Job Seeker

Assessment — Initial Employment

Assessment is a process of gathering, reviewing, and analyzing information about a Job
Seeker. The information is used to determine when and if a Job Seeker requires and is
eligible for intensive services and/or training services in order to enter the world of work.
Job Seekers requiring intensive and/or training services receive an Initial Employment
Assessment to meet his or her needs, interests, and aptitudes within the limitations of
the current labor market.

To generate the automated Seeker Service, Initial Assessment, complete all data fields
identified with an asterisk.

An Assessment addresses two distinct areas. The first one, Initial Employment, auto-fills
with data recorded in the Job Seeker > Core Services > Basic > Employment History
and Desired Employment and Education/Skills. The second area, Comprehensive
Assessment, records more personal life style situations relating to training and
employment. The screens in this section may auto-fill with information recorded in Job
Seeker > Core Services under the same titles.

Click > 1A? button on the Tool Bar for information on required data fields to produce a
system generated Initial Assessment Service.

Create New Service:

The data field Create New Service checkbox displays when the selected Job Seeker has
a recorded system-generated Seeker Service, Initial Assessment, and 90 days lapsed
since the last system-generated initial assessment service. This displays only through
the Employment History tab, although it applies to the Initial Assessment. When the
selected seeker does not have a recorded system-generated seeker service, ‘Create
New Service’ does not display. The User check marks the Create New Service data field
when all elements of an Initial Assessment are provided. An Initial Assessment may be
provided more than once, however, the answer to the question may remain the same.

When selected, the system determines if 90 days has passed since the last system
generated Initial Assessment Seeker Service and all required elements are recorded
through SKIES to generate this service, again. When both conditions are met (no limit),
SKIES generates another Initial Assessment service. When check marked and saved,
the data field clears or unchecks automatically.

Last Initial Assessment Date:

The Last Initial Assessment Date displays only through the Employment History tab,
although it applies to the Initial Assessment as a whole. The User views the date of the
last system generated seeker service for Initial Assessment.
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Assessment - Initial - Employment History Tab

The Initial Assessment covers two basic areas:
¢ Employment (employment history, desired employment, and skills)
e Education (education certificates and educational history including educational
issues and additional achievement information)

Start SKIES Welcome Screen

Step 1 Select a Job Seeker. On the Menu Bar, click > Job Seeker > Assessment
> Initial Employment > Employment History.

I select

Core Services pu are logged into SKIES TRAINING _ﬂ] ST010 4011
Seeker Programs
ekerces _ M}
Senvice(s) Plan Comprehansiva

Job Placement Surrmary

Training Registration
ObligationsiouchersiPayments
Follow LUp

Carrespondence

Testing

ervices, Knowledge &
R wmation Exchange System
Mass Call In

Group Service(s)

Service Referrals

Group Carraspondence m EMPLOYER PROVIDER Request for Service

You have 0 appointments scheduled for today.

Change Login Office Selection ?

The Initial Assessment screen displays. The Employment History
screen auto-fills from data recorded on the Job Seeker > Core Service
screen under the same titles. The Assessment Creation Date auto-fills
with today’s date. To backdate, type over the data (date cannot be
greater than today's date). The Assessed By defaults to the User Name.
To change the Assessed By, click on the arrow for a drop down list. Click
to select the name.

Click > OK.
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Assessment Creation Date

tker Provider Emplo

:5siment- SO eH
WY b E E E E @ = SEN Search | Seeker ID Search | @ J5080 4.41.2
i m ame: DOO, SCOOBY B. 009-00-4141 1a2|
Assessed By aUto-fllls Employment Histdl d Employment ORET Skillz SCAN Skills Ed History Ed zzues
with the User Name P Previous Employment
Employmert Assessment Creation Date 03M9/2003 DE Employer Hame City [
L Assessed By [STUDE2, TRAINNG | [ |Monkey Business ] Sute =l
=) T | Countr |
Create Mew [ Last Initial 'W v
Cervine AcsromamEm Sanine Employer Phone  Ext  *Start Date  *End Date  * Resson For Leaving
ErltrE (Zemse [ D300z |D3r2003 [WOLUNTARY QUIT = |
* Joh Behavior Patterns Ending Salary Salary Interyval Hoursinizek tonths
| | s2600000  |EmEEWLY v || 40 [
* Joh Seeking kil ONET Code OMET Title
|Internat, NEMYERAPEr |35'EU31 0o Hosts and Hostesses, Restaurant, Lounge, and Coffee Shop L‘
Job Keeping Skillz (Poor waork history)
|1requerrtlv late for work Minimum Skill Lewvel OMET Skill Meeds %
* Summary OF Occupational Job Welcome patrons, sest them &t tables or in lounge, and help ensure
SUEMELTS AR AR Description |qyaiitv of faciities and service.
| Duties
* LMl v Potertial Earnings
| Service Mesds v Service Needs Ranking ’T
Assessment
. . - 1
Assessment Creation Date Auto-fills with today's date or the date of

the last assessment. To change the date,
type over the data (date cannot be greater
than today's date) using mmddyyyy format.

