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Step-by-Step
      
 
           
Overview
)Process: EUC Mass Call In Using Digital Storefront (DSF)
Emergency Unemployment Compensation (EUC) is a federal extension that provides additional weeks of unemployment benefits to customers who have utilized all of their regular unemployment benefits.  WorkSource staff are required to schedule Tier 1 and Tier 2 EUC claimants utilizing the Services, Knowledge & Information Exchange System (SKIES).
Important Facts about this Process:
1. Customers with the Unemployment Insurance (UI) status of EUC will display on the First Tab for a maximum of 2 weeks. 
2. Claimants who do not report for their scheduled orientation will populate on the Third Tab to be scheduled for a EUC 1-week Job Search Review (JSR) and EUC orientation.
3. Staff can schedule multiple orientations at one time if all letters are in the same language.  The process steps must be completed sequentially, otherwise scheduling and/or printing errors could occur.
4. Adequate time (7-10 days prior to the orientation) must be given for claimants to receive the letter.  
5. Letters ordered after 9:30 am will be processed the next business day.
6. If mailing address information is missing from the letter, staff must locate the address in GUIDE / SKIES. This information is entered in the Special Instructions box on the Digital Store Front (DSF) order form.  
7. Changes to the Return to Work information (i.e. map updates) should be submitted to the Maple Park Copy Center prior to the ordering date, to allow time to update the template. 
8. Staff must submit a completed authorization form and complete training prior to ordering through the DSF (see ESD Pubs Online training for more information).
Process Steps:
1. From the SKIES Welcome screen click on the SEEKER button.  Click on the Job Seeker drop down menu and select UI Mass Call In.  
2. Select the appropriate Tab for scheduling and enter the Appointment Date, Time, Duration, and Letter Version to send to the claimants.  Click the Call In checkbox to right of each claimant to be scheduled.
3. Repeat Process Step 2 if scheduling orientations for multiple days.  Click Save button.  
4. Click Print Letters to prepare the letters for the print/mail request.  Rename file with dates and office location.
5. Complete the DSF EUC order request and the ESD Mail Center Job Request forms.
6. Send the ESD Mail Center Job Request form via email.

 (
         
      
         
Detailed Steps
)EUC Mass Call In Scheduling
Utilize the First Tab to schedule Tier 1 and Tier 2 EUC claimants for the mandatory EUC Orientation.  Once claimants have been scheduled they will populate the Second Tab.  Claimants who do not report for the mandatory orientation will populate the Third Tab.  Staff can schedule claimants for an EUC 1-week JSR, which will include all required elements for the EUC Orienation.  Once scheduling is completed claimants will populate the Fourth Tab.  
1. From the SKIES Welcome screen click on SEEKER button.  Click the Job Seeker drop down menu and select UI Mass Call In (see Figure 1).  SKIES will display the First Tab with a list of claimants in descending order by Contact Date.  
 (
(
Figure 1 – 
SKIES Job Seeker drop down menu – UI Mass Call In selection
)
)
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2. To schedule claimants for the mandatory EUC Orientation see Step 3.  To schedule claimants for the EUC 1-week JSR see Step 10.
3. On the First Tab complete the following data entry to generate the letters for the mandatory Orientation (see Figure 2): 
a. The Appointment Date field defaults with today’s date.  Click the drop down arrow and select the date the claimants are to attend the orientation. 
b. Click the drop down arrow to the right of the Time field to select the time orientation will start.
c. Click the drop down arrow to the right of the Duration field and select the length of time the orientation and one-on-one appointments will take.
d. Click the drop down arrow to the right of the Letter Version field and select the type of letter to send to the claimants (EUC TIER ENGLISH OR EUC TIER SPANISH).
e. Click the Call In check box to the right of each claimant’s record to schedule for the selected orientation day and time.
f. If scheduling additional orientation days and times using the same Letter Version (English or Spanish) repeat Steps 3a-3e; otherwise move to Step 4. 

