
SKIES Administrative User Guide    Employment Security Department 

October 2010 1 

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: 
 
Á Correspondence Maintenance (view only)  
Á Contract Maintenance 
Á User Information 
Á Local Office Information 
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Office - WDA/Offices Tab 
 

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

 
Start   SKIES Welcome Screen   
 
Step 1  On the Menu Bar, click > Administrative > Office. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Click 
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The Administrative Maintenance - WorkForce Development 
Boards/Offices screen displays a view-only screen.  

 

 
 
 
The WorkForce Development Area section auto-fills with the current 
WDAs.   
 
 

 
 
 
 
Step 2  Click to highlight (select) a WDA Name (use the Scroll Bar for a complete  
  list of WDAs).  
 
 
 
 

WorkForce Development Area 

Office Data 

Scroll Bar 
Click to highlight. 
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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 
~ Email 
~ FAX 
~ Description 

 

Click to highlight. 
Scroll Bar 
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Administrative 
 
Office - Office/ZIP Codes Tab 
 
Start   SKIES Welcome Screen   
 
Step 1  On the Menu Bar, click > Administrative > Office. 
 

 
 
 
 

 
 
 
 
 

Click Click 

Click 
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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.   

 

        
 
 
Step 5  Click > DOOR to exit.  
 
 
 

Scroll Bar 
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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. 
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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).   
 
 

Step 2  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.  
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The Administrative Maintenance - Staff Members Assigned Offices 
screen displays.  

 

 
 
 
Step 2 In the Staff Selected section, click on the arrow right of the Staff Name 

data field. A drop down list of Staff Names displays. 
 

 
 

Click 
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Step 3  Click to select the Staff Member. Click > OK. Selected data fields auto-fill.  
                                          

 
 

 
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.  
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Step 8  Click to select the Department. Click > OK. 
 
Step 9  Using free form text, enter the Title of the Staff. 
 
Step 10 Click on the arrow right of the Supervisor data field. A drop down list  
  displays.  
 
Step 11 Click to select the Staff Supervisor. Click > OK. The User Name auto-fills.  
 
Step 12 Extended Edit & Reports? auto-fills from Administrative > Staff  
  Maintenance screen.    
 
Step 13 Has staff member signed the OATH OF NON-DISCLOSURE? Auto-fills  
  From Administrative > Staff Maintenance screen. 
 

Step 14 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. 
 

Step 15 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. 
 

Step 16 Click > SAVE. 
 
Step 17 Click > DOOR to exit. 
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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  
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Administrative 
 
Office - Staff by Office Tab 
 
Start   SKIES Welcome Screen   
 
Step 1  On the Menu Bar, click > Administrative > Office > Staff by Office. 
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The Administrative Maintenance - Staff by Office screen displays.  
 

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

Click to select the WDA. Click > OK.  
 
 

     

Click 

Click 

The selected WDA and the number 
of offices within the WDA. 
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Step 3 Click on the arrow right of the Office data field. A drop down list displays. 

Click to select the Office.   
 
 

 
 
 
Step 4  Click > OK. A list of Staff assigned to the Office displays.   
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Step 5 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. 

 
Step 6 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.  

 
Step 7  Click > DOOR to exit. 
 

The selected Office and the 
number of Staff within the Office 

Maintain Date Inactive - 
Sort by Staff Name 

Print 
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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.  
 

              

 
 

The Correspondence Maintenance screen displays. 
 

Click  

Click 


