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SKIES
 (
 
 Step-by-Step
    
Important Facts      O
verview
)Process: Record Job Placement for Seekers
The purpose of recording a customer’s job placement is to capture pertinent information about the job seeker’s employment at the time of hire.  
Important Facts About this Process:
1. If a seeker gains employment through a referral to a WA job order the hire should be recorded through the JOB PLACEMENT REFERRALS tab so it reflects on the job order and within the seeker record.
2. Staff should change Job Match Status to INACTIVE if the customer is no longer seeking employment.
Process Steps:
1. Locate seeker in SKIES.
2. Change Job Match Status to INACTIVE on the Core Services – Basic – General tab.
3. Update Employment Status and enter number of hours the customer is working.
4. Determine if seeker received a job referral to employer; if yes:
a. Change JOB ORDER REFERRAL STATUS to HIRED and update employment information, (employment start date, hours per week, and wage details).
b. If seeker was not referred to a job order select the NEW JOB tab.
5. Locate employer by name or phone number.  If multiple employers are listed SELECT the correct employer from the list.
a. Staff should utilize the TAXIS record whenever possible.  TAXIS records are imported in SKIES from the District Tax Office and are considered the primary record for employers. 
6. Complete employment placement information:
a. Employment start date.
b. Hours per week.
c. ONET Code and ONET job title.
d. Wage details.

Updating Basic Seeker Information
 (
         
      
         
Detailed Steps
)Changing job seekers Job Match Status to Inactive removes them from active seeker counts for reporting purposes and from job match results from job orders.  This helps maintain accurate counts of active job seekers.
1.  (
(
Figure 1 - 
SKIES Welcome Screen)
)From the Welcome Screen (see Figure 1) click on SEEKER.
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2. Search for the customer on the Locate Seeker screen (see Figure 2) using any combination of the following information:
a. Social Security Number (SSN).
b. First and last name.
c. SKIES Seeker ID.  
d. Date of Birth.
3. Click Execute Query.  
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Detailed Steps
) (
(
Figure 2 - 
SKIES Locate Seeker Screen)
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4. From the Job Seeker drop down menu select Core Services and then Basic.  SKIES will display the General tab (see Figure 3).
5. Click Job Match drop down arrow and change status to Inactive if the seeker is no longer looking for employment. 
6. Click Employment Status drop down arrow and change status to Employed.
7.  (
(
Figure 3 - 
SKIES 
Core Services – Basic – General tab
)
)Hours (Hrs) box will appear for you to record the number of hours the seeker is employed.
 (
Change Job Match to Inactive.
) (
Change Employment Status to Employed and enter # of hours.
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Detailed Steps
)Entering Placement Information
When the Create a New Placement button is pressed, or if staff selects Job Seeker – Job Placement from the menu bar, the Job Placement – Seeker Referrals screen will display.  
If the job seeker received employment from a Job Referral, the Seeker Referrals screen will need to be updated to reflect the hire.  The New Job tab is used to enter placement information for employment obtained outside of job referrals.
Job Placement from Seeker Referral
The Seeker Referrals screen will contain a list of any job referrals the customer has received through SKIES for WA or WS job orders. 
1. Click the Job Seeker drop down menu and select Job Placement.  The Seeker Referrals tab will be displayed (see Figure 4).  
2. If the placement is for one of the job referrals listed the Job Order Referral Status will need to be updated; otherwise go to the Creating a New Placement section of this document.
a. Click the drop down arrow to the far right to change the Job Order Referral Status to Hired.
 (
(
Figure 4 - 
SKIES 
Job Placement – Seeker Referrals tab
)
) (
If your placement is listed, click to change referral status 
.
to Hired.
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3.  (
         
      
         
Detailed Steps
) (
(
Figure 5 - 
SKIES 
Job Placement – Employment Placement Information tab
)
)The Employment Placement Information screen will display.  Staff may update the employment start date and hourly wages as necessary (see Figure 5).
[image: ]Creating a New Job Placement 
If the customer obtained employment that was not a referral to a WA or WS job order listed on the Seeker Referrals tab a new employment placement record will need to be created. 
1. Click the New Job tab (see Figure 6).  This will display the Locate Employer screen.
2. From the Welcome Screen select the Employer drop down menu.
3. Choose Select. 
4. Enter the company’s name or other information you would like to use to search for the employer record (see SKIES Employer Record Search Process Aid for more information).
5. Click Execute Query.
a. If more than one record exists that matches the search criteria, SKIES will return a list for you to select from.
6. Click on the employer name to determine the source that created the record; whenever possible utilize TAXIS records.  TAXIS records are imported from the District Tax Office and are considered the primary record for employers. 
7. Click the DETAILS button to view the record without losing your search criteria.  Click RETURN to go back to the search results.
8. Click on the Select button on the left hand side on the appropriate employer record.  
NOTE: If unable to locate an appropriate employer to record the placement, contact the Business Services Unit for assistance.
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Detailed Steps
) (
(
Figure6 - 
SKIES 
Job Placement – New Job tab and Locate Employer screen
)
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After staff selects the correct employer record; SKIES will display the Employer Profile Data and Employment Placement Information on the same screen (see Figure 7).  The Employer Profile Data displayed is read only and cannot be updated from this screen.  At a minimum the following fields must completed to save the record.  
9. Employment Start Date will default to today’s date; but can be updated to reflect actual start date using mmddyyyy format.  
10. Enter Hours per week the customer will be working.  SKIES will not accept a range of hours.  If the seeker’s hours will fluctuate enter an average hours per week.
11. Click the drop down arrow next to the ONET Code field and search for an appropriate ONET Code related to the job of hire.  
12. Click the Wage Details button to enter the wages the customer is receiving.
a. To change the wage interval click the drop down arrow to the right of the Per field.
b. Enter Base Salary.
c. Click Ok.
13. Click Save.
 (
         
      
         
Detailed Steps
) (
Click to search for and ONET Code.
) (
 Click to bring up the Wage Progression Details window
.
) (
Update Employment Start Date, if needed.
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Figure7 - 
SKIES 
Job Placement – Employer Profile Data and Employment Information screen
)
)[image: ]

 (
         
      
Other Resources
         
)Policy / Mandates Informing this Process:
1. Data Sharing Policy 4013
2. Data Validation Policy 1003
3. Use of AutoCoder in SKIES




Additional Resources:
SKIES Employer Record Search Process Aid
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