Employer

Binoculars - Job Orders

Use Locate (Select) Job Orders, Binoculars, or Job Order (sub-menu item) through the
Employer records to find a Job Order.

When accessing information from SKIES, use an exact and specific set of search criteria
to narrow the results.

Start SKIES Welcome Screen

Step 1 On the Tool Bar, click > Binoculars Icon.

r Employer Staff Functions sdeniniziraiive Bepors Help Window
g .
SK,ES !_] Welcome KINZEL, STEPHAHIE you are logged into SKIES TRAIHING ST0M0 4.01.1
Il Ehnge et

A pop-up asks, "What type of Binocular Search?"

m Binocular Search
Click
| seoker
Step 2 Click > Job Order. The Job Order Search screen displays. The Name of

the User logged into the system populates the Staff Name data field.
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Step 3 Select criteria for the Job Order search including at least one of the
following:

1) WDA - To list Job Orders in a selected WDA.

2) Office Name - To select Job Orders for a selected local office.

3) Staff Name - To list Job Orders created by a specific staff person.

4) Market Staff Name — To list Job Orders obtained by Market Staff.

Step 4 Enter in the Job Order # in the Jo Order # data field. Use WA or WS plus
the wild card for a list of WA or WS Job Orders.
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Step 5
Degree data field. Click to select.

To enter the Highest Degree, click on the arrow right of the Highest

8TH GRADE COMPLETED

9TH GRADE COMPLETED

10TH GRADE COMPLETED

12TH GRADE COMPLETED, MO DIPLOMA
11TH GRADE COMPLETED

GEDMS EQUIMALENCY

HIGH SCHOOL GRADUATE

I
HIGH SCHOOL AND 1 YEAR OF COLLEGE, NO DEGREE - |
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Step 6

Looking for a Job Order with a certain Review Date? Enter the date

parameters in the data fields right of Review Date Between.

Reviewy Date Between

And

Step 7

Looking for Job Orders with benefits? Click on the arrow right of the

Benefits data field. A drop down list displays. Click to select a Benefit,

one benefit at a time allowed.

CHILD CARE

DENTAL INSURANCE
EDUCATION ASSISTANCE
HEALTH INSURANCE
PAID HOLIDAYS

SICK LEAVE
VACATION

RETIREMENT PLAN OTHER THAN 401K
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Step 8

When using O*NET Family as a search criterion, click on the arrow right

of the O*NET Family data field. A drop down list of O*NET Families
displays (alpha order). Scroll the list. Click to select the appropriate

O*NET Family.
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Scroll Bar

Step 9 Enter Exp (experience) In Months.

Step 10 When using an O*NET Code as a search criterion, click on the SELECT
O*NET(s) button. The O*NET Search screen displays. Conduct an
O*NET search. Click to select an O*NET Code.

Click > RETURN button.

Step 11 When known, enter the EMPLOYER NAME in the Employer Name data
field. Use the wild card when necessary.
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Step 12 Looking for a particular JOB TYPE? Click on the arrow right of the Job
Type data field. A drop down list displays. Click to select the Job Type.

D

APPRENTICESHIP

BUSINESS OUTREACH JOB LISTING
COMMUNITY JOBS

DOMESTIC WORK

JOB SHADOWING

ON THE JOB TRAINING

OTHER FEDERAL/STATE/LOCAL TRAINING _
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Step 13 JOB TITLE? Use free form text to enter the Job Title. Use the wild card
when necessary.
Job Title |BARISTA
Step 14 Looking for (a) Job Order(s) with a special JOB STATUS? Click on the

arrow right of the Job Status data field. A drop down list displays.
Click to select the Status.

CLOSED
HOLD
PENDING
PLACED
REFERRED

Step 15 The State data field auto-fills Washington. To change the State, click on
the arrow right of the State data field. Click to select the State.

SOUTH CAROLINA ~ ~
SOUTH DAKOTA
TENNESSEE
TEXAS

UTAH

VIRGINIA
VERMONT
WASHINGTON

]




Step 16

Step 17

Step 18

Step 19

Step 20

Looking for job(s) in a particular City? Click on the arrow right of the City
data field. Click to select the City. Cities in the drop down list
correspond to the selected State.

What is the Min(imum) Salary/Hr the Job will pay? Do not use $ but a

decimal point is allowed.

Looking for Job Order(s) requiring a DRIVER’S LICENSE CLASS? Click
on the arrow right of the Driver License Class. A drop down list of Valid
Classes displays. Click to select the Class. Click > OK.