Assessed By

Defaults to the User (person who is
logged-in).

Step 2

Step 3

Step 4

Step 5

Job Behavior Patterns: Double click in the Job Behavior Patterns data
field. The Editor displays. Enter Job Behavior Patterns — poor work
history, job skipping, goal setting, cooperative, family support, etc.

Job Seeking Skills: Double click in the Job Seeking Skills data field. The
Editor displays. Enter Job Seeking Skills - newspapers, telephone calls,
Résumé, interviewing, over come low self-esteem, and cope with effects
of discrimination, etc.

Job Keeping Skills: Double click in the Job Keeping Skills data field. The
Editor displays. Enter Job Keeping Skills - punctuality, reliability, ability
to accept supervision, get along with co-workers, and work history, etc.

Summary of Occupational Strengths and Weaknesses: Double click in the
Summary data field. The Editor displays. Enter Occupational Strengths
and Weaknesses — prioritize, interests, values, personality characteristics,
realistic goals, etc.




Step 6

LMI vs Potential Earnings: Double click in the LMI vs Potential Earnings

data field. The Editor displays. Enter LMI vs Potential Earnings —
diminishing occupations, increasing occupations, residence, realistic

goals, and salary & shift, etc.

Employment Issues

Job Behavior Patterns

Enter Job Behavior Patterns using free
form text - poor work history, job skipping,
goal setting, cooperative, family support,
etc.

* Required

Job Seeker Skills

Enter Job Seeker Skills using free form
text - newspapers, telephone calls,
résumé, interviewing, over come low self-
esteem, and cope with effects of
discrimination, etc.

* Required

Job Keeping Skills

Enter Job Keeping Skills using free form
text - punctuality, reliability, ability to
accept supervision, get along with co-
workers, and work history, etc.

Summary of Occupational Strengths and
Weaknesses

Enter a Summary of Occupational
Strengths and Weaknesses using free
form text - prioritize, interests, values,
personality characteristics, realistic goals,
etc.

* Required

LMI vs. Potential Earnings

Enter Labor Market Information versus
Potential Earnings using free form text -
diminishing occupations, increasing
occupations, residence, realistic goals, and
salary & shift, etc.

* Required




Step 7

The Previous Employment section of this screen auto-fills with

data/information from the Core Services-Employment History screen.
Add and/or modify information on this screen, as needed.

Click in the Employer Name data field and enter the Employer Name.
City, State, and County are required. When all fields are used, click to
highlight a data field and click > Plus (+) Icon. The scroll bar activates.

Previous Employment

City | hd
et disney inc ,il State [ =]
I Courtry I— j

Reazon For Leaving

Employer Hame

| -

Employer Phone  Ext  Start Date  End Date

| -

Endling Salary Salary Interyal Hoursieek Months Trade Petition
CMET Code CMET Title
Minimum Skill Level ONET Skill Needs  Select Skills
Job
Dezcription
Duties

Service Meeds [

Previous Employment

Employer Hame City |LOS ANGELES =]
|universal studios !i' State ca | =]
lpratt disney inc *' Country [UNITED STATES -

Etnployver Phone  Ext Start Date End Date Resson For Leaving
[ [ (EEE = -
Endling Salary Salary Interval Hourshveek Months Trade Petition
| 0000000 [VEAR S o |
CMET Code OMET Title
|39-3099.99 Entertainment Attendants and Related Workers, &Il Cther ;I

Joh

Minimum Skill Level OMET Skill Meeds  Select Skills

Drescription

Duties

All entertainment sttendarts and related workers not listed separately.

Service Meeds [

Step 8

Enter the location of the job (City). Click on the arrow next to the State

data field. Click to select the State. The Country field auto-fills.

Step 9
code.

Step 10

Step 11

Enter the Employer 10-digit Phone Number (and Ext), including the area

Enter the Start Date and the End Date using mmddyyyy format.

Click on the arrow right of the Reason for Leaving data field. A

drop down list displays. Click to select the Reason for Leaving or Still

Employed.

Reason For Leaving
Tk OF WORK
WOLUNTARY QUIT
DISCHARGED
LABOR DISPUTE
RETIRED
STILL EMPLOYED
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Step 12

Step 13

Step 14

Step 15

Step 16

Step 17

Step 18

B - Job Seeker

Click > OK.

Enter the monetary value of the Ending Salary. Do not use a $. Use a
decimal point when necessary.

Click on the arrow right of Interval. A drop down list displays.
Click to select the Interval. Click > OK.

