 (
Step-by-Step
      
Important Facts
      
Overview
)Process: Seeker Services  
Staff record services provided to job seekers on the Seeker Services screen in the Services, Knowledge, & Information Exchange System (SKIES).  The Seeker Services screen is typically used when customers do not have a Service(s) Plan.  
Important Facts about this Process:
1. Staff must accurately reflect services provided to the customer in order to provide a historical representation of the seeker’s previous job search assistance. 
2. Reviewing the Seeker Services screen can assist staff in providing the most relevant services needed.
a. SKIES creates a system generated service for Initial Assessments and Job Referrals.
3. A complete list of services appears on the Services Catalog (formerly Chart of Statewide Services) located on Inside SKIES.  Locally created services are not included in the Services Catalog.  Check with your supervisor for a list of locally used services.
Process Steps:
1. From the SKIES Welcome screen click on SEEKER.
2. Search for the customer on the Locate Seeker screen.
a. If a customer is not in SKIES, a new record will need to be created by clicking the New Seeker button and completing the Short SKIES Registration at a minimum (see the Short SKIES Registration Process Aid for detailed information).
3. If a customer is in SKIES, click the JOB SEEKER drop down menu and choose Seeker Services.  Click on Seeker Services to record service(s) that were provided to the customer.
a. Click in a blank row to record a new service.  If there is not a blank row available, click the green “+” sign.  Or click the Select Multiple Services button to add multiple items.
b. Update the date using mmddyyyy format if the service was provided in the past.
c. Click the drop down in the Group field to select the Service Type Category.
d. Double-click the Group Type Description for the service provided to the customer.
e. Click the drop down arrow in the Description field to select the actual service(s) the seeker received.  Click the Select to Complete button.
f. Click the drop down arrow in the Program field to relate the service to a specific program.
g. Click Save to record the service(s).

 (
Detailed Steps
)Record Seeker Services
1. From the Welcome Screen click on SEEKER button (see Figure 1).

 (
(
Figure 1–
SKIES Welcome Screen)
)
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2. Search for the customer using Social Security Number (SSN), first and last name, or SKIES Seeker ID on the Locate Seeker screen.  If searching for a customer by name, the wild card (%) can be used to find the customer’s name (see Figure 2).  When searching for a customer who has a common name, staff can include the mailing city, street city, gender, date of birth, or any combination of the data available to limit the number of records that are returned.



 (
         
      
         
Detailed Steps
)[image: ] (
(
Figure 2–
SKIES 
Locate Seeker
 Screen
 and Wild Card Search Results
)
)
 (
Customer’s name is: John Peterson.   John could be spelled several ways, e.g., with “son” or “sen” at the end.  Entering the wild card (%) between the “s” and “n” causes all records to display.
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3. If customer is not in SKIES, click on New Seeker to create a new record.  This will bring you to the Core Services > Basic > General tab to begin entering information (see the Short SKIES Registration Process Aid for detailed information).  


4.  (
         
         
  
      Detailed Steps
         
)If a customer is in SKIES, click on the Job Seeker drop down menu and select Seeker Services (see Figure 4) to enter the service(s) given to the customer.  It is important to record all services provided to the job seeker.  
 (
(
Figure 4 – 
SKIES Job Seeker Drop Down Menu Seeker Services Selection
)
)
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a. On the Seeker Service screen (see Figure 5) click in a blank row to record a new service.  If there is not a blank row available, click the green “+” sign.  Click in a blank row to record a new service.  If there is not a blank row available, click the green “+” sign.
Note:  The select Multiple Services button is another way to add multiple services.  When using this option, there is an additional field available that will allow you to filter the services listed by Service Type.
b. The date field will default to today’s date.  Staff can update the date using mmddyyyy format if the service was provided in the past.  SKIES will not accept a future date.


 (
         
         
  
      Detailed Steps
         
) (
Click to add a blank row to record the service(s).
) (
Select Multiple Services is another way to select more than one service for the customer.
) (
(
Figure 5 – 
SKIES Job Seeker - Seeker Services Screen
)
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c. Click the drop down in the Group field to select the Service Type Category (see Figure 6).  
d. Double-click the Group Type Description for the service provided to the customer.  The list of Group Types displayed is based on the Service Type Category that was previously selected.


 (
         
         
  
      Detailed Steps
         
) (
(
Figure 6 – 
SKIES Job Seeker - Seeker Services Screen – Service Type Category and Group Type Selection
)
)
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 (
Double-click the Service Type Category for the service(s) provided.
)
 (
Double-click the Service Group Description for the service(s) provided.
)
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 (
C
lick 
the drop down arrow to select Group Type.
) (
C
lick 
the drop down arrow to select Service Type Category.
)



e. Click the drop down arrow in the Description field to select the actual service(s) the seeker received.  A popup box will display (see Figure 7) all services that match the Service Type Category and the Group Type Description selected.  Check the Select box next to each service provided.
f. Click the drop down arrow in the Program field to associate the service to a specific program.


 (
         
          Other Resources
  
      Detailed Steps
         
) (
(
Figure 7 – 
SKIES Job Seeker - Seeker Service Description Selection
)
)
 (
Check the box(es) to record the services provided. 
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 (
Staff can select a program to associate with the service(s) 
)






 (
Click the Select to complete button. 
)




g. Click Save to record the service(s).



Policy / Mandates informing this process:
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