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UI Re-employment Orientation (UIRO)
 (
Detailed Steps
Important Facts
Overview
)Process: Generating & Mailing Mass Call In Letters
This Quick Guide will show detailed steps for creating Mass Call In lists in SKIES, and generating and mailing letters to UI claimants.
Important facts about this process:
1. This process is required to comply with the mandates of the Washington Worker Profiling Program.
2. Mass Call In efforts are generated on a WorkSource Center / Affiliate Office level, and are subject to local staffing and facility constraints.
Process Steps:
1. [image: ][image: ]Sign in to SKIES, and click Job Seeker button on home page









2. On next screen, click-and-hold 

on Job Seeker; bring cursor down 

the list which appears, to Mass Call

In, and release.
x


3.  (
Detailed Steps
)SKIES will display a screen to schedule claimants.  Be sure you are on the first tab of this screen.  
[image: ]

4. [image: ]The screen automatically populates with claimants assigned to the same WorkSource Center or Affiliate office as the staff member who signed into this SKIES session.  (If you are accredited to more than one office, be sure you sign in to the one for which you wish to generate a list of UIRO attendees.)  The initial sort is by the profiling Scores, highest to



lowest. This includes claimants appearing on the list for the first time, as well as those who have been generated previously by the same process.  Claimants stay in this “pool” for up to five weeks, or until they are either selected for Call In or exempted.

Sort by most recent contact date and schedule accordingly; the list can be resorted by Contact Date or by Score by clicking on either of those headings (a second click reverses the order).  When selecting by use of the Contact Date heading, the list will have a secondary sort by Profile Score, within each subsequent contact date.
5. [image: ] (
Detailed Steps
)Click the Print Records List button (see red box at right of above screen shot) to get a list of claimants to review in GUIDE, to make sure they have a work search requirement (this is a local office option, subject to staff availability).  See Use of Exemption Codes – UI Reemployment Orientation for guidance in this review, and correct exemption codes to use.





6. [image: ][image: ]When a preliminary GUIDE search is carried out, exempt the claimants who it confirms do not have a work search requirement by clicking the Exempt box on Tab 1 while their names are highlighted. 

You must also select the appropriate choice from the menu which opens when you click the arrow button to the right of the Exempt Reason box.  



7.  (
Detailed Steps
) (
7. Time Menu
) (
7
. 
Date Menu
)[image: ][image: ]Now, schedule the claimants with a work search requirement. Enter the date and time you want them to attend the orientation with the Appointment Date and Time boxes. Use the drop-down menu arrows to the right of the boxes to choose appropriate date and time.







8. Enter the amount of time you expect the orientation and their one-on-one interview to take in the “Duration” box.
9. Determine if you want the letters to go out in English or Spanish and select the appropriate response in the “CPP Letter Version” box.
10. [image: ] (
10. Call In Checkboxes
) (
9. Letter Language
) (
8. Duration
)Click the “Call In” box at the end of each claimant’s name, for those you want to schedule for this session.
11.  (
Detailed Steps
)[image: ] To review the letter which is going to be sent to claimants – for instance, to check for correct addresses, or to make sure you have the right time and date and have not scheduled over a holiday – click the Edit Letter button on any Seeker Name line.

12. Once you have selected sufficient claimants to fill up a UIRO      session, repeat steps 7 through 10 above for another UIRO session, as often as needed      to reach the capacity of your facility and staffing levels.  Save your records by clicking the Save icon to the right of the SKIES logo.  After saving, the Print Letters button will become active.  
(You may also want to use the Print Records List button again, to generate a final set of “sign-in” forms for those scheduled.)
13. At this point, the procedures which follow depend on whether you are printing (and folding, stuffing and mailing) letters in a local WorkSource Center or Affiliate office, or are having them physically produced and mailed out from the Maple Park Copy Center in Olympia.
a. Printing and mailing in-house:
i. Special letterhead paper must be used.
ii. Dedicated printer is recommended, due to the length of time the print run will take.
iii. Select saved UIRO session and press Print Letters button.
iv.  (
Detailed Steps
)[image: ]Letters for a given session are created as a single multi-paged PDF document, with each page containing a separate letter, in this format:



















