Staff Name, click on the arrow right of the Staff Name data
field. Click to select the Staff Name. The Staff Name populates.

Step 4 Enter the Primary Phone Number using no dashes, dots, or slashes. An
Ext may be added.

Step 5 Enter a Secondary Phone Number using no dashes, dots, or slashes. An
Ext may be added.

Step 6 Enter the Fax using no dashes, dots, or slashes.

Step 7 Click on the arrow right of the Department data field. A drop down list
displays.

|

EMPLOYMERT SECURITY DEPARTWENT
DEPARTMENT OF SOCIAL AMD HEALTH SERWICES

DEPARTMENT VO CATIOMAL REHABILITATION
EDUCATION DEFARTMENT

INFORMATION TECHNOLOGY DEPARTMENT
TRAIMING DEPARTMEMNT
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Step 8
Step 9

Step 10

Step 11

Step 12

Step 13

Step 14

Step 15

Step 16

Step 17

Click to select the Department. Click > OK.
Using free form text, enter the Title of the Staff.

Click on the arrow right of the Supervisor data field. A drop down list
displays.

Click to select the Staff Supervisor. Click > OK. The User Name auto-fills.

Extended Edit & Reports? auto-fills from Administrative > Staff
Maintenance screen.

Has staff member signed the OATH OF NON-DISCLOSURE? Auto-fills
From Administrative > Staff Maintenance screen.

Current Case Load auto-fills with the number of Job Seekers with the
User Staff Name on the Job Seeker > Core Services > Basic /General
screen.

The Office(s) in the Workforce Development Area(s) displays at the
bottom of the screen. This is view only. Access to an Office may be
inactivated. Enter the Inactive Date Inactive in the Date Inactive data field
using MMDDYYYY format, no dashes, dots, or slashes.

Click > SAVE.

Click > DOOR to exit.



Office Staff Members

Field

Data

Primary Phone/Ext

Enter the 10-digit Phone Number using
free form text. To change the number, click
to highlight and type over. Click > SAVE.

Secondary Phone/Ext

Enter the 10-digit Phone Number using
free form text. To change the number, click
to highlight and type over. Click > SAVE.

Email

Enter the Email address using free form
text. To change the number, highlight and
type over. The Email address must contain
a @ and one dot (.). To change the Email
address, click to highlight and type over.
Click > SAVE.

FAX

Enter the 10-digit FAX Number using free
form text. To change the number, click to
highlight and type over. Click > SAVE.

Department

Click on the arrow right of the data field.
Click to select the Department. Click > OK.

Title

Enter the Title using free form text. To
change the Title, click to highlight and type
over. Click > SAVE.

Supervisor

Click on the arrow right of the data field.
Click to select the Supervisor. Click > OK.
Click > SAVE.

Username

This field can not be changed.

Supervise Others?

Click > YES or NO.

Has Staff Member signed the Oath of Non-
Disclosure?

Click > YES or NO. Must be YES to have
access to SKIES.

Current Case Load

This field can not be changed.

WorkForce Development Area

This field can not be changed.

Office

This field can not be changed.

Date Active

To change, click to highlight and type over.
Click> SAVE.

Date Inactive

Enter the Inactive Date using MMDDYYYY
format. To change, click to highlight and
type over. Click > SAVE




SKIES Administrative User Guide Employment Security Department

Administrative

Office - Staff by Office Tab

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Office > Staff by Office.

ance Help Window

Services, Knowledge &
Information Exchange System
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The Administrative Maintenance - Staff by Office screen displays.

File Job et Praovider Ermplo taff Functions  Adminis Jaintenance Help YWindow

7

m’“ !'] E] EI] 3‘] @] ADD10 4.03.0
m ————— w

Step 2 Click on the arrow right of the WDA data field. A drop down list displays.
Click to select the WDA. Click > OK.

The selected WDA and the number
of offices within the WDA.

Benton!Franklin
Central Office
Eastern wWashington
Harth Central
Morhwest
Qlyrmpic

Pacific Mountain
Seattle - King County
Snohomish
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eeker Provider Empla taff Functions

SKIES| 1> <

s, Al
7 e Sucha gt SyEen
=

Administrative Beports Maintenance Help \Window

ADMOD 4.03.0

Staff by Office l
WDA |Elenton.l'Franinn ;] There are 5 Offices in this Work Development Area.
Office | ( ;]
Staff Name Date Active  Date Inactive {\
Step 3 Click on the arrow right of the Office data field. A drop down list displays.
Click to select the Office.
Offices
Office Mame
COLLUMBIA BASIN COMMUNITY COLLEGE
COMYERSION
WOR LURCE COLLUMBIA BASIM
Step 4

Click > OK. A list of Staff assigned to the Office displays.
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(2]

Step 5

Step 6

Step 7

File Job Seeker Provider Employer Staff Functions Administrative Reports Maintenance Help Window

The selected Office and the

,Es !]E]E']E]@] number of Staff within the Office
ity A e _

Click > MAINTAIN DATE INACTIVE button (Note: The button name
changes to SORT BY STAFF NAME.). Click to highlight the Staff Name.
This screen is view only.

To print a list of assigned Staff in the WDA, click > PRINT button. Adobe
Reader activates. Click > Print Icon. Click > X in the upper right corner to
close Adobe Reader.

Click > DOOR to exit.

October 2010 17



SKIES Administrative User Guide Employment Security Department

Administrative

Correspondence Maintenance

Use the Correspondence screens to create letter templates. These screens are view-
only with an Administrative Profile.

Start SKIES Welcome Screen

Step 1 On the Menu Bar, click > Administrative > Correspondence Maint.

Staff Functione  Administrative Reports Maintenance

ime KINZEL, STEPHAHIE you are logged into SKIES TRAINING | Click ST010 4.02.0
IC —

—

Services, Knowledge &
Information Exchange System

‘You have 0 appointments scheduled for today.

The Correspondence Maintenance screen displays.
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