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Process: Employer Services
 (
Overview
)WorkSource staff and partners record services provided to employers in the Services, Knowledge, & Information Exchange System (SKIES).  Capturing services delivered to employers assists in providing seamless customer service to the business community.
Important Facts about this Process:
1. Each service provided to an employer (in person or via phone) should be documented on the Employer Services screen.
2. Staff must enter an employer contact name for each service.  This information is used by Labor Market Economic Analysis (LMEA) to conduct a quarterly customer satisfaction survey.   The Survey Contact Info drop down list populates entries from the Employer Contact/Benefits screen.  
3. A complete list of employer services with definitions is available from the Employer Services – Service Definition screen within SKIES.
4. When staff create job orders, refer applicants, or perform a job match from the job order, SKIES creates a correlated system-generated service for the employer in the Employer Services screen.
Process Steps:
1. From the SKIES Welcome screen click on EMPLOYER.
2. Search for the correct job order record using Job Order ID or Employer Name (see the Employer Record Search Process Aid for detailed information).
3. Click the Employer drop down menu and select Employer Services.
4. Click in a blank row to add a new service.  If the screen is full click the green plus (+) sign to add a blank row.  
5. Use the drop down arrow in the Service Type field to select the appropriate category for the service provided.  
6. Click the drop down arrow in the Service Description field and click on actual service provided.
7. Click drop down arrow in the Program field to select the appropriate program affiliation for the service provided.
8. Click OK to complete the selection.
9. Enter survey contact information.
10. STAFF COMMENTS section allows staff to enter specific information about the service.  
11. Click Save.
12. 

 (
Detailed Steps
)Entering an Employer Service
Recording employer services in SKIES identifies the specific services delivered to the employer.  Reviewing service activity is a way to identify the established level of a relationship with WorkSource and its partners.  
1. From the SKIES Welcome screen click on EMPLOYER button (see Figure 1).

 (
(
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 EMPLOYER SERVICES (see Figure 2).
 (
(
Figure 2 – 
SKIES 
Employer Drop 
Down
 Menu – Employer Services Selection
)
)
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See Figure 3 for Steps 4 - 6
4. Click in a blank row to add a new service.  If the screen is full click the green plus (+) sign to add a blank row.  
5. The Date field will populate with today’s date; update if service was provided in the past.  SKIES will not allow staff to enter a future date.
6. Use the drop down arrow in the Service Type field to select the appropriate category for the service provided.  See SKIES Employer Services Matrix for a complete list of Service Types.  
 (
Click to add S
ervice 
T
ype.
) (
Click to add a blank row.
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Figure 3 – 
SKIES 
Employer Services Screen
)
)
7.  (
Detailed Steps
)Click the drop down arrow in the Service Description field and click on actual service provided (see Figure 4).  Recording all services delivered to an employer will provide a clear picture of completed services.
8. Click OK.
 (
(
Figure 4 – 
SKIES 
Employer Services Screen – Service Description Selection
)
)
 (
Highlight service given to the employer.  
) (
Click to add specific service provided.
) (
Click OK to complete the selection.  
)[image: ][image: ]

9. STAFF NAME and OFFICE will populate based on the staff member login information and cannot be updated or changed.
10. Click the Program drop down menu to select the program affiliated with the service on the Employer Services screen.
11. Click the drop down arrow next the Survey Contact Info field (see Figure 5) and double click on the survey contact associated with the service provided. 
a.  If the contact person is not listed click Cancel to return to the Employer Services screen to add the survey contact information.
b. Click on the Employer Contact(s) button to add the contact person.
 (
(
Figure 5 – 
SKIES 
Employer Services Screen – Survey Contact Selection
)
)
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 (
Click to select Survey Contact from list.  
) (
Click to add the contact person to the Survey Contact List.  
)





c.  (
Detailed Steps
)Complete the following data entry  to create a new Survey Contact (see Figure 6):
i. Click the green plus (+) sign to create a blank record.
ii. Enter the employer representative’s first and last name in the Contact Name field.
iii. In the Contact For field record what the representative does for the company.
iv. Enter the survey contact’s job title in the Title field.
v. Staff can enter the Address for the survey contact.
vi. If staff entered the Address they will need to complete the City, State, Zip, and County fields.
vii. If the person is the primary contact for job orders check the Primary Job Order Contact box.  Employers can only have one Primary Job Order Contact.  
viii. Check the box next to Survey Contact.  SKIES will populate the Contact’s name in the Survey Contact field.
ix. Enter the phone number in the Survey Contact Phone field using the following format: 3604865555.
x. If there is an extension to reach the contact person enter it in the Ext field.
xi. Click Save & Back to Employer Service(s) to select the Survey Contact from the drop down list.

NOTE: This information will populate similar fields on the Employer Benefits/Contacts Tab.
 (
(
Figure 6 – 
SKIES 
Employer Services Screen – Survey Contact Creation Form
)
)
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12. Click the drop down arrow next to the Survey Contact Info field and double click on the newly created contact person from the list on the Employer Services screen.
13.  (
Other Resources
Detailed Steps
)Staff Comments section (see Figure 7) allows staff to enter specific information about the service.  This should be used for brief descriptions.  CASE NOTES area should be used for detailed information about contact/services to the employer since it is easier to review all at once (see the Employer Contact Process Aid for detailed information).
14. Click Save.
 (
Click Save to record the service.
) (
(
Figure 7 – 
SKIES 
Employer Services Screen – Staff Comments and Saving
)
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 (
Click in the field to enter information about the service.
)
NOTE: SKIES will display the Service Type, Service Description, and Service Definition at the bottom of the screen when staff highlights a specific service.

Policy/Mandates Informing this Process:
1. Coordinated Business Services Policy 1014 (Rev 1) 
2. Data Element Validation Policy 1002
[bookmark: _GoBack]
Additional Process Aids:
1. Employer Record Search
2. Employer Contact 
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