v. After print run is complete, screen will return to SKIES, and will ask if letter(s) printed correctly – click on “Yes.” 
vi. Watch for letters missing addresses, indicating a missing mailing address in SKIES. Redo by checking for current address in GUIDE, and adding mailing address to SKIES; then either reprint that individual’s letter, or add the address to the original letter before mailing.
vii. Letters are folded and put into envelopes. One additional form – e.g., a Registration form – may be added at this time as a local office option.
viii.  (
Detailed Steps
)Completed, unsealed letters are put in outgoing mail to be sealed and stamped/metered.
b. Printing and mailing through Maple Park:
i. [image: ]Click on the Print Letters button for each UIRO session, as above, but DO NOT PRINT.  Instead, click on File and then Save As, as shown below:
ii. Designate saved file by date and time – e.g., “12.1.11 UIRO 830 AM” –  and save in newly-created folder – e.g., “UIRO Sessions 12.1-2.11.”  (After saving, when you return to SKIES and it asks if letter printed correctly – click “Yes.”)












iii. Create “Zipped” file of the folder above: 
· Right-click on the folder icon.
·  (
Detailed Steps
)[image: ][image: ]Click on Send To then on Compressed (zipped) Folder in the resulting menu.





























· Resulting folder icon will look like this:



iv. [image: ]Complete an ESD Mail Center Job Request (this is to cover the job of inserting letter and Registration Form in envelope, sealing & attaching postage).


















v. [image: ] (
Detailed Steps
)Complete ESD Publications Center PRINTING REQUEST form (EMS 5347) for actual printing and folding of letters.  Calculate total for those selected for all sessions in the print order (folder in iii. above); fill in date and quantities as required, per sample form below:





vi. E-mail Job Request, EMS 5347 and zipped folder to ESD GP Maple Park Copy Center, with a CC to ESD DL Mail Center; include any missing addresses (see 13.a.vi. above), for Mail Center to add before mailing.
Revised 11/30/11	Page 1 of 9

image3.png
152204150

First Teb

Appointment Date (1172212011

o0

Processed This Weel

Hew Records: [ 0| Total Records: [0

Secand Tah
Defautt Settings

~| time (7.00 am_~] puration (015 Exempt Reason

Comments [Schedecto attend Orrtation

= | CPP Letter Version [ENGLISH

Responsible Staff KEARSLEY, JEAN (JAY)

camaﬁm ssN Seeker Name

Mass Callin
Appoirtment
Date  ResponshleStafi  Time Duration

=)
¢ [0 Select number of records:

Letters Seiecteg Print Becords List

Type

0
Call Exe Edt
Soore | Lang In  mpt Letter
jm m
T ‘ ‘




image4.png
SK'Es l‘ B] J5220 4.15.0

et | Hew Records: [ 162| Total Records:[ 443] Processed ThisWeek: [ 80| Select number of records: 0]of [ 449
First Tab

Default Settings
Appointment Date [REZZGH = | Time (7.00M | puration (015 ~| Exempt Reason -]
Comments |Scheduled to attend Orientation Letters Selected w]
Responsible Staff [« « o o o [~ | cPpLetter Version (ENGLSH <] [0 Print Letters. |
Apportment MasS Callin cal B Edt
ComactDele] SSN Seeker Name Date Responsible Staff ~ Time Duration  Type ScorelLangh mpt Letter
112202011 ¢ 0 [ ——— [cppcalm [ a2es[encuilC” T | =
T e B [crpcaLlLN | 3288 fEncLi” T
11132011 [ S (SO See & [cppcalLin | s2s3fenouil |
117132011 (S5 50 S [BEET |cPpcaLLin | s250fencui™ T |
110672011 [FSES A [ aw [cPpcALLIN | 3243 fEncLI T
T e [cppcatm [ 3238 e |
11732011 (SRS [, e 5 [cPpcaLLin | 3225 fEncui™ T |
[11A132011 (RS [ - [cPpcaLLIN [ 3225 fenoLi T T
el e S [cepcalLin | s219fenoui™ |
11062011 M s (R, i [cppcaltn [ 3218 T T
11132011 [ERSEENIE [, [cepcaltn [ s2a5fenoui™ |





image5.png
CALL IN LIST (First Tab)
NOVEMBER 22, 201102:50 PM

Office: 'WORKSOURCE PIERCE

Total New: 162
Total Records: 449
Total Processed: 80

Contact SSN Seeker Name Appointment  Responsible Time Duration Type Score Call Exempt
Date Date Staff In

