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Step-by-step
Important Facts
Overview
)Process: Employment Full-Time / Part-Time – eJAS Entered Employment (EE)
Full- or Part-time Employment is achieved when a WorkFirst participant obtains unsubsidized employment.
Important Facts about This Process:
1. Full-time Employment is 32 to 40 hours per week or more in unsubsidized employment.
2. Part-time Employment is up to 31 hours a week in unsubsidized employment.
Process Steps: 
[bookmark: _Toc306810058]Recording Full-Time / Part-Time Employment 
1. Collect employment information (employer name, address, phone, start date, hourly wage, hours per week, job title). 
2. On the Component Code screen in eJAS, close the Job Search (JS) component in eJAS with an Entered Employment (EE) code. 
3. On the Component Code screen in eJAS, enter the Full-Time (FT) or Part-Time (PT) component code, the number of hours per week, employment start date, and the ESD worker ID.
4. On the Employment screen in eJAS, enter the employment information including the benefits drop down section. 
5. Record the employment information in SKIES (see Record Job Placement for Seekers Process Aid), and close the WorkFirst participation in the SKIES Program screen. 
6. If the participant is receiving automatic transportation in CATS, update the auto pay screen to reflect the component change from JS to FT or PT (see the Automatic Transportation Payment (Auto Pay) Process Aid).  Remember that a WorkFirst participant entering employment can receive 2 additional payments in Auto Pay. 
7. Remind the WorkFirst participant to report to their DSHS WorkFirst Program Specialist (WFPS) their change of circumstance to see if there are any changes in participation requirements.
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Other Resoures
)WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy/Mandates Informing This Process:
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2. Recording Employment-WorkFirst Standards, Items 19A through 19F
3. Automatic Transportation Payment Auto Pay) 
4. Employment Services Step-by-Step Guide-Step V- WorkFirst Handbook 4.2.19  
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