SKIES Correspondence User Guide Employment Security Department

Administrative

Correspondence Maintenance (modify)

The User Profile determines the level of SKIES training and access. 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 Correspondence Profile allows access to the Administrative Menu,
Correspondence option. The Correspondence Role requires Staff and Correspondence
Profile training prior to receiving access to the Correspondence Role.

The Correspondence Role may create and maintain correspondence templates in the
User assigned office.

This section describes the Administrative Menu > Correspondence option only.

Start SKIES Welcome Screen

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

iurrespundence Iaint
TestAdministration
Tahle Maintenance

SCANE Maintenance Display
Coptract Maintenance

into SKIEY M ST0M0 Prod 4.00.00

Welcome CHEE

Services, Knowledge &
Information Exchange System

m EMPLOYER PROVIDER Request for Service

You have 0 appointments scheduled for today.

The Correspondence Maintenance screen displays.
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Administrative

El itaff Functions
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SK[ Es E E ¥ E @ Type: CORRESPOHDEHCE DIRECTED TO EMPLOYER CONCERI Type 0 Prod: 2.02
impin s g | L0GA User Group: @ITHANK YOU FOR JOB ORDER
Type of Correspondence Date Active Date Inactive

[CORRESPONDEMCE DIRECTED TO EMPLOYER CONCERMING [0150TT200H

|CORRESPONDENCE ABOUT EMPLOYER(S) DIRECTED TO SEEI|D1ID1IQDDD |
|DIRECTED TO SEEKER COMCERMING SEEKER ORLY. |D1ID1IEDDD | Group
|CORRESPOMNDENCE ABOUT SEEKER(S) DIRECTED TO EMPLO |01/01/2000 |
Correspondence Group Date Active Date Inactive
[INWITATION TO ATTEMD JOB FAIR |n1s01r2000 | =
[THAMK YO FOR ATTENDIMNG JOB FAIR |01s01r2000 | H
[THANK ¥YOU FOR JOB ORDER |o1s01/2000 | -
o Title
Title " [Cobille Job Orders Select | =
|Listing Job Crder Select H
|Placement verification Select | o
Local Text
The Correspondence Type displays on the Tool Bar (default).
The Correspondence Group displays on the Identification Bar (default).
Step 2 Click to select a Type of Correspondence (other than default).
Step 3 Click to select a Correspondence Group (other than default).
The Type of Correspondence and Group Correspondence determines the
Title of the Correspondence.
Step 4 To view and/or maintain a Correspondence template, click to highlight the

Title of the template and double click in the Local Text data field. The
Template Text screen displays.

-0r -

Click > SELECT button right of the Title data field. The Template Text
screen displays.



Step 5

Step 6

Step 7

sK{E EI E i 3‘ @ Type: DIRECTED TO SEEKER CONCERHING SEEKER OHLY. ADD20 Prod: 2.0

amnEtnegynn | LOCAl User Group: CALL IH FOR COUNSELING
Template Tile |BHAM CPP Placeholders Return
Template Text

=5YSTEM_DATE=

=5EEKER_FIRST_MAME= <=SEEKER_LAST_MNAME=
=5EEKER_ADDRESS1=

<SEEKER_ADDRESSZ=

=5EEKER_CITY> =3EEKER_STATE= =SEEKER_ZIP=

Dear =SEEKER_FIRST_MNAME:=,

Did you know when receiving unemployment insurance henefits, you are required to make an active search forwork? How's your
search gaing? Only 12% of all people who look for woark find success through newspaper want ads ar the Internet.

Modify the template by adding free form data and/or deleting free form
data. Placeholder(s) may be deleted but can not be added. To delete a
placeholder, highlight and press the Space Bar or the DELETE button on
the keyboard.

Click > RETURN button > Save.

Click > Door to exit.
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Administrative

Correspondence Maintenance (create)

Start

Step 1

SKIES Welcome Screen

Employment Security Department

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

respundence hiaint
Test Administration

Tahle Maintenance

SCANS Maintenance
Contract Maintenance

into SKIES TRAINING _ﬂ] 5T0M0 Prod 4.00.00

Display

Services, Knowledge &
Information Exchange System

EMPLOYER

PROVIDER Request for Service

You have 0 appointments scheduled for today.

The Correspondence Maintenance screen displays.

Staff Functions  Administrative

SKIES| %)% <=

Type: CORRESPOI

riz Help Window

ICE DIRECTED TO EMPLOYER COHCERI

ADO20 Prod: 2.02

S, Wawe &
T mn Local User

Group: THAHK YOU FOR John\

Type of Corresponden Date Act? “aadjyg ]
CORRESPOMNDENCE DIRECTED TO EMPLOYNCONCERNING 01/01/2000
CORRESPONDENCE ABOUT EMPLOYER(S) DIR! \'{ED TO SEEN01/01/2000 Type
DIRECTED TO SEEKER COMCERMING BEEKEFP%\ 01/01/2000

IMVITATION TO ATTEMD JOB FAIR

CORRESFOMDENCE ABCOUT SEEKER(S) DIRECTED TO @|01/01/2000
Correspondence Group ate Active Date Inactive E

2000

THARNK YO FOR ATTENDING JOB FAIR

01/ 0

THARKYOLU FOR JOB ORDER
Title

010172

Colville Joh Orders

Listing Job Order

Local Text

PlacementVerification

Select | =
_sslect | Group
Select u
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Step 2

Step 3

Step 4

E E '? E @ Type: DIRECTED TO SEEKER COHNCERHING SEEKER OHLY. AD020 Prod: 2.02

The Correspondence Type displays on the Tool Bar (default).