1172072011 SN0 aiie S St
1073072011 Sl il S
117132011 S S S S
T1/132011 S0 o —
1062011 Sl S it APt
-

10/23/2011 SRS S i,
11132011 Smrnn A, -
1171372011 S S S, - -
T1/06/2011 e S S, S
117132011 S ama S, S .
1497920011 T AR S S





image6.png
lll]J 15220 4.15.0
ecords:| 162 Total Records: | 443 Processed This Week: [ 80| Select number of records: 0] of [ 449

Default Settings
BEPERE | time [7:004M ~) puration (015~ ExemptReason

Scheduled to attend Orientation Letters Selected PYint
- . ~| cPPLetter Version [ENGLISH  ~ lT Print Letters

Appoitment Mese Callin Call Exe Edt

Date Responsible Staff ~ Time Duration  Type Score | Langin mpt Letter
[cppcacim [ 32esfencui T |
[cPpcaLLIN | 3258 [eneLIT
|cPpcALLIN | 3253 [EneLIT [
r
=

|cPP CALLIN | 3250 [ENGLI™
— Y | T T T oD ratl | 25 4= lEenca 1





image7.png
diniizicai

Commissianer Approved Training

Partially Unempoyect
Returned to work

e 5] TotalRovords: |0 Processed ThisWeek: [ 0] 5 "¢ otk
Stndy
FrstTab || Second Tab Ful Refera Urion
Defaultsetings Siiar Serice witin 12 nortns

Appointment Date [1172672011 |~ Time (5:00am_~| puration (015~ Exempt Reason.

Gomments [seretios o aton Orertatien trsSociod PrintBacords E

Resporivie st FErmaiEy. ey =] o Leter Versan Yot <) [0 | Prtieters
Appointment Mass Call In Call Exe Ecit

Contact Da\eJ SSN ‘Seeker Name Date Responsible Staff  Time  Duration  Type Score ‘ Lang In  mpt Letter

[ I I I I I -

I I I I I | e

i T T T T (i i

1




image8.png
=)

152204150

i S

Wew Records: 0| Tot 7004 £

0

0] Select number of records: [ 0lof [0

Processed This Week: |

7asam ||
730 aM
745 am

‘Appointment Date (12012011 | | Tir g:00 am

Fest e || ST

Defautt Settings
=) buration (015~ Exempt Reason [

Gomments [Schiodtoatend r 81521

Letters Selected Print Records List

Responsible Saf [KEARSLEY, AN () e gy

-] cPpLetter Version [MNoUsH <] [ o PrintLetiors

Mass Call In





image9.png
=) 45220 4450

NewRecords:| 0] TotalRecords:| 0 Processed ThisWeek: | 0 Select number of records:| _ 0]of [ 0

FrstTeh | SecondTab

Defautt Settings
Appointment Date 117282011 ||~ Time 8004 _~| Duration 015~ | ExemptReason -

Comments | Schedcito attend Orrtation Letters Selected PNt Records List

Responsible Staf

ppointment - CPP Letter Version ENGLISH  ~ o Print Letters:
tass CallIn
December 2011 Call Exe Edt
ContactDate| SN lponsile Staff  Tine Duraon  Typs  Score Langin mpt Letier
Sun Mon Tue Wed Thu Fri Sat oo A

oooaBan

7 (2o Taa Taa Taz Tag a7 |




image10.png
JS220 4.15.0

Print Letters

Call Exe Edt
Score | Lang In  mpt Letter

(o (o (o (o ([

(5] 55 5 5 5

L

SKii 1)
oot | Hew Records: [ 162) Total Records: | 443| Processed This Week: [ 80/ Select number of records: [ 0/ of [ 449
First Tab | Second Tab
Default Settings
Appointment Date M j Time Duration (0:15 ~| Exempt Reason
Comments |Scheduled to attend Orientation Letters Selected L]
Responsible Staff [/ . ~| cppLetter version [0
et Mass Call In

