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Process: Employer Contact
 (
Step-by-Step
Important Facts
Overview
)WorkSource staff and partners enter pertinent details about each contact with employers in the Services, Knowledge, & Information Exchange System (SKIES).  Capturing this information maintains a record of the conversations with employers and can assist WorkSource staff and partners to provide seamless services to businesses.
Important Facts about this Process:
1. Coordinated Business Services Policy 1014 (Rev 1) requires WorkSource staff and partners to record Employer Contacts within SKIES.  Staff should provide detailed information in SKIES about their interaction with the employer.  
2. Notes regarding job orders should be entered in the Job Order Notes section.
3. Reviewing Notes can avoid miscommunication and duplication of services with the employer.
4. Job order notes are maintained within the job order itself (see Job Order Creation Process Aid for more information).
5. The Employer Notes with Action Date report will generate a list of employer notes that had an action date established within the date range.
6. SKIES will display the number of notes recorded for an employer to the left of the Notes icon.
Process Steps:
1. From the SKIES Welcome screen click on EMPLOYER.
2. Search for correct job order record using Job Order ID or Employer Name (see the Employer Record Search Process Aid for detailed information).
3. Click on the Note icon.
4. Click in a blank row to document a contact with an employer.  If the screen is full, click the green plus (+) sign to add a blank row.
5. The date will pre-fill; staff can update if the contact occurred in the past.
6. Click the drop down arrow next to the Subject field to select the best description for the employer contact.
7. Enter details about the employer contact in the Note section.
8.  (
Step-by-Step
)Staff can record a date in the Action Date field using mmddyyyy format.  
9. [bookmark: _GoBack]Click Save.  Click Door to navigate back to previous screen.

 (
Detailed Steps
)Record Employer Contact
Recording employer services is important to show the scope of work for Business Services.  It is also a way to provide detailed notes about the service provided to the employer.  Reviewing service activity is a way to identify if a relationship has been established with WorkSource or its partners.  
1. From the SKIES Welcome screen click on EMPLOYER button (see Figure 1).
 (
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Figure 1 – 
SKIES 
Welcome Screen
)
)
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2. Enter the employer’s name or other information you would like to use to search for the employer record on the Locate Employer screen (see the Employer Record Search Process Aid for detailed information). 


3.  (
Detailed Steps
)Click on the Notes icon (see Figure 2). 
The Notes icon can be accessed from the Employer Info tabs, the Employer Services Plan screen, and the Employer Services screen.
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Figure 2 – 
SKIES 
Employer Info Screen – Employer Notes Selection
)
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See Figure 3 for Steps 4-11.
4. SKIES will display the Employer Note screen.
5. Click in a blank row to document a contact with an employer.  If the screen is full click the green plus (+) sign to add a blank row.
6. The date will pre-fill; staff can update if the contact occurred in the past.
7. Click the drop down arrow next to the Subject field to select the best category to describe the employer contact.
8. Enter details about the employer contact in the Note section.
9. Staff can record a date in the Action Date field using mmddyyyy format.  
10. Click Save.
11. Click Door to navigate back to previous screen.
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                   Other Resources
Detailed Steps
)[image: ] (
(
Figure 3 – 
SKIES 
Employer Info Screen – Employer Notes Selection
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Policy/Mandates Informing this Process:
1. Coordinated Business Services Policy 1014 (Rev 1) 
2. Data Element Validation Policy 1002 

Additional Process Aids:
1. Employer Record Search
2. Job Order Creation
Revised 01/31/13	Page 2 of 4

image1.png
SKIES

Services, Knowledge &
Information Exchange System

Current office
BELLINGHAM TECHNICAL COLLEGE





image2.png
EM020 4122

o[ Eedzouen)

%] F % ] 17notes Founa

Employer: CARRI'S CUPCAKES

Employer Profile
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