Click to select

{-Destripton
A-OVER 28,000LBS. COMBINED VERICLE WITH OVER A00LBS. TCWED LINIT
B-OVER 26,000LBS,. COMBINED VEHICLE WITH LINY A 10,000L8S TOWED UNIT

QCCUPATIONAL DRIVERS  LICENSE ONLY
LIMITED LIGEMNSE ONLY

om"miElo @ *

Are you looking for a particular Job Description? Use free form text, the
wild card (%) and enter a partial description.

What is the Duration of the job? Click on the arrow right of the Duration
data field. Click to select the Duration.

Caratian

Duration

FULL-TIME 1 - 3 DAYS
FULL-TIME 4 - 150 DAYS
FULL-TIME CWER 1460 DAYS

FULL-TIME SEASOMNAL
FART-TIME 1 - 3 DAYS
FART-TIME 4 - 150 DAYS
FART-TIME OVER 150 DAYS
FART-TIME SEASOMAL




Step 21 COUNTY? Click on the arrow right of the County data field. Click to
select the County.

Step 22 ZIP? Click on the arrow right of the Zip data field. Click to select the Zip
Code.
Step 23 INDUSTRY CODE? Click on the arrow right of the Industry data field. A

drop down list of Industry Codes displays. Use the Find feature or scroll.
Click to select the Industry.

Click > OK.
Industry
Ind... |Industr\,r
55 tManagement of Companies and Enterprises
56 Administrative and Support and YWaste Manad
61 Educational Services
G2 Health Care and Social Azsistance
1 Arts, Entertainment, and Recreation
T2 Accommodation and Food Services
31 Other Sewvices (except Public Administrationy
92 FPuhblic Administration
a5 Unclassified Establishments
D |
Step 24 Is the Job Order(s): Near Public Transportation? Defaults to Open.

Click > YES or NO.
Full Time? Defaults to Open. Click > YES or NO.
Part Time? Defaults to Open. Click > YES or NO.

Step 25 Click > EXECUTE QUERY. A list of Job Orders in ascending order (alpha
and numeric) matching the search criteria displays.
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Total Humber of Records: 59|
Job Orders
Sele Job Order# | Job Title | JobStatus | OpenDate | CloseDate | City | M

] lwesz227 |&HERRY SORTER |PEMDING ~ [12/02/2008  [03/02/2010  |PASCO [y
| lwiagz4T |cHERRY SORTER |OPEN [11nzzo0a  |ouEn2010  [PASCO i
| lwee226 |CROP PIGKING |OPEN 1292008 01272010 [PASCO i
| wiss2zs |REGIONAL BUSINESS MANAGEF|PLACED [10/29/2008  |01427/2010  |SEATTLE [y
| |wasz24 |FARM HAND |OPEM [10s2gr2008  |01s2752010  |[EVERETT e
R ] |SERVER |OPERN [10/20/2008  |0102772010  [KIRKLAND [y
| lwes222 |SALE REPRESEMTATIVE |OPEN [10/29/2008  [11/115/2009  |SEATTLE iy
| lwiagzz0 |BARISTA, |OPEN [10i292008  [01/2772010  |SEATTLE i
| lwes218 |FARMWORKER PICKER |OPEN [10/292008  |o1z7i2010  |PASCO iy
| lwesz218 [WELDER |OPEN [10i292008  [01272010  |REDMOND i
| |wasz1T 200k |PLACED [10/29:2008  |01/2702010  |AUBURN [siess
| [weez16 | Click PEPPERMINT PICKER [OPEN [Torzerz008 (0172702010 [PASCO A
] IW__\ JUSHI ROLLER |OPERN [10/20/2008  |01/0172010  |[OLYMPIA [y
| lwastos | INCR MACHINE OPERATOR  |OPEN [10/01/2009  [12/30/2008  [SILVERDALE WA
| |wisg1os |METWORK ADMIMISTRATOR  |OPEN [10/01/2008  [12/2002009  |BREMERTON  [wa

Return | Refresh | Include Employer Mame on Print? [ Print Search Results

Scroll

Bar

Cl

ick

Note: Click on the button at the top of a selected column to sort the results.

Note: The more search criteria (filters) used, the shorter the return.

Step 26

To print a list of Job Orders, sort as desired and click > PRINT SEARCH
RESULTS button.

Note: Print Search Results prints in the sort order.

The sort order of the data remains fixed until the User performs another sort or exits the
Search Criteria screen.

The print function is a query; therefore, the information printed may not be the results of

the query displayed on the screen.

Step 27

Step 28

upper right corner to exit Adobe Reader.

Click > SELECT button to view a Job Order.

