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1.   Overview of the Process
· After the review has determined the applicant is qualified, the ABO will be notified.  

· The ABO Personnel Administrator will enter the application into the Employment List system for the positions for which the applicant applies and/or qualifies. 

· ABO notifies the ATC and/or the applicant.  

· The application will remain in the system for one (1) year, at which time the application will be removed unless the ABO Personnel Administrator receives written notification otherwise.  

Return to Table of Contents
2.  Acquiring Application Approval to enter into the System

Ref:   for application approval process through the curriculum 151B Application Process
Return to Table of Contents
3.  Accessing the System

Only Personnel Administrators through the KYNET Personnel System can access the Employment List System, by entering “wfr1” instead of pers.
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4. ABO Three (3) Digit Code

	Bowling Green
	BGN

	Central Office
	FKT

	Elizabethtown
	ETN

	Frankfort
	LEX

	Hazard
	HAZ

	Madisonville
	MAD
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Employment List – Personnel Menu
&K9V                      WORKFORCE DEVELOPMENT CABINET              WFWPR02 

10/07/03                         PERSONNEL SYSTEM                    12:37:35

                                 PERSONNEL MENU                               

                        1. INQUIRY / WORK WITH POSITION FILE                  

                        2. WORK WITH MASTER FILE                              

                        3. WORK WITH COUNTIES FILE                            

                        4. INQUIRY TO CERT DATA                               

                        5. ALPHA SEARCH                                       

                        6. REQUEST EMPLOYMENT LIST                            

                        7. WORK WITH EMPLOYMENT LIST                          

                        8. RANK                                               

                        9. WORK WITH VACANCIES                                

                        A. QUERY MENU                                         

                                 : SELECTION                                  

                         ENTER=PROCESS       CLEAR=END                        
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Program # 1 - Inquiry/Work with Position File
This program is used as inquiry to an applicant’s position records.  

· New positions may be added from this screen.  

· Current Positions may be changed or deleted.  

· PF Keys may be used to transfer to the work with counties program or inquiry to cert data program.  

· You may scroll forward or backwards through the records.  

Return to Table of Contents
Program # 2 – WORK WITH MASTER FILE

· This program is used to add an applicant to the Master File.  

· You may also use this program to update information, such as address changes.  

· The user may also delete a Master Record.  PLEASE NOTE WHEN DELETING A MASTER RECORD, ALL POSITIONS, COUNTIES, AND CERT DATTA RECORDS WILL ALSO BE DELETED.  

· PF keys may be used to transfer to the Inquiry/Work with Positions, Counties and Cert Data Program.

Entering the Application into the Employment List System

Information requested for most fields is self explanatory; however 


Listed below are some codes accepted for specific categories.


	Some Code Entry Guidelines for Specific Categories on this Screen for Program # 2

	Field Name
	Options
	Length

	Social Security
	
	9

	Last Name
	
	17

	First Name
	
	12

	Middle Initial
	
	1

	Street Address
	
	25

	Home Phone
	
	10

	City
	
	15

	Home County
	
	15

	State
	
	2

	Zip
	
	5

	Zip2
	
	4

	Date of Birth
	
	6

	Race
	White     (W)
	8

	
	Black      (B)
	

	
	Hispanic   (H)
	

	
	Asian Pi   (Asian/Pacific Islander)
	

	
	I  (American Native/Alaskian Indian)
	

	
	Ai or An
	

	
	Other
	

	Sex
	Male
	6

	
	Female
	

	Vet Preference
	05 = 5 Points
	2

	
	10 = 10 Points
	

	Handicap
	Intr Dis
	8

	
	Motr Imp
	

	
	Lern Dis
	

	
	Sight
	

	
	Hearing
	

	
	Drug Add
	

	
	Mntl Ill
	

	
	Other
	

	
	Combined
	

	Work Phone
	
	10

	Shift
	D = Day
	4

	
	E = Evening
	

	
	N = Night
	

	
	R = Rotating
	

	Months of Service
	(Layoffs Only)
	3

	Rank
	1 = Rank I
	1

	
	2 = Rank II
	

	
	3 = Rank III
	

	
	4 = HS+
	

	
	5 = BA
	

	
	6 = MA
	

	
	7 = MA+
	

	
	8 = PHD
	

	
	9 = HS- (less than GED)
	