The Correspondence Group displays on the Identification Bar (default).

Click to select a Type of Correspondence (other than default).

Click to select a Correspondence Group (other than default).

The Type of Correspondence and Group Correspondence determines the
Title of the Correspondence.

To create a Correspondence template, click to highlight a line or click on
a line and click > Plus (+) icon to add a line. Enter the Title of the
template using free form text.

= Help Window

Sutrlewe, Hnict £ Local User Group: CALL IN FOR COUNSELING
Type of Correspondence Date Active Date Inactive

|CORRESPONDENCE DIRECTED TO EMPLOYER CONCERRING [01/01/2000 |
|CORRESPONDENCE ABOLUT EMPLOYER(S) DIRECTED TO SEEI|01/01/2000 |
|DIRECTED TO SEEKER COMNCGERNING SEEKER ORLY. |m1ro1s2000 |
|CORRESPONDENCE ABOUT SEEKER(S) DIRECTED TO EMPLO [01/01/2000 |

Correspondence Group Date Active Date Inactive
|CALL IN FOR COUNSELING |o1in1iz000 | =
|REFERRALS TO JOB FAIRS |o1in1iz000 | H
|REQUEST TO SEMD MEW INFORMATION |o1in1iz000 | =

Title

|Mass Call In Select | =
[wiarksource Affiliate Rainier Select SELECT button
| \ Seles =

Enter the Title of the template

Step 4

Click > SELECT button right of the new template title. The Template Text
screen displays.

- 0r -

Double click in the Template Text data field. The Template Text screen
displays.



Saraiees, Wl &
infarmaten Enhr':?;flln

M%) %) % &

Type: DIRECTED TO SEEKER CONCERHING

ADO20 Prod: 2.02

Local User Group: REFERRALS TO JOB FAIRS

Template Title |Annud \Spring Joh Fair
/ \Template Text

Placeholders |

Return ‘L
Nl

Template Title

Group

N\

R

ETURN button

PLACEHOLDER button

4]

Step 5

Click > PLACEHOLDER button. The Placeholder over-lay screen

displays.

Select Placehalder

Description

[<AGENT_FIRST_MNAME=

[Staff First Narme

| [<AGENT_MIDDLE_INITIAL=

|Staff Middle Initial

| |<AGENT_LAST_MAME=

|Staff Last Mame

| |<AGENT_TITLE=

|Staff Title

| [=AGENT_PRIMARY_PHONE=

|Staﬁ Primary Telephone Mumber

| [=AGENT_PRIMARY_FHOME_EXT>

|Staﬁ Frimary Telephone Kumber Extension

| |=AGEMT_FAsx=

|Staff Fax Mumber

| [<AGENT_OFFICE_MAME>

|Staff Office Mame

] |<OFFICE_ADDRESST =

|Office Street Address

__| [=OFFICE_ADDRESS2=

|Office Street Address

| |=OFFICE_CITY=

|Cffice City

| |<OFFICE_STATE=

|Office State Abhreviation

_ | |=OFFICE_ZIP=

|Cffice Zip Code

_ | [<OFFICE_PRIMARY_PHONE=

|Cffice Primary Phone Mumber

] |<OFFICE_SECOMDARY_PHOME=

|office Secondary Phone Kumber

| |<OFFICE_FAsx=

|Office Fax Murmber

| |<EMPLOYER_MAME=

|Employer Name

] |<EMPLCYER_LEGAL_EMTITY_MAME=

|Employer Legal Entity Mame

Scroll Bar

/

RETURN button

Use the Scroll Bar for a complete list of placeholders. Click > Button(s) in
the Select column left of the placeholder to select the placeholder (see
description to the left). Use free form text for the body of the template.
Use punctuation, grammar, and spaces as needed.
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Step 6
Save.

Type: DIRECTED TO SEEKER COHCERHING SEEKER OHLY.

Employment Security Department

Click > RETURN button. Edit the template, when necessary. Click >

ADO20 Prod: 2.02|

S wowtom &
e ety

(x|
Local User \

Group: REFERRALS TO JOB FAIRS

Type of Correspondence

Date Active Date Inactive

CORRESPOMNDEMCE DIRECTED TO EMPLOYER CONCERNING

01/01/2000

CORRESPONDENCE ABOUT EMPLOYER(S) DIRECTED TO SEEI

01/01/2000

DIRECTED TO SEEKER COMCGERMING SEEKER OMLY.

01/0142000

Correspondence Group

|CORRESPONDENCE ABOUT SEEKER(S) DIRECTED TO EMPLO [01/01/2000 |

Date Active Dale Inactive

‘CALL IN FOR COUNSELING

|REFERRALS TO JOB FAIRS

|REQUEST TO SEND MEW INFORMATION
Title

Annual Spring Job Fair

INYITIATION TO YETERAM JOB FAI

[o1sa1i2000 | -
[o1r0tizoon | H
[o1ro1izooo | =
dl P
T
Select

Invitation to a Job Fair
Local Text

“Seket | U Template

<SYSTEM_DATE=

<SEEKER_FIRST_MAME= <SEEKER_LAST_MAME=
<SEEKER_MAILING_ADDRESS1>
<SEEKER_MAILING_CITY=, <SEEKER_MAILING_STATE= <SEEKER_ZIF=

Step 7 Click > Door to exit.
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