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Process: ONET/NAICS Search and Coding (AutoCoder)
Several areas within the Services, Knowledge & Information Exchange System (SKIES) use special occupational and industry codes known as ONET and NAICS codes, respectively.  Both of these code sets encompass the AutoCoder system in SKIES. SKIES is the primary management information system used statewide for federal, state, and local performance tracking. 
Important Facts about this Process:
1. Occupational Information Network (ONET) Codes are used to identify job titles associated with previous employment, desired employment, employment/training goals, job orders, and placements.
2. North American Industry Classification System (NAICS) Codes are used to identify the type of industry associated with an employer. 
3. The ONET and NAICS Search tools in SKIES can be accessed on a variety of screens in nearly every area of SKIES.  Typically it is accessed by clicking on a dropdown arrow next to an ONET Code or NAICS Code field.
4. The ONET Search tool offers three fields to search by: Code, Title, and Description.  
5. The NAICS Search tool contains two fields to search by: Code and Description. It is recommended to search by only one field at a time.
6. Avoid using the wildcard (%) when searching by Title, as it may interfere with returning the highest quality results.
ONET Search Criteria Popup Box Process Steps:
1. From a selected job seeker or employer screen in SKIES click the ONET Code drop down arrow.
2. The ONET Search Criteria popup box will display (see Figure 1 on pg. 2).
3. There are three ways to search for ONET codes and view code detailed descriptions:
a. Code: This field is the most difficult to search by, as staff need to have an idea of what number the occupation or industry being searched for is coded under.  The ONET Online website is a good resource to use when trying to search by an occupation’s ONET Code.  http://online.onetcenter.org/.  
b. Title (ONET only): Use the Title field when searching for a specific job title.  Because a particular occupation may be known by many different names, staff may need to search using different keywords to find the occupational title being sought.
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)Description: The Description field can be used to search for occupations or industries based on the description of that occupation or industry, such as the occupation’s overview and specific job duties or the type of products an industry might provide.
4. Click Find button to locate possible ONET Code matches based upon the criteria you entered in one of the three search fields.
5. Click the Clear button to erase all criteria you entered in Code, Title, or Description.
6. Click the Help button to view helpful hints for completing a successful criteria search.
7. Click the Return button to exit the popup and view your previous SKIES screen.

Figure 1: ONET Search Criteria Pop Up Box
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NAICS Search Criteria Pop Up Box Process Steps:
1. From a selected job seeker or employer screen in SKIES click the NAICS Code drop down arrow.
2. The NAICS Search Criteria popup box will open (see Figure 2 below).
3. There are two ways to search for ONET codes and view code detailed descriptions:
a. Code: This field is the most difficult to search by, as staff need to have an idea of what number the industry being searched for is coded under.  The U.S. Census Bureau’s website is the best resource to use when trying to search by an industry’s NAICS Code.  http://www.census.gov/eos/www/naics/
b. Description: The Description field can be used to search for industries based on the description of that industry, such as the industry’s overview and specific duties or types of products an industry might provide.
4. Click Find button to locate possible NAICS Code matches based upon the criteria you entered in one of the three search fields.
5. Click the Clear button to erase all criteria you entered in Code, Title, or Description.
6. Click the Help button to view helpful hints for completing a successful criteria search.
7. Click the Exit button to exit the popup and view your previous SKIES screen.

Figure 2: NAICS Search Criteria Pop Up Box
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