Enter the Hours/Week (# of hours per week worked) and Months (# of
months worked).

Salary Interval
HOUR

Dy
WEEK
BIWWEEKLY
MOMNTH
BIMOMNTHLY
YEAR

Enter the number of Months worked on this job.

Enter the Trade Act or NAFTA petition number (or enter during
validation).

Tracle Petition

Click on the arrow right of O*NET Title field. Use the O*NET Search to
select an O*NET Title. The O*NET Title, O*NET Code and Job
Description auto-fill.
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'OHD10 Prod: 1.00

ONET Search Criteria
Code Eind

Clear
Tile ‘ =
Description | Ext
Code Title
Select || [ =
Gelect || [
Gelest || [ .
Gelect |f [
[ -

selest ||
Description

Note: When an O*NET Code is selected and is not appropriate, click on the arrow right
of O*NET Title field. Use the O*NET Search to select a different O*NET Title. The newly
selected O*NET Code and O*NET Title auto-fill; however, the Description of the
previously selected O*NET Code does not change. To modify Description, place the
cursor in the Description data field and left mouse click. The text highlights. Press >
DELETE key. Reselect another O*NET Code and the Description of the new O*NET
Code populates.

Step 19
Step 20

Step 21

Step 22

Step 23

Step 24

Enter the Duties of the job.
Check mark Service Needs when YES. Leave blank when NO.

Click on the arrow right of the Minimum Skill Level. Click to select the Skill
Level.

Click > SAVE.

Click > SELECT SKILLS button right of the O*NET Skill Needs data
field. The O*NET Existing Skills screen displays. The Existing Skills
screen is a list of skills, skill level, and the level of importance of the skill
compared to the chosen occupation.

Existing Skills
OMET Code |33-3031.00 | 3aming Surveillance Officers and Gaming Investigators Click
QMET Skills Lsel‘:ll’-‘.!l lm?.??:;lnce Acd?
[&.ctive Listening [2.5 [3 [ e
[Prolem Idertification EXE [0
[Crtical Thinking |2.22000(3 [ 1
fivtiting |2.16000(3 [ 1
[Speaking |2.16000(3 [ 1
|Monitaring ] |2 [ I
[Juddgiment and Decision Making E |3 [
|Sacial Perceptiveness ] ] [
|Systems Perception ] ] [ [
|Reading Comprehenzion |2.82999 |3 [ =
Populate | Return |

Check mark in the Add? column when the skill applies to the



Experience the Job Seeker has in the occupation. When all Existing Skills
are selected, click > POPULATE button. The information auto-fills the
Existing Skills section of the O*NET Skills tab.

Step 25 Click > SAVE. The data/information auto-fills the Core Services
Employment History screen. Data/Information entered on either screen
automatically updates the other.

Step 26 Click > Door to exit.



Employment History

Employer Name

Auto-fills with data/information recorded on
the Employment History screen.

City Auto-fills. Click on the arrow for a search
screen. Click to select.

State Select from a list (defaults to WA).

Country Select from a list (defaults to USA).

Employer Phone

Enter a 10-digit number (include area
code).

Start Date Enter month and year using mmyyyy
format.
* Required

End Date Enter month and year using mmyyyy

format.
* Required

Reason for leaving

Click on the arrow for a drop down list.
Click to select a reason. Click > OK.
* Required

Ending Salary

Enter a monetary value (do not use $, may
use decimal point for cents).

Salary Interval

Click on the arrow for a drop down list.
Click to select the Interval. Click > OK.

Hours/Week

Enter a numerical value.

Months

Enter the number of months with this
Employer, doing this job.

Trade Petition

Enter Trade Act or North American Free
Trade Agreement (NAFTA) petition
number — or — enter during validation.

O*NET Code Select one code from a list of O*NET
Codes.
O*NET Title Auto-fills with information from the O*NET

Code selected.

Minimum Skill Level

Click on the arrow for a drop down list.
Click to select a number from 1 through 7.




The number identifies the skill level from
the O*NET Code selected. Click > OK.

Select Skills (button)

Click for a pop-up screen. Click to select
the job skills based on the selected O*NET
Code.

Job Description

Auto-fills from the O*NET Code.

Duties

Describe the duties of the job.

Service Needs Indicator

When check marked, the Service Need is
added to the Service Needs list on the
Service(s) Plan.)

Service Needs Ranking

When Service Needs indicator is check
marked YES, the field prompts to rank the
need from 1 to five, per the ROMA barrier
definitions. Rank defaults to "1" (most
severe) when a number is not selected.
The Service Needs list displays on the
Service(s) Plan.
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Job Seeker

Employment Security Department

Assessment - Initial - Desired Employment Tab

Start

Step 1

Click

Click

SKIES Welcome Screen

Select a Seeker. On the Menu Bar, click > Job Seeker > Assessment >
Initial Employment > Employment History > Desired Employment.

