SKIES Staff User Guide Employment Security Department

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.
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‘Welcome FISCHER, LEIGH you are logged into SKIES TRAINING

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

E Binocular Search

[_Sedker | Employersrovider

Job Order

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.
Staff Name Job Order Search Criteria
BHO20 Prod: 3.us~] Job Order #
T 6T Search Parameters [— |
~— Highest Degres -
Review Date Between | ‘Wﬁ\l ~ .
Staff Name | FISCHER, LEIGH E—— = ™ H|ghest Degree
QMET Code CNET Thle e | ONET Famﬁ\ g
| 7 I™> Review Dates
%] Exp.In m Ny
Clesr | Clearall ONET(s) | Select ONETEs) | \\B
Employer Name | Min Salarytr | Industry ! eneflts
Job Type [ v] Driver License Class | ;]
Jok Title | Job Dese. |
Job Stetus :] Duratian E MNear Public Transpnr{a{\nr?;la:n YFES {N‘O
st Cowty - Fulfme ®
w4 wl Patline ®
Exit Form ] Results Screen ] Clear Form ] Execute Query
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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.

Search Parameters
Select at least one
WD, | ~|
Office Mame | “"l
Staff Name | FISCHER, LEIGH -]
Step 4 Enter in the Job Order # in the Jo Order # data field.
Job Order # ||
Step 5 To enter the Highest Degree, click on the arrow right of the Highest
Degree data field. Click to select.
8TH GRADE COMFPLETED -
9TH GRADE COMPLETED Scroll Bar
10TH GRADE COMPLETED e
12TH GRADE COMPLETED, MO DIFLOMA i
11TH GRADE COMPLETED )
GEDMHS EQUINALEMNCY
HIGH SCHOOL GRADUATE
HIGH SCHOOL AMD 1 YEAR OF COLLEGE, MO DEGREE
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.

Feviewy Date Between A




Exp in Months

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.
Only one benefit allowed (at a time).
407K
Scroll Bar
CHILD CARE
DEMTAL INSLURAMCE =
EDUCATION ASSISTAMCE
HEALTH INSLUIRAMCE
FAID HOLIDAY S
SICK LEAVE
WACATION
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 (alphabetical order). Scroll the list. Click to select the appropriate
O*NET Family.
Scroll Bar
Mot Provided(aa) :_
Office and Administrative Support Occupationsid3) ]
FPersonal Care and Service Qccupations(E39)
Froduction Occupations{at)
Protective Service Occupations{33)
Sales and Related Occupationsid1)
Transportation and Material Moving Occupations(a3)
Step 9 Enter Exp (experience) In Months.
O*NET Family ‘
I |
OMET Code OMET Title
[39-1011.00 Gaming Supervisors Clear | OMET Family \/ /
|38-1012.00 Slot ey Persons Cfear
|39-1 021.00 First-Line Supervisorsfanagers of Personal Service Wiorkers Clear;
|39—2011_DD Animal Trainers Clear Exp. In Morths
|29-2021.00 Montarm Animal Caretakers Clear Clear all OMNET(5) Select ORETST




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.

ONET Code OMET Title Select O*NET
| Clear | QOMET Farmily
| o) | /]
| = e e
| Clear | Clear all OMET{s) | Select ONET(s) |
Step 11 When known, enter the EMPLOYER NAME in the Employer Name data

field. Use the wild card when necessary.

Emplover hame | ABC A0 %)

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.
APPREMNTICESHIP | |
BUSIMESS OUTREACH JOB LISTIMNG
COMMUMNITY JOBS
DOMESTIC WORK .

JOB SHADOWIFM G

R THE JOB TRAIMIMG |
OTHER FEDERALSTATELOCAL TRAIMNIMNG -
1] | k [

Step 13 JOB TITLE? Use free form text to enter the Job Title. Use the wild card
when necessary.

Job Title |BARISTA




Step 14

Step 14

Step 15

Step 16

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
FEMDIMNG
FLACED
HEFERRED

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 CAROLIMNA, el
SOUTH DAKOTA
TEMNMESESEE

TEXAS

UTAH

YIRGIMIA

YERMOMT =

IIll'.'llllll';'iI E: H | I"-.I |:'|T|:| r"'-l

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 you
may use a decimal point.



