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Step-by-Step
      
 
           
Overview
)Process: Employer Record Search 
Important Facts about this Process:
1. Staff should use the Active TAXIS record whenever possible.  Employers can have more than one TAXIS record in SKIES.  The duplicate record could be an Inactive record, which should not be used.  Or it could be the business has more than one Active record for each physical location.  Searching by Active/Inactive may help narrow the search results.
2. You can search for employer records using: name of business, phone number, Unified Business ID (UBI) number, Federal Employer Identification Number (FEIN) or Job Order Number.
3. Using the Wild Card (%) can assist you when trying to locate the employer by name or any other search criteria.  Use the wild card option to exhaust all possibilities before creating a new record for the employer.
4. If the search returns multiple records you can limit the return by including City, County, or clicking the “Has Job Orders” check box as additional criteria.
5. Click on the employer name to see the source of record creation; use TAXIS records whenever possible. 
6. If you find multiple records for the same employer notify the local Business Services member responsible for merging employer records so they can clean records up if necessary.
7. If only one record is found SKIES will open to the Employer Profile tab.
8. Other tools can be used to locate an employer’s information:  Department of Revenue, Department of Labor & Industries, State of Washington Business Licensing Service, city, or county websites.  For tips on using these and other sources, see Finding Employer Records. 
Process Steps:
1. From the EMPLOYER drop down menu click on SELECT.
2. Search for the employer using any combination of information available: name, phone number, UBI number, etc.  If multiple employers appear in the Results Screen, click on the name of each record to determine how the record was created.  
3. Click on the Details button on the right-hand side of employer information to review the employer information without losing your previous search results (remember to click RETURN at the top of the screen to go back to results).
4. Once you find the correct record click SELECT on the left-hand side and SKIES will open to the Profile tab. 
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Detailed Steps
)Locating an Employer Record
In the past, staff employer records were created by all staff and would be added to SKIES any time an employer could not be found.  This led to multiple records for the same employer.   Now only select staff is able to create employer records to prevent duplication.  When selecting an employer record to use, you want to make sure it comes from TAXIS, which is imported from the District Tax Office.  Records that are imported from the TAXIS database are identified as TAXIS DATA CONVERSION (imported when SKIES was implemented) or TAXIS INTERFACE (imported from TAXIS after SKIES implementation).  
If you find multiple records for the same employer, contact the WorkSource representative who has the Employer Merge role to combine the records.  It is helpful if you can provide the SKIES Employer ID numbers to the Employer Merge contact so he or she know specifically which records need to be merged.
1. From the Welcome Screen select Employer drop down menu.
2. Choose Select. 
3. Enter the company’s name or other information you would like to use to search for the employer record.  
a. Searching for an employer record can be difficult.  Using the wild card (%) will help to find the right record.  For example: If you are searching for UPS you could enter U%P%S% and SKIES would return records that had any combination of the letters.  This would help to identify the various entries listed for UPS, including U P S, U.P.S and United Parcel Services.  
Searching Tips:
· The wild card can be used with characters in any of the search fields.
· Employer names that begin with “A” or “The” may not be included in the name field in SKIES.  Try searching without the words or use the wild card at the beginning of the name.  
· If the employer name contains punctuation (commas, apostrophes, etc.) exclude from your search criteria.  Records that are populated from TAXIS will not contain any punctuation.
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Detailed Steps
)Click Execute Query.
a. If more than one record exists that match your search criteria, SKIES will return a list for you to select from.
b. When the results return one record with TAXIS DATA CONVERSION and an identical record with TAXIS INTERFACE.  The TAXIS INTERFACE record is typically the most recent one for the company.
c. When staff do not find a record for the employer it could be because:
i. The company opened another location after the original TAXIS record was imported in SKIES.
ii. The employer is doing business under another name.  Utilizing the resources listed under Important Fact #8 can help locate the employer’s actual company name.
iii. The company is exempt from Unemployment Insurance (UI) taxes.

5. Click on the employer name to determine the source that created the record; whenever possible utilize Active TAXIS records.
6. Click the DETAILS button on the right-hand side of the employer information to view the record without losing your search criteria.  Click RETURN to go back to your search results.
7. Click on the Select button on the left-hand side on the correct employer record.
 (
Click Select button to select appropriate record.  A Check mark in “Has Job Orders?” check box indicates the employer has job orders attached to their record.
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Click on the Name to see the source of creation for the record; TAXIS records should be used whenever possible.
) (
Click Details button to review the record without losing search results.
)
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