Select

Core Services

Seeker Programs

Seeker Servicas

Semice(s) Plan

Joh Placement

Training Registration
OhbligationsifouchersiPayments
Eallow Up

Caorrespondence

Testing

. Job Seeker  Brovider Employer Staff Functions Seleriris 2 Reports Help Window

you are logged into SKIES TRAINING ﬂ] ST0M0 4011

Dizplay

Comprehensive
Summary

ervices, Knowledge &

Applicant Info

ass Call In

Group Service(s)
Senice Referrals
Group Correspondence

wmation Exchange System

m EMPLOYER PROVIDER Request for Servige

You have 0 appointments scheduled for today.

Change Login Office Selection ?

The Employment Assessment - Desired Employment screen displays.
The data fields on the Desired Employment screen auto-fill from data
recorded on the Job Seeker > Core Services > Basic > Desired
Employment screens. The Assessment Creation Date auto-fills with the
today’s date. To change the date, type over the data (date cannot be
greater than today's date). The Assessed By auto-fills with the User
logged into the system. To change the Assessed By, click on the arrow
for a drop down list. Click to select a Name.

Click > OK.

B - Job Seeker
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SKIES| %= ==

SSh Search | Seeker ID Search | ﬁ JS080 4.11.2

e —— Hame: D00, SCOOBY B. 009-00-4141 A2
Employment Histary  Desired Employment l OMET Skills SN Skils Edl History Ed |zsues
Assessment Employment Objective
Employment &zsessment Crestion Date 0319:2003 * Obiective Seeking fulfiling accountant position.
Statement
Azsessed By [STUD3Z, TRAINING =] * ONET Desired Employment Morths Last Vear
Code Jok Title Exp Wiinrked
Employment Questions [13-2011 01 |accountarts ~| o | 2003 =]
Ho | | - | =
Irpot Yes Mo OME

* Does Seeker Have Abilty To
Identify An Employment Goal? . (] [

* |z Seeker Interested In hlirimum Skill Lesvel CMET Skill Needs | Select Skills

Mon-Traditional Employment ¥
Min. Starting Salary 3200000  Salary Interval |YEAR J
Employment Status Mot Employed ©
E 22 J Commission o Piece Rate [ Unpaid [ |
ls Seeker A - ~ & * Desired Work Location
Dislocated Yarker? Cauity
[ JCLARK -
Service Needs | W l? Statewice [ Anywhere [

T
Desc |Analvze financial information and prepare financial reports to determing or

T (] [

Step 2

Step 3

Step 4

Step 5

Step 6

In the Employment Questions section, click > YES or NO. The system
automatically defaults to ‘No Input.’

o Does Seeker have Ability To Identify An Employment Goal?
e Is Seeker Interested in Non-Traditional Employment?

o Employment Status (auto fills from Core Services > Basic >
General screen).

e |s Seeker as Dislocated Worker?

Enter the Objective Statement and/or modify as necessary. This field
auto-fills from Job Seeker > Core Services > Desired Employment
screen. The Objective Statement is the goal from the Service(s) Plan and
the Employment Plan.

Enter the O*NET Code. Use the O*NET Search Criteria screen to find
code.

Click > SELECT SKILLS button. A screen activates to select Needed
Skills for a specific O*NET Code. Check mark in the Add? the data field
when the skill(s) is necessary for desired employment or an occupation.
Select all Needed Skills. Click > POPULATE button. The Needed Skills
section auto-fills.

Enter the number of Months Experience the Job Seeker has in the
occupation and the last year worked.



Step 7

Step 8

Step 9

Step 10

Step 11

Step 12

Step 13

Step 14

Enter the Minimum Starting Salary the Job Seeker will accept. This
may auto-fill from the Job Seeker Desired Employment screen.

Click to select Commission when the Job Seeker will accept
commission. Click both Commission and Piece Rate when the
Job Seeker will work Piece Rate.

Click to select Piece when the Job Seeker will accept a Piece Rate
position.

Click on the arrow next to the County field. A drop down list displays.
Click to select a County or Counties where the Job Seeker prefers to
work. When Statewide or Anywhere selected, County not available.

Check mark Statewide when Job Seeker is willing to work
anywhere in the state (Washington).

Click to select Anywhere when the Job Seeker is willing to work
anywhere.

Click > SAVE.

Click > Door to exit.



Desired Employment

Fields

Data

Employment Assessment Creation Date

Auto-fills with today’s date. To change,
click to highlight and type over.

Assessed by

Defaults to the User (person who is
logged-in).

Does Seeker Have Ability to Identify An
Employment Goal?

* Required (for Initial Assessment)

Is Seeker Interested In Non-Traditional
Employment?

