[bookmark: _GoBack]Process: Short SKIES Registration 
The Short SKIES Registration contains the system required fields to save a job seeker’s record in the Services, Knowledge & Information Exchange System (SKIES).  
Important Facts about this Process:
1. The Short SKIES Registration contains 25 points of data entry to complete 
2. The WorkSource Initiative Integrated Front-end Services Policy 1010 Rev 1 requires 100% of staff assisted job seekers to have a Short SKIES Registration.
3. Seekers short registration can be created in SKIES by other data systems such as General Unemployment Insurance Development Effort (GUIDE) and the Self Service Membership System (SSMS).
4. A customer must at a minimum have a Short SKIES registration prior to recording services. 
5. Staff should search for a customer multiple ways before adding a new record to SKIES.
6. If more than one record appears to be associated with the same customer, staff should work with their supervisor to update the records appropriately.
Process Steps:
1. From the SKIES Welcome screen click on SEEKER.
2. Search for the customer using Social Security Number (SSN), or first and last name, or SKIES Seeker ID.  If searching for customer by name the wild card (%) can be used to find the customer’s name.
a. If 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 (see Detailed Steps for information about each field).
b. Otherwise, click the JOB SEEKER drop down menu and choose CORE SERVICES and click on Basic tab to enter or update necessary information to complete the Initial Assessment (see Detailed Steps for information about each field).



Short SKIES RegistrationDetailed Steps

The Short Registration includes 25 fields of required data entry.  Once this information has been entered the first time it should be updated when necessary (i.e. when a customer’s address or phone number changes, or when creating/updating the Initial Assessment).  
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.  If searching for customer by name the wild card (%) can be used to find the customer’s name (see Figure 2).  When searching for a customer that 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.




[image: ]Detailed Steps
(Figure 2–SKIES Locate Seeker Screen and Wild Card Search Results)

[image: ]
Customer’s name is: John Peterson.   John could be spelled several ways.  Peterson could be spelled with “son” or “sen” at the end.  Entering the wild card (%) between the “s” and “n” caused all records to display.







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 Figure 3).  All bold fields are required for SKIES to save the record.  The fields are located within the first three tabs of Core Services – Basic.
NOTE: Before creating a record for the customer staff should search by SSN and then by name to ensure the customer does not have a current record.  Staff should contact their supervisor if feel they have found multiple records for the same customer.


[image: ]Detailed Steps
(Figure 3 – SKIES Core Services – Basic – General Tab)


4. If customer is in SKIES, click on the Job Seeker drop down menu and select Core Services and then Basic (see Figure 4).  (Figure 4 – SKIES Job Seeker Drop Down Menu Selection)
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5. Complete required fields on the Core Services – Basic – General tab (see Figure 5) before moving on to the Additional tab.
6. Intake Date defaults to the day the seeker’s record was recorded in SKIES and can be updated if needed.
7. SSN is required to save the record in SKIES.  Create a pseudo SSN if the customer will not provide actual SSN. Detailed Steps

8. In the First and Last Name fields record customer’s legal name.  
9. If the customer has middle name enter in the middle initial field.
10. Date of Birth needs to be entered in mmddyyyy format; e.g., 06071958 (SKIES will insert slashes, and display as  “06/07/1958”).
11. Record Gender of customer.
12. Job Match will default to ACTIVE when creating a new Seeker Record.  If customer is not actively seeking employment click drop down arrow and select INACTIVE.
13. Staff Office will pre-fill based the office that created the seeker’s record.  
14. Staff will pre-fill based on the staff person that created the seeker’s record.  
15. Click drop down arrow and select appropriate Ethnicity for the customer:
a. Hispanic or Latino, or
b. Not Hispanic or Latino
16. Check all boxes to indicate the race(s) that represent the customer’s heritage in the Race field.
a. Asian
b. Black/African American
c. American Indian/Alaska Native
d. Native Hawaiian/Other Pacific Islander
e. Information Not Provided
f. White
17. Legally entitled to work in the U.S.?  Click yes if the customer is legally entitled to work within the U.S.  
18. Military Service?  Click yes, if the customer has served within the military.  
19. Click the drop down arrow to select the Employment Status that best represents the customer’s situation.
20. ESD Shared Information?  This field defaults to Yes when the record is created.  Yes indicates the customer’s SKIES information is available to non-Employment Security Department (ESD) partner agencies within the One-Stop system.
NOTE: The Program Involvement will pre-fill when program information has been recorded on the Job Seeker – Seeker Programs screen.