Note: Binoculars Search for a Job Order does not activate the selected Job Order. The
Menu Bar and the Tool Bar are inactive. The data fields on the Job Order are protected

from update.

Adobe Reader activates. Click > Adobe Reader Print icon. Click > X in the
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Job Order -
Job Type |AG 1 fiz] Jolb Development ol e S
{07 /24,2000
OHET Code (45204100 i GNET Thle [Graders and Sorters, Agricuttural Products
Description |Grade, sart, or classify unprocessed food and other agricuttural products by size | weight, color, or condition. | =
Spell Check | -
Job Title |CHERR' SORTER
ﬂ Worksite Address [ |
— city [PASCO (7| state [via 7| County [FRANKLIN =] zipcade Pt m) |
Open Date |07/24/2003 Close Date |10:/22/2009 Propozed Start Date {09/15/2003
Min Hrs Per Week (40 | MaxHrs PerWeek [40 | Status [OPEN il Review Date (054152009
ggﬂﬂi.gﬁ? g“:g‘;\rggf W Unpaid W MinSakary Iz Salary Salary Interyal w
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Step 29 On the Job Order Description screen, click > Door to go back to the list
results of Job Orders.
Step 30 On the list results of Job Orders, click > RETURN button to go back to the
Job Order Search screen.
Step 31 Click > EXIT FORM button to return to the SKIES Welcome screen.
o  Multiple O*NET Codes optional.
e  O*NET Family optional.
o O*NET included for each Job Order in the Print of the Search Results.
e Employer Name not included in the Print Search Results unless selection

check marked before selection of the PRINT SEARCH RESULTS button.




Job Orders Binoculars Search

Fields Data
WDA Click on the arrow for a drop down list.
Click to select the area.
Office Name Click on the arrow for a drop down list.
Click to select the Office.
Staff Name Auto-fills with the name of the person

logged into the system. To select a different
person, click on the arrow for a drop down
list. Click to select the person.

Employer Name

Enter the Employer Name. Wild card and
three characters may be used.

O*NET Code
O*NET Title

Auto-fills with selection of an O*NET Code.

Clear button

Click > CLEAR button to erase the O*NET
Code and Title.

Exp in Months

Enter the number of MONTHS OF
EXPERIENCE required by the Job Order.

Min Salary/Hr Enter the MINIMUM SALARY offered per
hour. Do not use $, may use decimal point.
Job Type Click on the arrow for a drop down list.

Click to select the JOB TYPE.

Driver License Class

Click on the arrow for a drop down list.
Click to select the CLASS. Click > OK.

Job Title Enter the TITLE (the Employer’s title) of the
job, may not be the ONET Title.

Job Desc Free form text — may use wild card.

Job Status Click on the arrow for a drop down list.
Click to select the STATUS.

Duration Click on the arrow for a drop down list.
Click to select the DURATION.

State Auto-fills, default Washington. To change,

click on the arrow for a drop down list. Click
to select the State. Use the Scroll Bar when




necessary.

City

Click on the arrow for a drop down list.
Click to select the CITY. Use the Scroll Bar
when necessary.

County

Click on the arrow for a drop down list.
Click to select the COUNTY. Use the Scroll
Bar when necessary.

Zip

Click on the arrow for a drop down list.
Click to select the ZIP CODE. Use the
Scroll Bar when necessary.

Job Order #

Enter the number of the Job Order, when
known, including the alpha prefix.

Highest Degree

Click on the arrow for a drop down list.
Click to select the HIGHEST GRADE
completed. Use the Scroll Bar when
necessary.

Review Date Between - And

Enter the REVIEW DATE using
MMDDYYYY format.

Benefits

Click on the arrow for a drop down list.
Click to select a BENEFIT. One choice
allowed.

CLEAR ALL O*NET(S) button

Click > Clear All O*NET(s) to erase all
O*NET Codes.

SELECT O*NET(s) button

Click > Select O*NET(s) for the O*NET
Search screen.

O*NET Family Click on the arrow for a drop down list of
O*NET Families.
Industry Click on the arrow for a drop down list.

Click to select the INDUSTRY.

Near Public Transportation

Defaults to Open. Click > YES or NO.

Full Time

Defaults to Open. Click > YES or NO.

Part Time

Defaults to Open. Click > YES or NO.

RESULTS SCREEN button

Click > RESULTS SCREEN button to view
the results of the last query.

CLEAR FORM button

Click > CLEAR FORM button to clear the
data fields on the Job Order Search
Criteria screen.




EXECUTE QUERY button

Click > EXECUTE QUERY button to
displays the results of the query.

EXIT FORM button

Click > EXIT FORM button to return to the
SKIES Welcome screen.