* Required (for Initial Assessment)

Employment Status

Auto-fills from Job Seeker > Core Services
> Basic/General.

Is Seeker a Dislocate Worker?

Auto-fills from Job Seeker > Core Services
> Basic/Program Data.

Service Needs

When check marked, User must enter a
Service Needs Ranking.

Objective Statement

Auto-fills from Job Seeker > Core Services
> Basic/Desired Employment. User can
modify.

Desired Employment O*NET Code

Enter at least one Desired Employment
— or — auto-fills from Job Seeker >
Core Service > Basic/Desired

Employment.

Months Exp Months of experience on the job. Will
accept -0-

Last Year Worked Last year worked on the job (yyyy format).

Not required.

Minimum Skill Level

Click to select level from 0 - 7.

O*NET Skill Needs

Click > SELECT SKILLS button. Click to
select the needed skills.

Min Starting Salary

Auto-fills from Job Seeker > Core Services
> Basic/Desired Employment. User can
modify.

Salary Interval

Auto-fills from Job Seeker > Core Services
> Basic/Desired Employment. User can




modify. Click for a drop down list to make a
selection

Commission or Piece Rate

Click to select when Job Seeker willing to
work commission or piece rate.

Unpaid

Must select when Job Seeker willing to
work piece rate.

Desired Work Location — County

Auto-fills from Job Seeker > Core Services
> Basic/Desired Employment. May select
additional or delete.

Statewide

Willing to work statewide?

Anywhere

Wiling to work anywhere?
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Job Seeker

Assessment - Initial Assessment - O*NET Skills Tab

Start SKIES Welcome Screen

Step 1 Select a Seeker. On the Menu Bar, click > Job Seeker > Assessment >
Initial Employment > Employment History/O*NET Skills.

C||Ck ey Job Seeker | Provider Efm
I select
Core Services jou are logged into SKIES TRAINING ﬂ] STO10 4.01.1
Click Seeker Programs
IC Seeker Services

Dizplay

Service(s) Plan Comprehensive
Job Placement summary

Training Registration
ObligationsMouchersiPayments
Follow Up ]
Correspondence

Testing

ervices, Knowledge &
wmation Exchange System

Applicant Info

Mass Call In
Group Service(s)
Semvice Referrals

Group Correspondence m EMPLOYER PROVIDER Request for Service

You have 0 appointments scheduled for today.

Change Login Office Selection ?

The Initial Assessment - O*NET Skills screen displays.

Scroll Bar

sxgﬂ _] _] _] _‘ _] SSM Search ] Seeker ID Search ] ﬁ
st | Hame: D00, SCOOBY B. 009-00-4141 182
OMET Skills l
O*N ET Code CNET Code |35-9031 oo Job Title |Hosts and Hostesses, Restaurant, Lounge, and Coffes @

B Heed \\l .

|Time Management = Information Organization \ O*NET T|t|e

|Speaking |dea Generstion |

|Cnnrdinaﬁnn Perzuasion 1

Service Crientation Systems Perception

Reading Comprehension

P T~—_
—/ 4 1
. . Needed Skills
Existing Skills
) )
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The data/information on the O*NET screens is view-only and
automatically populates from data selected on the Job Seeker > Core
Services > Basic/Employment History and Desired Employment
screens. The Job Seeker existing skills display on the left and the needed
skills display on the right. This screen is view-only.

Step 2 Click > Door to exit.
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Job Seeker

Assessment - Initial Assessment - SCAN Skills Tab

The Secretary's Commission on Achieving Necessary Skills (SCANS) identified
‘Workplace Know-How’ as containing five competencies and a three part foundation of
skills and personal qualities needed for solid job performance. The three part foundation
includes: Basic Skills, Thinking Skills, and Personal Qualities. The five competencies
include Resources, Interpersonal, Information, Systems, and Technology.

Start SKIES Welcome Screen

Step 1 Select a Seeker. On the Menu Bar, click > Job Seeker > Assessment >
Initial Assessment > Employment History > SCAN SkKills.

b Seeker | Brovider Employer o zij2 Repors Help Window

Core Services IE you are logged into SKIES TRAINING _ﬂ] ST0M0 4.01.1

Seeker Programs

Seeker Senvices
LI—] ment i =  ees—————n——ss M

Senvice(s) Plan Comprehensive

Job Placement Surnmary

Training Registration

ChligationsMouchers/Payments

Eallow Up

Cartespondence

Testing

ervices, Knowledge &
aRoleantn s wrmation Exchange System
Mass Call In

Group Service(s)

Senice Referrals

Group Correspondence m EMPLOYER PROVIDER Request for Service

You have 0 appointments scheduled for today.

Change Login Office Selection 7

B - Job Seeker June 2008 18
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The Initial Assessment - SCAN Skills screen displays.