	
	10 = HS
	


After entering personal information on the “Work with Master File”, you must enter:

A. Class/position information, indicating which positions the individual is qualified for.(PF4 – Work w Pos file).  Choose from(A, add; C, correct; D, delete)

· Class code is four digit, see Query Menu – Class File – Alphabetic, under - Program A – QUERY MENU
· Title is linked to the class code
· Type
	F
	FULL-TIME

	P
	PART-TIME


· Avail (Availability)

	STL
	Subject to Layoff

	REM
	Reemployment

	STS
	Status (Certified & Equivalent Staff

	QUAL
	Qualified (New Applicants)

	NAV
	Not Available

	EXP
	Expired


B. Counties (PF5) – List all counties for which the individual indicates on the application they would be willing to work (see # 6 County Codes – for four digit county designation.)

Return to Table of Contents
Program # 3 – WORK WITH COUNTIES FILE

This program is used to add or delete an applicant’s available counties.  

· Up to four counties at a time can be added or deleted.  

· Please note that if an applicant is added for statewide, no other counties should appear.  

· PF keys may be used to transfer to the Inquiry/Work with Position or Cert Data Records.  
Return to Table of Contents
Program # 4 – INQUIRY TO CERT DATA

This program is used to view an applicant’s employment list record.  

· PF keys may be used to transfer to the Inquiry/Work with positions or work with counties programs. 

· You may scroll forward or backwards through the records.  

Return to Table of Contents
Program # 5 – ALPHA SEARCH

This program is used to view an applicant’s employment list record.  

· PF keys may be used to transfer to the Inquiry/Work with Positions or Work with Counties Programs.  

· You may scroll forward or backwards through the records.  

Return to Table of Contents
Program # 6 – Request Employment List
This program is used to request an employment list.  

· The Employment List MUST be requested the same day that the position is posted.  

· The computer will generate the Employment List Number and the position number will be partially generated.  

· The record will be added with a Status of Posted., Meaning it must remain in the system for ten (10) days before it can be filled.  

· The employment lists and log can be viewed by the Work with Employment List Option.  

	POSITION CLASSIFICATION

	A
	Administrative

	K
	KY Tech Instructor

	C
	Continuing Education Instructor


	TYPE

	F
	FULL-TIME

	P
	PART-TIME

	B
	BOTH
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Program # 7 – WORK WITH EMPLOYMENT LIST

This program is used to perform various functions related to the employment list.  The initial screen will show a list of all the Employment Lists for the USER.  The Employment lists will be in the following Order:  POST, FILL, COMPLETE, VOID, AND CONVERT.  From this screen the user may scroll through the employment list records or select one of the following options.

F – This option will cause the employment list to be filled that night.

The ten (10) days waiting period must have expired or the employment list will not be filled.

E – This option will show the applicants for this employment list.  

From this screen the user may post actions and scroll forward or back through the applicant list.  PF keys are also available to add an applicant left off by error or to update a completed action.  


V – This option will void the employment list.  Only employment lists

 with a post or fill status can be voided. 

C – This option will complete the employment list.  At this time all

actions should have been posted to the records.  This option will generate a screen for the user to post the social security number or the appointment and the appointment date.  If no appointment is made for this employment list, press enter.  

I – This option will show a complete view of the employment list log.  
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Program # 8 – RANK

This program allows the personnel administrator to view a list of applicants for a specific classification:

         CLASS:   (four digit code from Class ID list)                                                   

         COUNTY:     (four digit code from County Code list)                                                

         TYPE:      (indicate either “F” for full-time or “P” for part-time)                                                  

         RANK:    (Choose “S” or “L” as indicated below)                                                    

                  
 ENTER (S) FOR SHORT RANK   - NAME ONLY                        

                   
   ENTER (L) FOR LONG RANK - WITH ADDRESS             

Return to Table of Contents
Program # 9 – WORK WITH VACANCIES

To access this information, put the three letters abbreviation in the “Region” space and hit enter.  The second screen will pop up showing information on vacant positions.  If the Class ID column is vacant, a Class ID appropriate to the position should be entered to update the information.  

