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Step-by-Step
 
 
Important Facts 
Overview
)Process: Enroll In WorkFirst: SKIES
The process of enrolling a WorkFirst Participant into the Services, Knowledge and Information Exchange System (SKIES).
Important Facts About This Process:
1. The ESD WorkFirst Counselor determines if participant is appropriate for Job Search.  If the participant is found appropriate for participation, the WorkFirst counselor enters enrollment into SKIES. 
2. A participant determined not appropriate for Job Search is referred back to DSHS (see Refer Back (RB) Process Aid.
Process Steps:
1. From the SKIES Welcome Screen, click on SEEKER.
2. Search for the seeker using any combination of information available: SSN, first and last name, date of birth, etc.
3. Once you find the correct record, click on Job Seeker drop down menu and select Seeker Programs.
4. Click on the drop down arrow to select program of enrollment for the customer.  (HINT: Enter the first letter or two of the program you want and SKIES will display only programs that begin with that letter). 
5. Double click the program to return to the Program Enrollment screen.
6. Start Date will default to today’s date but can be back dated to actual date of enrollment. 
7. Click the drop down arrow and double click on Participant.
8. Staff Name will default to your name and can be updated if you are entering for a co-worker.
9. Staff Office will default to the office you are logged into.
10. Comments is a free form text box to provide additional comments if required by your program.
11. Click Save.
12. Enter End Date for program completion and update Program Status to Program Concluded once customer has finished participation. 
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Detailed Steps
)Program Enrollment
When a participant has been determined Job Search Ready by an ESD WorkFirst Counselor this information needs to be recorded in SKIES with the actual date of enrollment.  Once a customer is no longer participating in the program the staff member will need to update the program status.
1. From the SKIES Welcome Screen, click on SEEKER (Figure 1).
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Figure 1–
SKIES Welcome Screen)
)
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2. The Locate Seeker screen will come up (see Figure 2).  Search for the seeker using any combination of information available: SSN, first and last name, date of birth, etc..  HINT: Searching for a job seeker by name can be difficult; using the wild card (%) when searching will help you find the right record.
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Figure 2–
SKIES 
Locate Seeker
 Screen
 and Wild Card Search Results
)
)
 (
2.  Participant’s name is: John Peterson.   John could be spelled several ways.  Peterson could be spelled with “son” or “sen” at the end.  Entering the wild card (%) between the “s” and “n” caused all records to display.
)
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3. Once you find the correct record, click on Job Seeker drop down menu and select Seeker Programs (see Figure 3).
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Detailed Steps
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Figure 3–
SKIES 
Job Seeker Drop Down Menu
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4. Click on the drop down arrow to select program of enrollment for the customer (see Figure 4).  (HINT: Enter the first letter or two of the program you want and SKIES will display only programs that begin with that letter). 
5. Double-click the program to return to the Program Enrollment screen.
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4.  Get drop down menu of programs, or use search hint to find
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5. Double-click on desired program, or select program and click on 
O
K
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Detailed Steps
) (
8. – 10. Staff Name, Office and Comments text box
) (
7. Program Status
) (
6. Start Date
) (
(
Figure 5–
Program Enrollment
 Screen)
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6. Start Date will default to today’s date but can be back dated to actual date of enrollment. 
7. Click the drop down arrow for Program Status and double click on Participant.
8. Staff Name will default to your name but can be changed to entry on drop down list if you are entering for a co-worker.
9. Staff Office will default to the office you are logged into.
10. Comments is a free form text box to provide additional comments if required by your program.
11. Click Save icon.
12. Once customer has finished participation:
a. Enter End Date for program completion using mmddyyyy format – e.g., 10282011; 
b. Update Program Status to Program Concluded by clicking the drop down arrow and double clicking on Program Concluded; and
c. Click Save.
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Detailed Steps
)WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy / Mandates Informing this Process:
1. RCW 74.08A.240 & 250 
2. WAC 388-310-0400 
3. WorkFirst Standards Item 2 
4. WorkFirst Handbook Chapter 4.1.2 –Employment Services 
5. WorkFirst Handbook 4.2.2-Job Preparation/Job Search 
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( Figure 4 – SKIES  Job Seeker Drop Down Menu  


image7.png
Frograms
WORK OPPORTUNITY TAX CREDIT
WORKER RETRAINING

WORKERS AND CAREERS
WORKFIRST JOB PREPARATION





image8.png
Progra

eaker Services DSHS Refer
Program Hame. _ Sesker Servies |

Date
[

[pisplaystect rom List




image9.png
Im:

SKIES| L F=u ] [ [sosswen | Sekersemcn) sswoasnre

i iy | Wame: PETERSOM, JOHN W. 009-00-2261

Program Enrollment

[E— DSHS Referral__Enrolment Program
Program Hame [ | Date | StartDate. EnaDate Program Status Veltion
I =l 11082011 [ =) vew |5
[ - I I < e | |
[ - [ [ [ -] e |
[ | | | | = el
Select Job of Distocation
Staff assigned o program Rolated fields required
stafthame [ruoss, RaNNe |+

Statt Office |

Commerts




image1.png
‘75 Startup - Welcome Sereen

SKIES

Services, Knowledge &
Information Exchange System

Current office
BELLINGHAM TECHNICAL COLLEGE




image10.jpeg
WORI$0MTC€