1217

E]E]@] [ [soNSearch | Sesier®Search | ff|  ssoe0 a0

s it | Harne: MALPH, RALPH Q. 009-03-9995

BASIC SHILLS ARITHMETICAMATH '

Uses positive and negative values.
Performs multiplication and division.

Select SCAN Skills

Step 2 Click > SELECT SCAN SKILLS button. The SCAN Skills screen displays.
(The SCAN/SKill Description fields auto-fill.)

Click
BASIC SKILLS ARITHMETICIMATH !J[_
Click
L
Ferforms counting and simple addition and subtraction.aaaaaa -
Click

Fapulste
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Step 3

Step 4

Step 5

Step 6

Step 7

Click on the arrow right of the Skill Description field. A drop down list
displays. Click to select. Click > OK.

Scans_Description

£ B SKILLS READING
BASIC SKILLS LISTENINGISPEAK
BASIC SKILLS GEOQGRAPHY

BASIC SKILLE WRITING

BASIC SKILLE ARITHMETICIMATH
WORKFPLACE INFORMATION COMPETENCIES INTERFPRETSIC QMM
WORKPLACE INFORMATION COMPETEMNCIES ORGANIZEMAINT
WORKPLACE INFORMATION COMPETEMNCIES ACQUIRES INFO
WORKPLACGE INTERPERBOMNAL COMPETEMC MEGOTIATES
WORKPLAGE INTERPERSONAL COMPETEMG. . TEACHES OTHERS
WORKFLACE INTERFERSONAL COMPETEMC...  EXRS LEADERSHIP
WORKPLACE INTERPERSONAL COMPETEMC...  TEAM MEMBER
WORKPLACE INTERPERSONAL COMPETEMC..  SERVES CLIEMTS
WORKPLACGE INTERPERBOMNAL COMPETEMC DIVERSITY
PEREOMAL QUALITIES SELF-ESTES
PERSOMAL QUALITIES SELFE 2 IAGEMENT

Click

=

Select a SCAN Skill level and click on the appropriate radio button (Rank
Expertise from 1 through 10 - 10 is expert.). Double click on the Level
Description line to view a complete skill level description. SKIES allows
one skill level and one description at a time. There is no limit to the
number of entered SCAN skills. Click > POPULATE button. Click >
RETURN button.

The SCAN Skills screen displays with the SCAN/Skill Description and
Skill Level Description fields completed.

SCAH Skills
Scan Description Skill Description
[BasIC SHLLS |4RITHMETICMATH
[WORKPLACE INTERPERSONAL COMPETENCIES |SERVES CLENTS
[PERSOMAL QUALITIES |SELF-ESTEEM
|PERSONAL QUALITIES |zociaL
Skill Level Description /\

Uzses algebraic andfor geometric formulas or equations to solve workplace problems.
Calculstes measurements of complesx or irregulsr geometric shapes.

Applies formulas to convert within or between systems of measurement.

For example, converts hours to minutes or miles ta kilometers.

Select SCAN Skils

To delete a SCAN Skill, highlight the skill and click > X icon on the Tool
Bar.

Click > SAVE.

Click > Door to exit.
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Job Seeker

Assessment - Initial Assessment - Education History Tab

Start SKIES Welcome Screen

Step 1 Select a Seeker. On the Menu Bar, click > Job Seeker > Assessment >
Initial Employment > Employment History > Education History.

Click
Core Semnices HIE you are logged into SKIES TRAIHING _ﬂ] STOM0 4.01.1
Seeker Programs
Click —

Senice(s) Plan Comprehensive
Joh Placement Surnmary
Training Registration
Ohligationsiouchers/Payments
Follow Up ]
Correspondence

Testing

ervices, Knowledge &
Applicant Info wmation Exchange System

Mass Call In
Group Service(s)
Service Referrals

Group Correspondence m EMPLOYER PROVIDER Request for Servige

You have 0 appointments scheduled for today.

Change Login Office Selection ?

The Initial Assessment - Education History screen displays. The
Assessment Creation Date auto-fills with the current date. To change the
date, type over the data (date cannot be greater than today's date). The
Assessed By defaults to the User Name signed into the system. To
change the Assessed By, click on the arrow for a drop down list. Click to
select the Name.

