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Step-by-Step
      
 
Important  Facts       
Overview
)Process: Record Job Placement for Employer 
When a customer gains employment through a WA job order it is important for staff to capture the outcome on the job order. Data is entered into the Services, Knowledge & Information Exchange System (SKIES).  
Important Facts About this Process:
1. Hiring information for WA job orders obtained from employers should be recorded through the Employer Job Placement screen.
2. Properly recording hires updates job orders to reflect current openings available or to close the order with placement information.
3. Staff outside of business services who receive placement information from job seekers have the ability to enter job order hiring information through job seeker screens in SKIES.  
4. After entering placement information it is important to change the customer’s Job Match Status to INACTIVE if the customer is no longer seeking employment. This takes the seeker out of active status counts and job match results which makes searching active candidates faster.
 Process Steps:
1. From the SKIES Welcome screen click on EMPLOYER button.
2. Search for the employer (see Employer Record Search Process Aid).
3. Click on Job Placement tab.
4. Scroll through job orders to find the appropriate one to enter hiring information.
5. Find referred job seeker’s name.  Highlight customer’s SSN and copy (“Ctrl” +”C” keys on the keyboard) for later use. 
6. Click HIRED next to the name of the seeker that was selected for the position.
7.  At a minimum, SKIES will require staff to enter Hours Per Week for the job seeker.
8. Update any other information that has changed since the job order was posted and customer was hired.
9. Click Save.
10. Click Job Seeker drop down menu and choose Select.
11. Paste (“Ctrl” +”V” keys on the keyboard) job seeker’s SSN in SSN field.
12. Click Execute Query to search for the job seeker.  
13. From the JOB SEEKER drop down menu click on Core Services and select Basic.
14. Change job seeker’s Job Match Status to INACTIVE, if preferred.
15. Click Save.
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Detailed Steps
)Locate the Employer Record
1. From the SKIES Welcome Screen click on Employer button (see Figure 1).  The Locate Employer screen will display.  Enter the company’s name or other information to search for the employer record (see Employer Record Search Process Aid for more information).  
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Figure 1 – 
SKIES 
Welcome Screen
)
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Record Job Placement Information for Job Orders
1. Click Employer drop down menu and select Job Placement (see Figure 2).
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Figure 2 – 
Employer Drop Down Menu – Job Placement Selection
)
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Detailed Steps
)See Figure 3 for Steps 2-8.
2.  If there are multiple job orders for the employer, staff will need to scroll through job orders until the appropriate one is found.
3. Click Job Order Details button on the right hand side of job order status to review details of the job order.
4. Select job seeker to record hiring information.  Highlight SSN and copy (“Ctrl” + “C” keys on the keyboard) to use later.
5. Check Hired? box next to name of job seeker who was hired for the position.
6. At a minimum SKIES will require staff to enter Hours Per Week for the job seeker.
7. Update any other information that has changed since job order was posted and customer was hired.
8. Click Save.
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Figure 3 – 
Employer Job Placement – Employer Referrals Tab
)
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Enter hours per week the customer will be working.
) (
Use the scroll bar to find the appropriate job order to record hiring information.  Click JOB ORDER DETAILS to review details prior to recording hiring information.
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Check HIRED box for each customer hired for that job order.
)
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Detailed Steps
)Update the Job Seeker’s Job Match Status
Changing the job seeker’s Job Match Status to Inactive prevents him/her from coming up in job match searches for employers and active job seeker counts.  Keeping this information up-to-date expedites searches.
1. Click Job Seeker drop down menu (see Figure 4).
2. Choose Select and SKIES will open the Locate Seeker screen.
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Figure 4 – 
Job Seeker Drop Down Menu – Employer Referrals Tab
)
)
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3. Paste (Ctrl +V on the keyboard) job seeker’s SSN in SSN field and Click Execute Query to find the customer (see Figure 5).
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Figure 5 – 
Job Seeker Locate Screen
)
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Paste 
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Other Resources 
 
      
Detailed Steps
)
4. From the Job Seeker drop down menu click on Core Services and select Basic, this will open the Core Services – Basic – General Tab.
5. Change job seeker’s Job Match Status to Inactive (see Figure 6).
6. Click Save.
 (
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Figure 6 – 
Employer Job Placement – Employer Referrals Tab
)
)
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 (
Change Match Status to INACTIVE to remove the customer from job match results and active seeker reports.
)





Policy / Mandates Informing this Process:
1. Employment Security Department Policy (http://www.wa.gov/esd/1stop/policies/systems.htm)  
2. Data Sharing Policy 4013
3. Data Element Validation Policy 1003
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