Contact Date SSN Seeker Name Date Responsible Staff ~ Time Duration Type

1112072011 — CPP CALLIN | 3266 [ENGLIT
flomonott (W [ S lcPPCALLIN | 3258 [ENGLIT
11732011 [T (R ——— CPP CALLIN | 3253 [ENGLI
17132011 [P (R ICPP CALLIN | 3250 [ENGLI
(10672011 [N [, CPPCALLIN | 3243 [ENGLI[
[102372011" (RN RS- CPP CALLIN | 32,38 [ENGLI
f1A32011 [ [ lcPPCALLIN | 3225 [ENoLIT
1732011 [T (I ICPP CALLIN | 32.25 [ENGLI
11132011 (RN R A CPP CALLIN | 3249 [ENGLI
170672011 [Wl o WV, cPPCALLIN [ 3218 T
11132011 [RRRa [ . CPP CALLIN | 3245 [ENGLI
17202011 [P [ ICPP CALLIN | 3242 [ENGLI




image11.png
12.1.11 UIRO B30 AM.pdf - Adobe Acrobat Pro.

Fle Edt Vew Document Comments Forms Tooks Advanced Mindow Help

5 o ) cortine ) cotborse () seore P s~ (3] rrr + [ it 5 comer-

DB el w YR = e |

[

21-Nov-2011

ANTEONY CLATMANT
h80s S 6TH AVE| APT 2

TACOMA WA 98408

Dear Mr./Ms.CLATMANT,
Wou are scheduled to attend a MANDATORY "Orientation to Reemployment Services".

DATE: 12/01/2011 TIME: 08:30 AM DURATION: 1 hour(s) 30 minutes
WORKSOURCE PIERCE

1305 TACOWA AVE, SUITE 201
TACOMA WA 98402

[f you do not attend this orientation, WorkSource will notify the Unemployment
fnsurance Claims TeleCenter and your unemployment benefits may be denied unless you
khow good cause for not reporting as required. The TeleCenter may also address your
bvailability to work and work search efforts if you fail to attend this orientation.
Wou may be ineligible for the benefits that you have already received and you may
have to repay the money.

Botn state and federal laws REQUIRE you to attend the orientation because you
keceive unemployment benefits. At the orientation you will receive information
Ebout job search requirements, how to complete the Job Search Log, and have an
findividual session with a Reemployment Specialist.

If you returned to work or are no longer claiming unemployment benefits, please
provide the employer's name, address, job title, beginning wage, hours per week, and
the date that you went back to work to WORKSOURCE PIERCE prior to your scheduled
brientation.

Si prefiere participar en una sesitn en espafiol, por favor llame (253) 593-7300 .

The Washington State Employment Security Department (ESD) is an equal-opportunity
kmployer and provider of programs and services. Auxiliary aids and services are
bvailable upon request to people with disabilities. Auxiliary aids may includel
qualified interpreters and telecommunications devices (TTY) for hearing-impaired or
Speech-impaired individuals. People who speak little or no English may request|
hnterpretive services free of charge in order to conduct business with the
WorkSource office and the ESD.  If you need special accommodations please calll
WORKSOURCE PTERCE at (253) 593-7300 immediately.
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ESD Mail Center Job Request

‘Please fill out completely and attach to the job materials or email this request to
ESD DL Mail Center. If you have any questions, please callus at (360) 9020434

Nofification Information

Date:1121/11

‘Mailout Date:11/22/11 Materials Due:

Contact Information
UnitWorkSource Pierce | Name:John Supervisor | Phone Number:253-555-2861
Charging Information Job Type

Charge Code: XXXX

[ msert [ Overprint [X] Insert & Overprint

Job Information

‘Contact Mail Center if over 5,000 pieces

Job Name:Orientation
letters

Picces per envelope:d Finished Pieces 160

Envelope Type (commodity cods)

Outer Envelope: 032

Retum Envelope (BRE): From PRT: [

Job Contents, Envelope Description, Instructions and Comments

TO INCLUDE THE REGISTRATION FORM-PRINTED ON CANARY PAPER.
CCHARGES WILL BE MADE TO XXXX, XXXXXXXX
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