Click > OK.
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Er
3 sment- Education History -
sK{Es E‘ E EI E @ SSN Search | Seeker ID Search ‘ E JS080 4.11.2
et «| Hame: DOO, SCOOBY B. 009-00-4141 1a2|
Employmert History  Desired Employmert OMNET Skills SCAN Skills Ed Histary l Ed lssues
Assessment * Schooling
Aszessment Crestion Dete ,W * Highest School Grade Completed |11TH GRADE COMPLETED ;I
i i LI} O b
e |STU032, TRANNG J * Attained Certificste of AttendancefCompletion? es 0
Certificates L *Is the Seeker currently in School? CMl o @ves T No
'\~ Certificates Of Training Completed School Type HIGH SCHOOL J
\ Certificate Hame
|High Schoal Diploma - EEmn e
| Institution
I ‘:| |Lower Columbia College .5
| - ! 2
City State Zountry
Organization ‘LONGVIE\N j WA, ;‘ UMITED STATES ;‘
|Pasca High Schaol Degree Completion Dete
[H&H SCHOOL GRADUATE | [o2m1r2002
State: Courtry Completion Date Maiar Minor
[wea | =] [UMTED 5TATES = | [oziizo0z ‘ |
Step 2 Certificate information auto-fills with data entered on the Job Seeker >

Core Services > Basic General/Education screen. Add or delete
certificates on this screen.

Enter the name of the Certificate. When all data fields are complete and
another data field is needed, click to highlight a field, and click > Plus (+)
Sign on the Tool Bar.

Step 3 Enter the name of the Organization awarding the Certificate.

Step 4 Click on the arrow right of the State data field. A drop down list displays.
Select the State. Click > OK. United States auto-fills in the Country data
field.

Step 5 Enter the Completion Date using mmddyyyy format.

Step 6 In the Schooling section, click on the arrow right of Highest School Grade

Completed data field (auto-fills from Core Services > Basic > Additional
screen). A drop down list displays. Click to select the appropriate level of
education.

Note: Required to create or update when Attained Certificate of Completion/Attendance
is N/I or No.

Step 7 The Attained Certificate of Completion/Attendance radio button defaults to
N/I. Click > YES or NO.

Note: When Highest School Grade Completed is blank; Attained Certificate of
Completion/Attendance must be YES.



Step 8

Step 9

Step 10

Step 11

Step 12

Step 13
Step 14
Step 15

Step 16

Is the Seeker currently in school? (auto-fills from the Job Seeker > Core
Services > Basic/Additional screens.) Click on the appropriate radio
button. When YES, the Where? data field activates. Click on the arrow
right of the data field for a drop down list. Click to select the type of
school. Click > OK.

In the Education History section, enter the name of the institution(s)
where the Job Seeker attended.

Click on the arrow right of the City field. A pop-up search screen displays.
Use the Find feature. Click to select the City. Click OK.

Click on the arrow right of the State field. A drop down list displays. Click
to select the State. Click > OK. United States auto-fills the Country data
field.

Click on the arrow right of the Degree field. A drop down list displays.
Click to select the Degree. Click > OK.

In the Completion Date field, enter the date using mmyyyy format.
When appropriate, enter the Major and Minor.
Click > SAVE.

Click > Door to exit.



Initial Assessment — Education History

Fields

Data

Assessment Creation Date

Auto-fills with today’s date. To change,
click to highlight and type over.

Assessed by

Defaults to the User (person who is
logged-in).

Certificate Name

Auto-fills from Job Seeker > Core Services
> Assessment > Initial
Employment/Education History.

Organization

Auto-fills. Enter or delete information.

State Click to select from a drop down list.
Click > OK.
Country Auto-fills.

Completion Date

Auto-fills or enter using mmddyyyy format.

Highest Grade School Completed

Auto-fills.
* Required

Attained Certificate of
Attendance/Completion?

Default N/I. Click > YES or NO.
* Required

Is the Seeker currently in School?

Default N/I. Click YES or No.

School Type When previous question is YES, click for a
drop down list. Click to select. Click > OK.

Institution Auto-fills. Enter or delete information.

City

State

Country

Major

Minor




SKIES Staff User Guide Employment Security Department

Job Seeker

Assessment - Initial Assessment - Education Issues Tab

Start SKIES Welcome Screen

Step 1 Select a Seeker. On the Menu Bar, click > Job Seeker > Assessment >
Initial Employment > Employment History > Education Issues.

Core Bervices ) sToa014
Seeker Programs

Seeker Services

Digplay
Service(s) Plan Comprehensive
Job Placement Summary
Training Registration
Obligationsivouchers/Payments
Eollow Up

Correspondence
Testing

ervices, Knowledge &
Applican Info wmation Exchange System

Mass Call In

Group Service(s)
Service Referrals

Group Carrespandence m EMPLOYER PROVIDER

You have 0 appointments scheduled for today.

Change Login Office Selection ?

The Initial Assessment-Education Issues screen displays. The
Assessment Creation Date auto-fills with the current date. To backdate
the date, type over the data (date cannot be greater than today's date).
The Assessed By defaults to the User Name. To change the Assessed
By, click on the arrow for a drop down list. Click to select the Name.
Click > OK.

