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Important Facts  
      
Overview
)Process: Job Order Overview
WorkSource staff create job orders on behalf of employers utilizing the Services, Knowledge & Information Exchange System (SKIES).  Staff-created openings are posted on www.Go2WorkSource.com (go2) as part of the Public Labor Exchange System.  
Important Facts About This Process:
1. Job order information in SKIES represents orders entered by staff (orders with a WA prefix) and orders entered by employers (orders with a WS prefix) through the Go2WorkSource.com (Go2) website.
2. A job order can be in one of six distinct statuses:
a. OPEN indicates referrals are still being accepted for the position.
b. REFERRED means the job order has reached the maximum number of referrals requested.
c. A job order is placed on HOLD by the staff member monitoring the job order.
d. PLACED means all openings have been filled by referred candidates. 
e. Job orders are CLOSED when they reach the job order close date or the openings are not filled or the employer hired is someone not referred through WorkSource.
f. PENDING job orders are entered in the system with a future date and will not post to Go2WorkSource.com until the open date is reached.  Referrals cannot be made on PENDING job orders. 
3. A specific number of referrals are set for each job order, but can be adjusted later.  SKIES will automatically show the total number of referrals granted.  
4. The Make Referrals tab shows all referrals made to the job order, and allows staff to perform a job match to find applicants that meet job order specifications, or update referral status.
5. Special Instructions are specific notes entered from the job order screen.  They are used as a communication tool to give referring staff instructions and pertinent information needed in the referral process.  Only one Special Instruction note can be added to a job order.
6. Detailed information can be found in the Job Order Creation and Job Order Monitoring Process Aids.
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Referral and placement information lets staff know how many referrals remain and how many placements have been recorded.
) (
Job order status
)Job Order Overview
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The job order provides details about openings posted by staff (WA job orders) in SKIES and orders posted by employers (WS job orders) on the Go2 site.  Job orders are available for review on Go2 site.  SKIES communicates every 15 minutes with the Go2 site to exchange job order information.
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The Make Referrals tab shows all customers and their referral status for a given job order (staff must select Referred to Employer as the Job Referral Status to complete the referral).   Staff can print a list of the referrals with or without applicant SSNs.  HINT: Double click on the Last Name column to sort candidates by last name, in ascending order.  The Match Seekers function will allow staff to search for qualified applicants that meet the job order specifications (see Job Match Employers Process Aid).
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The SUMMARY tab shows all job orders (WA and WS) that have been posted for a specific employer.  The SUMMARY tab can be sorted by job order number, job title of the job order, job order status, number of openings, or open/close dates.
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