 (
(
Figure 2 – 
SKIES 
UI Mass Call In – First Tab
)
)
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Detailed Steps
)
4. Staff can click the Edit Letter button to the right of a claimant’s record to review the letter for accuracy of date, time and office location.  The content of the letter may not be altered.
5. Once all claimants have been selected and letters have been reviewed for accuracy, click Save.  This will activate the ‘Print Letters’ button.


6.  (
         
      
         
Detailed Steps
)Click the Print Letters button.  All letters will display inside Internet Explorer.  Staff need to review each letter to ensure it has a mailing address.  If the mailing address is missing, staff will research in GUIDE or SKIES to locate the claimant’s address.  Write down the claimant’s name and address to be entered in the Special Instructions box on the DSF order form.
7. Click ‘File’, ‘Save As’ and select PDF in the ‘Save as type:’ dialog box to save letters before attaching them to the email message (see Figure 3).  
 (
(
Figure 3 – 
Internet Explorer – File drop down menu File Save As - PDF
)
)
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8. Change the file name from “rwservlet” to “EUC Orientation Letters”, and include the office name, and the date range(s) of the orientations.  If the letters are in Spanish, include “Spanish” in the file name.  Navigate to the location where the letters will be saved and click Save (see Figure 4).  For example: “EUC Orientation Letters Kitsap 4/23/4/27” or “EUC Orientation Letters Kitsap 4/23/4/27 Spanish” if the letters are in Spanish.



 (
         
      
         
Detailed Steps
) (
(
Figure 4 –
File Naming Convention
)
)
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9. Move to Step 16 to complete the mailing and printing request process.
10. To schedule claimants for the EUC 1-week JSR, which will include all required elements for the EUC Orientation, click on the Third Tab.
11. Complete the following data entry to generate the letters (see Figure 5): 
a. The Appointment Date field defaults with today’s date.  Click the drop down arrow and select the date the claimants need to attend the orientation. 
b. Click the drop down arrow to the right of the Time field to select the time the orientation will start.
c. Click the drop down arrow to the right of the Duration field and select the length of time the orientation and one-on-one appointment will take.
d. Click the drop down arrow to the right of the Letter Version field and select the type of letter to send to the claimants (EUC TIER ENGLISH OR EUC TIER SPANISH).
e. Click in the Reschedule In check box to the right of each claimant’s record to schedule for the selected orientation day and time.
f. If scheduling additional orientation days and times repeat Steps 11a-11e; otherwise move to Step 12. 


[image: ] (
         
      
         
Detailed Steps
) (
(
Figure 5 – 
SKIES 
UI Mass Call In – Third Tab
)
)

12. Staff can click the Edit Letter button to the right of a claimant’s record to review the letter for accuracy of date, time and office location.  The content of the letter may not be altered.
13. Once all claimants have been selected and letters have been reviewed for accuracy, click Save.  This will activate the ‘Print Letters’ button.
14. Click ‘File’, ‘Save As’ and select PDF in the ‘Save as type:’ dialog box to save letters before attaching them to the email message (see Figure 6).  
 (
(
Figure 6 – 
Internet Explorer – File drop down menu File Save As - PDF
)
)
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15. Change the file name to include “EUC Orientation Letters,” the office name, and the date range of the orientations.  If the letters are in Spanish, include “Spanish” in the file name.  Navigate to the location where the letters will be saved and click Save.
16. The first time you open the ESD Mail Center Job Request form, (Figure 7) you must checkout the form from SharePoint using the checkout button at the top of the SharePoint screen or save the form to your computer.  Complete the following fields on the ESD Mail Center Job Request form (see Figure 7):
a. Notification Information:
i. Today’s Date – enter the date the request is completed
ii. Mail Out Date – enter the current date if the request is completed by 9:30 am; otherwise enter tomorrow’s date
iii. Materials Due in Mail Room – enter the date the current date
b. Contact Information:
i. Unit – enter the name of the office sending the letters
ii. Name – enter the staff person’s name who will be the contact person for the mail request
iii. Phone Number – enter the contact person’s phone number
c. Charging Information:
i. Org – enter the Office Organization Index Code for the office sending the letters
ii. Master – enter 22501200 as the Master Index Code
iii. Job Type – check the box next to Insert
d. Job Information:
i. Job Name – enter the name of the letters (EUC Orientation and/or EUC DNR Orientation) 
ii. Pieces per envelope – enter the number of pieces to be included in each envelope
iii. Finished Pieces – enter the number of letters that will be mailed out
e. Job Type - check the box to the left of “Insert and Mail”
f. Envelope Type:
i. Outer Envelope – enter double window yellow 
ii. Return Envelope and From PRT fields are left blank
g.  (
         
