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           Important Facts
    
Overview
)Process:  Job Order Reports
Several reports are available for staff to monitor job orders in Services, Knowledge & Information Exchange System (SKIES).  Using job order reports can assist staff to proactively serve employers with the recruitment process.
Important Facts About This Process:
1. Staff can use various reports to monitor open orders or find employers who have not used our posting services for some time.
2. Reports include, but are not limited to the following:
a. Job Orders with a Review Date: report generates a list of job orders that have a review date within the timeframe selected.  Staff can use this report for job orders that are: On Hold, Pending, Opened, Referred, Placed, or Closed. 
b. Job Orders Open with Employer Name: report will give staff a list of all Open job orders.  This report is only for internal use since it provides employer names. 
c. Job Orders Open without Employer Name: report works the same as the Job Orders Open with Employer Name, but can be distributed to customers.
d. Job Orders Search by Close Date: report allows searching for all orders that will close during a specific date range for a specific office.  This report could be used to identify employers that have not posted a job order with the WorkSource system for some time.
e. Job Orders on Hold: report generates a list of all job orders on hold and provides the length of time the order has been on hold.  This information can help identify employers to follow up with, especially if the order has been on hold for quite some time. 
f. Job Orders Fully Referred or with No Referrals: report allows staff to select the type of job orders to include on the report.  This report shows a list of all orders that are fully referred or that haven’t received a referral. Looking at fully referred job orders allows staff to follow up with employers to make sure referred applicants met the job order qualifications. If a job order has not had any referrals after a set period of time, staff can work with the employer to revise the job description and/or qualifications listed.
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Detailed Steps
)The Reports Menu
1.  (
Select the report type you would like to run.
)From any SKIES screen, click on Reports on the menu bar, and select Case Mngt from the drop down menu (see Figure 1).  This will launch the On-Line Query Menu screen (Fig. 2)
 (
(
Figure 1 – 
SKIES 
Reports Drop Down Menu
)
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2.  (
(
Figure 2 – 
SKIES 
Case Management Reports)
)On the On-Line Query Menu, click the down arrow for Query Type, and select 
Employer from the drop down menu.
[image: ]
3. Click the down arrow for Query, and select the desired report from the drop down menu.
4. Click on the Run the Query button at the bottom of the screen to generate the report.
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