Functions Administrative Reports Maintenance Help Window
o8 Initi
SKFE S3h Ssarch ] Seeker ID Search ] ﬁ J5080 4.11.2
el bt e 009-00-1 41 a2
Ed Issues l
Training
Assessment Crestion Date |03” 942003 CPRIFirst Ald Training
Assessed By |[STUD3Z, TRAIMNG | [Training Programs
Mat Completed
L
* Seeker's Primary Language  [EMGLISH = ResumeCover Letter
Interests, Aptitudes &
* Iz Seeker's English il
] ee. Br's Pg |s. : o ves @G Meed For More Training
Speaking Ability Limited?
Basic Education Skills Pell Grant
Pell Grart Statuis
. (M, APPLICATION PERDING =
nes Seeker Lac o ®ves (o
Basic Education Skils?
IZ3IC ucation s Service Status
Go To Test Scores Service Needs Indicator Service Needs Ranking
[ 4
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Step 2 In the Language section, click on the arrow next to the Seeker's Primary
Language data field. A drop down list displays. Click to select the
Language. Click > OK.

"Is Seeker's English Speaking Ability Limited?” Default N/I. The
answer may auto-fill from the Job Seeker > Core Service >
Basic/General screen.

Language
Seeker's Primary Language  [SPAMNISH =]
Iz Seeﬁer's E.r.lglish . . o e
Speaking Akility Limited?

Step 3 In the Basic Education Skills section, answer the question, “Does the
seeker lack basic education skills?” Default N/I. Click > YES or NO.

Click > YES or NO

Basic Education Skillz

Does Seeker Lack

® - r
Basic Education Skills? i L

d

o To Test Scores | =

Step 4 Click > GO TO TEST SCORES button. The Test Assignment and
Scoring-Assign screen displays. See the Job Seeker >Testing for
information to complete the Seeker Test Assignment.

SK Es -. EE E = JS210 4031

s ot d | o DOO, SCOOBY B 009-00-141
Assign { Grade Individuzal Grace Group Completed

Seeker Test Assignment

Aszign Test

Staff AssigringTest |STEPHANE HINZEL

Administratar Mame | Phone
Test Mame | ;‘
Currently Assigned Tests
Test hame Testing Area Pre or Post?

-

—r

=




Step 5 In the Training section, enter data/information about Training
Programs Not Completed; and Interests, Aptitudes & Need For More

Training. Double click for the Editor.

Training

Training Programs
Mot Completed

Lze thiz data field to enter information on ary training
programs not completed by the Job Seeker.

Meed For Mare Training

Lze this data field to enter information on interests,
Interests, Aptitudes & aptitudes, and need for mare training.

Step 6 Under Pell Grant section, click on the arrow right of the Pell Grant Status
field. A drop down list displays. Click to select a Status.

Click > OK.

Pell Grant Status |

Pell Gra

hd

Pell Grant Status

FPell Grant Status

MO, APPLICATION PENDIMG

MO, APPLIED FOR BUT DEMIED
MO, MO APPLICATION SUBMITTED
YES, ENTER PELL AMOUNT FOR SC

Pell Grant Status

Pell Grant

|NCJ, MO APPLICATICON SUBMITTED

hdl

Step 8 Click to check mark the Service Needs Indicator when appropriate. When
the Service Needs Indicator field, the Service Needs Ranking data field
activates. Enter the rank from one to five per the ROMA Barrier indicator.
Rank defaults to ‘1’ (most severe). The Service Needs list displays on

the Service(s) Plan screen.

Service Status
=ervice Meeds Indicator

v

=ervice Meeds Ranking

5




Step 9 Click > SAVE.

Step 10 Click > Door to exit.

Assessment — Initial Assessment — Education Issues Tab

Fields

Data

Assessment Creation Date

Auto-fills with today’s date. To change,
click to highlight and type over.

Assessed by

Defaults to the User (person who is
logged-in).

Seeker’s Primary Language

Auto-fills when selected on the Job Seeker
> Core Services > Basic/General screen.
To enter English or to change, click on the
arrow. A drop down list displays. Click to
select the language. Click > OK.

* Required
Is Seeker’s English Speaking Ability Default N/I.
Limited? * Required

Does Seeker Lack Basic Education Skills?

Default N/I Click > YES or NO.

Go To Test Scores

Click > Go TO TEST SCORES button to
view test scores.

Training Programs Not Completed

Enter the names of any training program
the seeker did not complete.

Interests, Aptitudes & Need For More
Training

Enter interests, aptitudes & need for more
training.

Pell Grant Status

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

Service Needs Indicator

Does the Job Seeker have any service
needs? Click to check mark YES.

Service Needs Ranking

When Service Needs Indicator is check
marked, default for Service Needs Ranking
is 1 (most severe). Enter the correct
Service Needs Indicator (based on the
ROMA barrier indicator).