This information should be updated the first day of each month.    
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Program A – QUERY MENU
This program provides a variety of information vital to the function of the employment list system

	Query Menu – Security File

	
	This program is used to view a list of the users of the Workforce Development Cabinet Personnel System.  Name, Region and Phone Number is included.                                                                    

	Query Menu – School File

	
	This program is used to view a list of the school file for the Workforce Development Cabinet personnel file.  The list is by Districts and includes the school’s position number.

	Query Menu – Class File - Numeric

	
	This program provides a listing of the classes used by the Workforce Development Cabinet Personnel System.  The listing is in numeric order.

	Query Menu – Class File - Alphabetic

	
	This program provides a listing of the classes used by the Department for Technical Education Personnel System.  The listing is in alphabetic order.

	Query Menu – Applicant by Class

	
	This program is used to view all applicants for a class selected by the user.  The order of the applicants will be subject-to-layoff (STL), Reemployment (REM), Status (STS), Reinstate (REI) and Qualified (QUA).

	Query Menu – Reemployments

	
	This program is used to view all reemployment applicants and shows the available positions.  This file is updated nightly

	Query Menu – Filled Requests

	
	This program is used to view all employment lists that the users have requested to be filled that night.

	Query Menu – Region Security

	
	This program us used to view a list of employees who have access to the employment list and which regions/areas of access.
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5.  Activating an Expired Position

To reactivate an employee's application on the system when it displays an EXP:

1. Select (1) Inquiry/Work With Position, 
2. Type in social of individual, 
3. Delete the class id with the “EXP”;
4. Follow prompts
5. Add the new classification; 
6. Add/adjust counties if needed;
7. Next day confirm entry on “Rank Screen # 8” 
Return to Table of Contents
6.  County Codes