      
         
Detailed Steps
)Job Contents, Envelope Description, Instructions and Comments  - no entry is  required for the EUC Orientation Letter mailing process







 (
(
Figure 7 – Completed 
ESD Mail Center Job Request form
)
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17. To save the form on your computer in order to send to the Mail Center, click the Office icon then ‘Save As’.  Navigate to the location where you want to save the form.
18.  (
         
      
         
Detailed Steps
)Close the completed ESD Mail Center Job Request form.
19. Create a new email message in Outlook.  Click the ‘Attach File’ icon to attach ESD Mail Center Job Request form to the email.
20. Navigate to the location where the ESD Mail Center Job Request form is saved.  
21. Highlight the form and click Insert.  
22. Login to the DSF. 
23. Click on Publications Center on the bottom left-hand side of the webpage (see Figure 8). 




 (
         
      
         
Detailed Steps
) (
(
Figure 8 – ESD DSF Home Page – Publications access
)
)
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24. Click on Maple Park Copy Center link on the bottom left hand side of the screen (see Figure 9).
 (
(
Figure 9– ESD DSF – Maple Park Copy Center Selection
)
)
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25. Click on the WorkSource UIRO and EUC Mailers link (see Figure 10).


 (
         
      
         
Detailed Steps
) (
(
Figure 10 – ESD DSF – WorkSource UIRO and EUC Mailers Selection
)
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26. Click on the WS EUC Mailing link (see Figure 11).  The DSF will display the available items related to EUC Mailings.

 (
(
Figure 11 – ESD DSF – WS EUC Mailing
)
)
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27.  (
         
      
         
Detailed Steps
)Locate the language version for the letters (see Figure 12).  Click the Begin button to start the upload process.
 (
(
Figure 12 – ESD DSF – WS EUC and DNR Letter Version Selection
)
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28.  (
         
      
         
Detailed Steps
)Complete the following fields (see Figure 13):
a. DSF will populate “WS EUC and DNR Central Mailing” and the language version of the letters.  Staff must enter the office name to the beginning of the Job Name field.  
b. ‘No. of Pages’ field can be left blank and DSF will populate the pages after the PDF file(s) have been uploaded.
c. In the Special Instructions box, enter the return address for the WorkSource office.  Also, include any missing claimant names and mailing information, if necessary.
d. Click on the ‘Upload files’ hyperlink on the bottom right hand side of the screen to begin uploading the letters.

 (
(
Figure 13 – ESD DSF – WS EUC Letter Upload Preparation
)
)
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29.  (
         
      
         
Detailed Steps
)Click on the green ‘Upload files’ button to upload the EUC letters (see Figure 14).  
[image: ] (
(
Figure 14 – ESD DSF – WS EUC Letter Upload
)
)

30. Click the ‘Browse’ button to navigate to the location where the letters were saved (see Figure 15).  Staff can upload a maximum of 5 files at one time.  