SKIES Staff User Guide

Step 17

Step 18

Step 19

Step 20

Step 21

C — Employer

Employment Security Department

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.

Yalid Classes

Click to select

Diescription

A A-OWER 26, 000LBS. COMBINED YEHICLE WITH OWER 10,000LBS. TOWEP” _~

B B-OER 26,000LB5. COMBIMED WYEHICLE WITH UMDER 10,000LBEZWED LINIT

C-UMDER 26,001LBS. IF DESIGMED TO: TRAMSFORT 16+ QUeZTIPANTS ANDIOR TRA

] wallD STANDARD DREIVERS LICEMSE
E MO WALID DRMERS LICEMSE

F OCCUPATIONAL DRMERS' LICEMNSE OMLY OK
G LIMITED LICEMSE OMLY

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.

FULL-TIME 4 - 150 DAYS | =
FULL-TIME OVER 150 DAYS
FULL-TIME SEASOMAL
PART-TIME 1 - 3 DAYS
PART-TIME 4 - 150 DAYS
PART-TIME OWER 150 DAYS
PART-TIME SEASOMNAL

_T

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

ZIP? Click on the arrow right of the Zip data field. Click to select the Zip
Code.
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Step 22

Click to select the Industry.

Indus

Industry

Agriculture, F

Mining
22 LUtilities

23 Canstruction

42 Wholesale Trade

51 Infarmation

52 Finance and Insurance

Profeasinnal Srientific_and Technical Services

g and Hunting

53 Real Estate and Rental and Leasing

Step 23 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 24 Click > EXECUTE QUERY. A list of Job Orders in ascending order (alpha
and numeric) matching the search criteria displays.
Click to sort
. Total Hum|
CIICk Job Orders
Select Job Order # | Job Title | JobStatus | OpenDate | Close Date | City | State
~( wazes7 |BARISTA PIT |PLACED [11/01/2006  |01/3052007  [SPOKANE [\
| [wiazeez [WAITERMIAITRESSES [DPEM [10r31/2006  [01/20/2007  [SPOKANE [y
| (weazsm |CHEF AND HEAD COOKS |oPEN |0BM2/2006  |08E12006 | TAGOMA [z
| lwazdad |CHEF AMND HEAD COQKS |oPEN |DB/02/2006  |08/31/2006  [TACOMA [ihia,
| [wia3zas [BARISTA [PLACED [03r30/2006  [06/28/2006  [OLYMPIA [z,
| wazz53 |BARISTA |oPEN |D2/30/2006  |0B28/2006  |OLYMPIA [\
| |waszaz |BARISTA |oPEN |D2r30/2006  |0F28/2006  |OLYMPIA [z
| [wia3zan [BARISTA [OPEN [03r30/2006  [06/28/2006  [OLYMPIA [wia,
T |BARISTA, |oPEM |03r20i2006  |0E/28/2006  [OLYMPIA [y,
| ezt |ACCOUNTING |oPEN |02 72006 |03M1 772006 | TAGOMA [z
| [wia3to4 [LEAD COOK [cLOSED (0272006 [02A7/2006  [TACOMA [wiia,
| |waz7ee |BINGO MUMBER CALLER |oPEN [11/m9/2005  |02/08/2006  |LAGEY [\
| |weaz7os |BINGO MUMBER CALLER |oPEN |[11/ma2005  |02/07/2006  [LACEY [iha,
| [wiaz7es [BINGO MUMBER CALLER & FOO|PLACED [11708/2006  [02007/2006  [LACEY [z,
| waz7as |BINGO NUMBER CALLER |oPEN [11/09/2005  |0207/2006  |LACEY [\

Refresh

Include Employer Mame on Print’? L]

Print Search Resul

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.

-

Scroll Bar

Click

. L |

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

Note: Print the Binoculars Search results 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 26 Adobe Reader activates. Click > Adobe Reader Print icon. Click > X in the
upper right corner to exit Adobe Reader.

Step 27 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.