Detailed Steps
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Click on the Additional tab located on the top of screen (see Figure 6).
21. In the Education field click the drop down arrow to select the Highest School Grade Completed by the customer.
22. In the Attained Certificate of Attendance/Completion, click Yes if the participant has a disability and received a certificate of attendance for an Individual Education Plan (IEP); otherwise click No.
23. Migrant or Seasonal Farm Worker? Click Yes if customer is a Migrant or Seasonal Farm Worker (MSFW).  Click the drop down arrow to select the Status that best represents the customer’s type of work.  If the customer is not a Migrant or Seasonal Farm Worker click No.  See the MSFW Services Handbook for technical definitions.
24. In School?  Click Yes if the customer is attending school.   Click drop down arrow to select the School Type the seeker is attending.  Click No if the customer is out of school.  Dropped out of High School? Click Yes if customer dropped out of high school; otherwise click No.
25. Click Not Disclosed if the seeker does not want to answer the Disabled? question.  If the customer discloses a disability click Yes and click the drop down menu for Status and select the disability status that best represents the customer.  Click No if the customer reports no disabilities. Detailed Steps

26. If customer had Military Service it is necessary to complete the Veteran’s Validation Process:
a. Click Yes if the customer is Retiring in next 24 months; otherwise click No.
b. Is the customer separating in next 12 months? If so, click Yes; otherwise click No.
c. Click on Start Veteran Status Validation button to determine customer’s Veteran Status.
d. [bookmark: EligiblePerson]Click button to indicate for whom the customer is claiming Veteran Status: Other Eligibles, Self, or Spouse.  Click Next to move to the next question.	
e. Released from Active Duty with Discharge other than Dishonorable? Click Yes or No.
f. Only Served in the National Guard or as a Reservist?  Click Yes or No.
g. Enter Active Duty Dates for Service using mmddyyyy format.
h. Do you have service connected disability?  Click Yes or No.
i. If yes, enter the percentage of the Service Connected Disability.  Click OK on the message box.  Click drop down arrow to select the percent of disability from Disability % field.
ii. Is this veteran a Chapter 31 veteran?  Click Yes or No.  A Chapter 31 Veteran is a Disabled or Special Disabled Veteran who has received vocational assistance from the U.S. Department of Veterans Affairs (VA).
[image: ](Figure 6 – SKIES Core Services – Basic – Additional Tab)

Click on the Program Data tab located on the top of screen (see Figure 7).Detailed Steps

27. Homeless/Runaway?  Click Yes if the customer is homeless or a runaway; otherwise click No.  Homeless/Runaway is defined as:
a. Lacking a fixed, regular, adequate nighttime residence.
b. Primary nighttime residence (public or private) is an operated shelter for temporary accommodation.
c. Residing in a temporary shelter for individuals who should be institutionalized.
d. Staying in a public or private place not designated for or usually used as a regular sleeping accommodation for humans.
e. Does not include an individual imprisoned or detained under an Act of Congress or State law.
28. Check Yes if the customer is an Offender? otherwise click No.
a. Ask the Job Seeker “Are there any issues at any time in your past, such as a conviction, that may impact a referral to an employer or training program?”
b. Any type of conviction at any time whether juvenile, misdemeanor, or felony. Conviction records are public information and data miners provide screening information to employers whether the conviction was 20 or 30 years old. WAC 162-12-140 (pre-employment inquiries) (http://www.wa.gov/esd/oes/wac.htm) identifies the state’s fair employer screening guidelines and RCW 43.43.834.
29. Click Save.
[image: ](Figure 7 – SKIES Core Services – Basic – Program Data Tab)








Policy / Mandates Informing This Process:Other Resources		
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2. Employment Security Department Policy 
a. Data Sharing Policy 4013
b. WorkSource Initiative Integrated Front-end Services Policy 1010 Rev 1 
c. Data Element Validation Policy 1003
d. Priority of Service for Veterans and Eligible Spouses Policy 1009 Rev 1 
e. Veterans Programs: Services for Veterans Policy
f. MSFW Services Handbook
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