 (
(
Figure 15 – ESD DSF – Browse Function for EUC Letters Upload
)
)
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31.  (
         
      
         
Detailed Steps
)Highlight the PDF file(s) and click Open (see Figure 16).  
 (
(
Figure 16 – ESD DSF – Browse Function for EUC Letters Upload
)
)
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32. DSF will display the file name(s) for staff to review; if correct, click the ‘Upload File’ button to complete the upload (see Figure 17).  If more than 5 files will be submitted staff must repeat Steps 29-30.
 (
(
Figure 17 – ESD DSF – File Upload
)
)
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33.  (
         
      
         
Detailed Steps
)DSF will display the file(s) that have been uploaded and populate the ‘No. of Pages’ field.  Write down the number of pages from the ‘No. of Pages’ field.  This will be used to order the quantity of Return to Work and Reemployment Preparedness forms needed for the mailing.
34. After verifying the correct files were uploaded, click the Next button to continue (see Figure 18).
 (
(
Figure 18 – ESD DSF – File Upload Continued
)
)
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35.  (
         
      
         
Detailed Steps
)DSF will display the letters for staff to review.  If letters are correct click ‘Add to Cart’ button to continue (see Figure 19). 
[image: ] (
(
Figure 19 – ESD DSF – Add to Cart
)
)

36. Click the Continue Shopping button at the top right hand side of the screen to add the standard Reemployment Preparedness form and the Return to Work information (see Figure 20). 


 (
(
Figure 20 – ESD DSF – Continue Shopping
)
)[image: ]
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Detailed Steps
)
37. Locate the correct language version of the EUC and DNR Central Mailing Pack needed to complete the mailing.  Enter the number of letters (‘No. of Pages’ that was written down in Step 33) to be mailed and click Add to Cart (see Figure 21).














 (
         
      
         
Detailed Steps
) (
(
Figure 21 – ESD DSF – EUC and DNR Central Mailing Pack addition
)
)
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38. If the process is completed by 9:30 am (
         
      
         
Detailed Steps
) enter today’s date in ‘Requested Ship Date and Time’ field; otherwise use tomorrow’s date (see Figure 22).  Click Continue Shopping if ordering letters in a different language; otherwise click on the Checkout button.
[image: ] (
(
Figure 22 – ESD DSF – Shipping Date Selection
)
)
39. Enter the WorkSource office’s Org Index in the ‘Org Index:’ field (see Figure 23).
40. Enter 22501200 in the ‘Master Index 1:’ field.
41. Enter the 100 in the ‘Master Index 1 %:’ field.
42. [image: ]Click on the Next button to continue with the checkout process.
 (
(
Figure 23 – ESD DSF – Charge Code Entry
)
)



43.  (
         
      
         
Detailed Steps
)Review the order one last time for accuracy; if all information is correct click on the Place My Order button at the top right hand side of the screen (see Figure 24).

 (
(
Figure 24 – ESD DSF – Order Review and Placement
)
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 (
(
Figure 9 – Outlook Email Message – Attaching Mail Request 
form
)
)
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Resources     
)Policy / Mandates Informing this Process:
[image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg]SKIES
1. 
Revised 02/27/13		Page 1 of 21

2. Employment Security Department Policy 
a. UI Reemployment Program (UIR); Emergency Unemployment Compensation (EUC) Orientation - 0412 
 (
        
 
Resources     
)
Additional Resources:
1. ESD Pubs Online Training 


Contacts:
[image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg]
2. 
Revised 3/26/12		Page 7 of 21

1. For questions regarding the EUC Scheduling Process contact Terri Barbee at 
(360) 407-1333 or tbarbee@esd.wa.gov

2. For questions regarding the ESD Communications PRINTING REQUEST form contact the Maple Park Copy Center at (360) 902-9349 or MapleParkCopyCenter@esd.wa.gov 

3. For questions regarding the ESD Mail Center Job Request form contact the Mail Center at  (360) 902-9434 or ESDDLMailCenter@esd.wa.gov 

4. For questions regarding the EUC Scheduling Process Aid contact Carri Callaghan at 
(509) 532-3878 or ccallaghan@esd.wa.gov 
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