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)Process: WorkSource Management Information System (WSMIS) Reports: Supervisor
Several WSMIS reports are available for supervisors to monitor job orders in Services, Knowledge, & Information Exchange System (SKIES).  Using the WSMIS reports can assist supervisors in managing Business Services performance.
Important Facts About This Process:
Supervisor monitoring reports include, but are not limited to:
1. WSMIS003 – Job Seeker and Employer Disparity by ONET will display the total number of job seekers within a desired ONET and the total job order openings available during the timeframe selected.
2. WSMIS005 – Current Job Seeker and Employer Inventory by ONET will display the total number of job seekers within a desired ONET and the total job order openings available within last 90 days since the data was refreshed.  
3. WSMIS013a – WSID Employer Performance Measures provides data regarding open and closed job orders, total referrals, percent of openings filled, etc.
4. WSMIS013b – WSID Employer Performance Measures (Graph) provides a graphical representation of the Employer Measures.
Process Steps:
1. From the SKIES Welcome screen click on the Reports drop down menu and select WSMIS Reports.
2. The WMIS report menu will open.  Click on the link to select the report to review.
3. Select parameters for the report.
4. Click View Report button on far right of the screen to generate the report.
5. Click Report Detail for an explanation of the report fields and how the criteria are used for the report.
6. Click Back to Menu Button to return to the WSMIS Reports Home Page if other reports will be ran.  Otherwise click the red “X” at top of the web browser to return to SKIES.
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Detailed Steps
)The WSMIS Reports Menu
1. From the SKIES Welcome screen click on the Reports drop down menu and select WSMIS Reports (see Figure 1).
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2. The WMIS report menu will open.  Click on the link to select the report you want to review (see Figure 2).
a. WSMIS003 – Job Seeker and Employer Disparity by ONET will display the total number of job seekers within a desired ONET and the total job order openings available during the timeframe selected.  This report can be used to identify gaps between job seeker desired employment and the job order openings available.  Data for the report is refreshed on a weekly basis, each Saturday night.
b. WSMIS005 – Current Job Seeker and Employer Inventory by ONET will display the total number of job seekers within a desired ONET (within the last 90 days) and the total job order openings available during that timeframe.   This report can be used to determine if job order inventory matches job seekers’ desired employment. Data for the report is refreshed on a weekly basis, each Saturday night.
c. WSMIS013a – WSID Employer Performance Measures provides data regarding open and closed job orders, total referrals, percent of openings filled, etc. This report can be used to monitor job order fill rate, open job orders without referrals, etc.  Data for the report is refreshed once a month, on the first Saturday night.
d. WSMIS013b – WSID Employer Performance Measures (Graph) provides a graphical representation of the Employer Measures. Data for the report is refreshed once a month, on the first Saturday night.
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Figure 2 – 
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Detailed Steps
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3. Select parameters for the report (see Figure 3).  Each report will have its own unique set of data elements to select.  Typically all reports allow supervisors to select by WDA, Office Group, and Office. 
4. Click View Report button on far right of the screen to generate the report.
5. Click Report Detail for an explanation of the report fields and how the criteria are used for the report.  The Report Detail includes when the data is refreshed.  
6.  (
Click the Report Detail button to see an explanation of the data used for the report.
) (
Adjust criteria to meet your reporting needs.
) (
Click the View Report button to generate the report.
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Figure3 – 
WSMIS Report Criteria Selection)
)Click Back to Menu Button to return to the WSMIS Reports Home Page if other reports will be ran.  Otherwise click the red “X” at top of the web browser to return to SKIES.
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