[image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg]      SKIES Shortcuts
 [image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg]     	 
SKIES Shortcuts
1. Address information 
a. Mailing, Home, and Company addresses are tracked in SKIES for job seekers and employers.  If the Mailing and Home or Physical addresses are the same, staff can enter the Mailing Address information and click in the Home or Company address field, and SKIES will copy the data into the appropriate fields.  When updating address information, the Home or Company address field must be blank before the copy function will work.  
b. ZIP Code should be the first field completed when entering addresses for employers and job seekers.  SKIES will back-populate the City, State, and County fields based on the ZIP Code information. 
2. Copy and Paste are useful techniques to move free-form text in or out of SKIES.  Staff must use the appropriate keyboard shortcuts instead of right-clicking for the commands.  After highlighting the information to copy, press “Ctrl” and “C” on the keyboard at the same time to copy the data.  Click in the field or in the document where you need to paste the information. Press the “Ctrl” and the “V” keys at the same time to paste the data.
3. Date information can be entered without slashes (“/”) or dashes (“–“) and SKIES will complete the formatting.  Most date fields use mmddyyyy formatting.
4. Desired Employment (DE) checkbox can be checked next to a job seeker’s employment history record and SKIES will populate the ONET code to the Desired Employment section of seeker’s record.
5. Details button vs Select button.  If staff click on the Details button whenever available on search results screens (such as the Locate Employer or Locate Job Seeker screens), they can view additional data to determine if this is the correct record they wanted. If it isn’t, staff can go back to the results screen without losing the search criteria used.  If staff choose the Select button from the results screens, SKIES will select that specific record and will no longer show other records from the search. 
6. An Editor Box function can be accessed by double-clicking in most free-form text boxes, to expand the box to see multiple rows of text at one time.
7. [bookmark: _GoBack]Error Messages are sometimes displayed at the bottom left-hand side of the SKIES screen, on the Status / Error Message Bar.  In some instances, this may be the only communication SKIES will provide when an error occurs.
8. Job Order dates can pre-fill for staff when they create job orders.  Double click in the Job Order Open Date field and SKIES will enter today’s date. Click in the Close Date field and SKIES will enter a date 90 days from today.  Both can be overtyped.
9. Phone numbers can be entered without parenthesis or dashes, and SKIES will complete the formatting.  Staff must include area codes when entering phone numbers.
10. Quickly filter items in a drop down list by entering the first letter of the item you are searching for (using the keyboard), and SKIES will display all items that meet the criteria entered.
11. Quick Search boxes are located at the top of most Job Seeker and Employer screens.  Staff can enter a seeker’s Social Security Number (SSN) or Seeker ID and SKIES will return the new seeker’s record for that same screen.  This saves staff from having to go back to the Welcome screen to begin a new search.  The Quick Search box on an Employer screen allows staff to enter Employer SKIES ID to find the next employer.
12. Staff Programs screen allows staff to select the program under which they provided services to job seekers.  Each time staff enter services for a job seeker, SKIES will attach the program to the service.  To access the Staff Program screen, click on the Staff Functions drop down menu and click the gray button next to the appropriate program.  
13. View Seeker Summary button provides a snapshot of a job seeker’s information that includes the customer’s demographic information, last 2 Seeker Services, program involvement, last 2 Case Notes, and Initial Assessment – Employment Issues information.  The View Seeker Summary button can be found on the Job Seeker Locate Screen, the Job Seeker > Core Services > Basic screen, and the Request for Services screen. 
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