	COUNTY CODES FOR ENTERING INTO THE EMPLOYEMNT LIST SYSTEM

	County #
	County Name
	Abbreviation
	ABO

	001
	ADAIR
	ADAI
	BGN

	002
	ALLEN
	ALLE
	BGN

	003
	ANDERSON
	ANDE
	ETN

	004
	BALLARD
	BALL
	MAD

	005
	BARREN
	BARR
	BGN

	006
	BATH
	BATH
	FKT

	007
	BELL
	BELL
	HAZ

	008
	BOONE
	BOON
	FKT

	009
	BOURBON
	BOUR
	FKT

	010
	BOYD
	BOYD
	FKT

	011
	BOYLE
	BOYL
	ETN

	012
	BRACKEN
	BRAC
	FKT

	013
	BREATHITT
	BREA
	HAZ

	014
	BRECKINRIDGE
	BREC
	MAD

	015
	BULLITT
	BULL
	ETN

	016
	BUTLER
	BUTL
	BGN

	017
	CALDWELL
	CALD
	MAD

	018
	CALLOWAY
	CALL
	MAD

	019
	CAMPBELL
	CAMP
	FKT

	020
	CARLISLE
	CARL
	MAD

	021
	CARROLL
	CARR
	ETN

	022
	CARTER
	CART
	FKT

	023
	CASEY
	CASE
	BGN

	024
	CHRISTIAN
	CHRI
	MAD

	025
	CLARK
	CLAR
	ETN

	026
	CLAY
	CLAY
	HAZ

	027
	CLINTON
	CLIN
	BGN

	028
	CRITTENDEN
	CRIT
	MAD

	029
	CUMBERLAND
	CUMB
	BGN

	030
	DAVIESS
	DAVI
	MAD

	031
	EDMONSON
	EDMO
	BGN

	032
	ELLIOTT
	ELLI
	FKT

	033
	ESTILL
	ESTI
	ETN

	034
	FAYETTE
	FAYE
	FKT

	035
	FLEMING
	FLEM
	FKT

	036
	FLOYD
	FLOY
	HAZ

	037
	FRANKLIN
	FRAN
	FKT

	038
	FULTON
	FULT
	MAD

	039
	GALLATIN
	GALL
	ETN

	040
	GARRARD
	GARR
	ETN

	041
	GRANT
	GRAN
	FKT

	042
	GRAVES
	GRAV
	MAD

	043
	GRAYSON
	GRAY
	ETN

	044
	GREEN
	GREN
	BGN

	045
	GREENUP
	GRNP
	FKT

	046
	HANCOCK
	HANC
	MAD

	047
	HARDIN
	HARD
	ETN

	048
	HARLAN
	HARL
	HAZ

	049
	HARRISON
	HARR
	FKT

	050
	HART
	HART
	BGN

	051
	HENDERSON
	HEND
	MAD

	052
	HENRY
	HENR
	ETN

	053
	HICKMAN
	HICK
	MAD

	054
	HOPKINS
	HOPK
	MAD

	055
	JACKSON
	JACK
	HAZ

	056
	JEFFERSON
	JEFF
	ETN

	057
	JESSAMINE
	JESS
	ETN

	058
	JOHNSON
	JOHN
	FKT

	059
	KENTON
	KENT
	FKT

	060
	KNOTT
	KNOT
	HAZ

	061
	KNOX
	KNOX
	HAZ

	062
	LARUE
	LARU
	ETN

	063
	LAUREL
	LAUR
	HAZ

	064
	LAWRENCE
	LAWR
	FKT

	065
	LEE
	LEE
	FKT

	066
	LESLIE
	LESL
	HAZ

	067
	LETCHER
	LETC
	HAZ

	068
	LEWIS
	LEWI
	FKT

	069
	LINCOLN
	LINC
	BGN

	070
	LIVINGSTON
	LIVI
	MAD

	071
	LOGAN
	LOGA
	BGN

	072
	LYON
	LYON
	MAD

	076
	MADISON
	MADI
	ETN

	077
	MAGOFFIN
	MAGO
	HAZ

	078
	MARION
	MARI
	BGN

	079
	MARSHALL
	MARS
	MAD

	080
	MARTIN
	MART
	FKT

	081
	MASON
	MASO
	FKT

	075
	McLEAN
	MCLE
	MAD

	073
	McCRAKEN
	MCRA
	MAD

	074
	McCREARY
	MCRE
	BGN

	082
	MEADE
	MEAD
	ETN

	083
	MENIFEE
	MENI
	FKT

	084
	MERCER
	MERC
	ETN

	085
	METCALFE
	METC
	

	086
	MONROE
	MONR
	BGN

	087
	MONTGOMERY
	MONT
	FKT

	088
	MORGAN
	MORG
	FKT

	089
	MUHLENBERG
	MUHL
	MAD

	090
	NELSON
	NELS
	ETN

	091
	NICHOLAS
	NICH
	FKT

	092
	OHIO
	OHIO
	MAD

	093
	OLDHAM
	OLDH
	ETN

	094
	OWEN
	OWEN
	ETN

	095
	OWSLEY
	OWSL
	FKT

	096
	PENDLETON
	PEND
	FKT

	097
	PERRY
	PERR
	HAZ

	098
	PIKE
	PIKE
	HAZ

	099
	POWELL
	POWE
	ETN

	100 
	PULASKI
	PULA
	BGN

	101
	ROBERTSON
	ROBE
	FKT

	102
	ROCKCASTLE
	ROCK
	HAZ

	103
	ROWAN
	ROWE
	FKT

	104
	RUSSELL
	RUSS
	BGN

	105
	SCOTT
	SCOT
	FKT

	106
	SHELBY
	SHEL
	ETN

	107
	SIMPSON
	SIMP
	BGN

	108
	SPENCER
	SPEN
	ETN

	109
	TAYLOR
	TAYL
	BGN

	110
	TODD
	TODD
	MAD

	111
	TRIGG
	TRIG
	MAD

	112
	TRIMBLE
	TRIM
	ETN

	113
	UNION
	UNIO
	MAD

	114
	WARREN
	WARR
	BGN

	115
	WASHINGTON
	WASH
	BGN

	116
	WAYNE
	WAYN
	BGN

	117
	WEBSTER
	WEBS
	MAD

	118
	WHITLEY
	WHIT
	HAZ

	119
	WOLFE
	WOLF
	FKT

	120
	WOODFORD
	WOOD
	FKT
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