Total Humber of Records: 18
Job Orders
Select Job Order # | Job Title | JobStatus | OpenDate | CloseDate | City | M
| lwiazasa |CHEF AMD HEAD COOKS |oPEN |06/02/2006  [D2i31/2008  [TAGOMA P~
| hwa3zsa [BARISTA [PLACED [03730/2006 (06282006 [OLYMFIA [
[niaa253 |BARISTA |oPEN [0330iz006  [0Ei28i2006  [OLYMPIA i
j‘\WABQSQ |BARISTA |oFEN [na/anizon6  |0E2E2006  [OLYMPIA s
| [NA3z8D [BARISTA [oPEN [03/30/2006  [0B/28/2006  [OLYMFIA [
iwhazez |BaRISTA |oPEN |oaramz006  [0Bi2Bi2008  [OLYMPIA e
L ks |ACCOUNTING |oPEN [0217i2006  |0317/2006  [TACOMA T '
| [pasioa |LEAD COOK [cLosED [02117/2006  [02117/2006  [TACOMA s |
_~\WATTBS |BINGO NUMBER GALLER |oPEN [11n9izons  [nzioaizo06  [LAGEY bata— |
[wia2798 |BINGO NUMBER CALLER |oFEN [110sizons  [nz07izo06  [LAGEY
j [Wwaz795 |BINGO NUMBER CALLER & FOO|PLACED [11/09/2005  [0Z/07/2006  [LACEY PRINT SEARCH RESULTS
| wazvea |BINGO NUMBER CALLER |oPEN [1108iz005  |0zi07i2006  [LACEY
| wiarasa |FRONT LINE COOK |cLOSED |05/202004 |08 82004 [YAKIMA e
| watoss [HOSTS AND HOSTESSES [cLosED (017082004 [04/07/2004  [LYNRWOOD Wi
RETURN | ‘watoso |HOSTS AND HOSTESSES |cLosED [nyosizond  |[n4in7izans  [LYMKWOOD i

—— | Refresh | Incluste Emplayar Name on printz [ Print Search Resufts

Menu Bar Inactive r '

— OPEN
Referrals Placements

Click > Door

j Tool Bar Inactive

Requirements: Skills Ik

_ JobOrder#  poquested Mads | Openings  Hred | ASSigning Office: [PECPLEFOR PEOPLE
fiin5243 10 5 Z e Assigring Staft. [STUDED, TRANNG
Job Order

= = Oreder Dat
Job Type IREGULAR EMPLOYMENT _I Job Development _I FolL [ _rj_rd_e_
| |03130/2008

OHET Code |25-202100 | v | GNET Title: [Food Preparation Workers

Description
Spell Check |

Perform a variety of food preparation cuties other than cooking, such as preparing cold foods and shelifish, |5
islicing meat. and brewing cotfee of tea. i

Job Title |parisTA

Worksite Address “"’ AR |
Fs i S ey —
City LML, (= | state [ = | county [THIRSTON | zipCode [s3501 =]
Open Date [15E02006 Close Date [16/23/2005 Proposed Start Date
Min Hrs PerWeek (40 Max Hrs PerWeek [%0  Stahus [OPEN =] Review Date
Mori W Stete Mn Wage, Urpsid | Min Salary | $915  Max Salary | $1075  Salary Interval [HOUR |
CommisSPle Gnonings  [2 Duration [FULL-TME OVER 150 DAYS = el
Mazimum Referrals |7 DissivitRcesi |

Vi Epecial Instruction Note | Copy ok Order | Print dob Order || Vo Job Oreler

Employer Created By: SHIES




Step 8

On the Job Order Description screen, click > Door to go back to the list
results of Job Orders.

Step 9 On the list results of Job Orders, click > RETURN button to go back to the
Job Order Search screen.
Step 10 Click > EXIT FORM button to return to the SKIES Welcome screen.

Multiple O*NET Codes optional.
O*NET Family optional.
O*NET included for each Job Order in the Print of the Search Results.

Employer Name not included in the Print Search Results unless selection
check marked before selection of the PRINT 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, not 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 Autofills, defaults to 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.




