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One-Stop Operating System

PURPOSE

This quick guide is designed to be used by someone who is knowledgeable in OSOS data entry
and provides pertinent information regarding the entry of customer data and services funded
by the NEG — OJT.

A more complete guide is available through the NYS DOL One-Stop Operating System webpage:

http://www.labor.state.ny.us/workforcenypartners/osos.shtm.

A Program Guidance letter is available:
http://www.labor.state.ny.us/workforcenypartners/OJT NEG.pdf.

All New York State LWIAs are eligible to participate in this grant.

Some field names in the desk guides are abbreviated, to match how they are displayed in OSOS.
The graphics used in the guides are from fabricated test cases and not indicators of true
customer records at the time of publication.

This guide assumes that the Due Diligence procedure and NOA request have been approved by
Central Office staff.

Due diligence requests for OJT programs must be e-mailed to OJTDueDiligence@labor.ny.gov.

The Notice of Obligational Authority (NOA) Request forms for NEG (09) — OJT funding must be
e-mailed to OJT-NEG@Iabor.ny.gov.

0SOS is a case management system designed to describe a process in which services are
provided to jobseeker and employer customers. This process must detail a story that includes
the assessment of a situation and a specific plan of action to achieve measurable goals.

The NEG OJT grant begins October 1, 2012 and ends June 30, 2014. The NEG ARRA OJT grant
ended September 30, 2012.

Matching a trainee to an OJT with an employer requires a sequential data entry process in
0SO0sS:

1. The Employer information must be data entered into OSOS

The Employer must be data entered as a Provider

3. The Provider must then have specific service or multiple services called
Offering(s) data entered into OSOS.

N
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OSOS DATA ENTRY

such as “John Brooks”.

CUSTOMER

ITINOYE = 1

PROVIDER

Job Order Search

Employer Detail

BUSINESS DATA ENTRY (EMPLOYER ACTIVITIES)

First, search to see if an employer is already entered into OSOS by navigating to the Employer
module, Employer Search window, and General Info tab. The search automatically defaults to
Active employers. Change the Active default setting to null, which is the blank space. This will
allow you to search for the employer whether that employer is active or inactive.

STAFF
Job Order Detail

When searching by name, enter the first few letters of the employer and click the Search

button. Because the employer name may be entered different ways, you may need to enter
variations of the name. This will also account for misspellings. For example, a business may be
data entered beginning with the word “The” such as “The John Brooks” or without the word

[quick Search L CE L B additional Info | List Search | Reports | Custom |
Origination | =l
State EIN| FEIN| Staff Assigned| | Crange |
Legal Name| The John Brooks Office | =l
Cilﬂ Coun‘q,rl ;l Tax Class Ll
State | =] Zip WiB
Country| =l Status | | “Null” Status
Phone | Naics | RR Event#| \
Click the Search button.
| Options | t | Comments || Eomespond Ji Assian to) st )| Show Eontacts I Mew I
0OSOS Guide - NEG - OJT (NEG-09) -2- 9/23/2013
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Make sure the employer information throughout the General Info, Additional Info, and the
Contact Info tabs is complete and current.

At any time the user may enter an activity by clicking the gray Activity button at the bottom of
the page.

CUSTOMER PROVIDER STAFF

Employer Search Job Order Search Job Order Detail

The John Brooks Institute 1D: NY010041761

General Info [Rapid Response | Comments | Profile | Activity| Due Diligence
@Status [ Active =] Origination | ADS0S - Mediated

1of1

@Company | The John Brooks Institute WIB | Albany/Rensselaer/Schenectady Courtid
Legal Mame | Brooks Incorporated Agencﬂ Capital District WAE | Change
sateEN] Fem[ Office | Albany Career Central | _Office
Location Suffix I— Tax Class Iﬁ Staff Assigned | Rotman, Neil | crangs |
Emp. Rel. Rep. | Piliters, Ruth | Change |

@Address | Bldg 512

& City [ Albary

@State | New York =l ezip code[12240

=1 Country [ United States =]

& County [ Albary

PhoneIEEE—EEE—EEEE Bl 5505 FEIJ(IEEE—EEE—EEEE
Alt. PhoneIEEE-EEE-EEEE Ex'tl URLI

Alternate URL |

Email |
@MAICS [111110 | | Soybean Faming | MAICS Lookup
Ownership | Privats/Coporation || Create Date | 05/30/2013
™ Desired Employers List
Save | Activity m b Search | Comments |
-3- 9/23/2013
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Data enter any activity provided to the employer. The Contact person’s name and that day’s
date will automatically populate the Employer Activity - - Webpage Dialog box. The Contact has

a drop down list for multiple contacts and you may add comments into the Comments box.
The Activity Date is editable. You may then select the appropriate activity.

Q Employer Activity -- Webpage Dialog

Activities
— Business Leads
L] Business Lead Source
= Business Contact - Email | Mail / Telephone
— I outreach - Business Unreachable (BT

— ™ outreach - Oveniew of Sevices (E-mailiail}

7 Outreach - Overview of Services Follow-up (EMT)
— I outreach - Special Project (E-mail/Mail)
I WéDutreach—Sgecial Project (Telephone!

| — I outreach - Special Project Follow-up (E/MIT)

|- Business Contact - Onsite

I Business Status

I Service to Business

|
|
: — I outreach - Overview of Semvices (Telephone)
|
|

] Rural Employment Services

ContadlEmoks.Jnhn vI
Activity Date
Spoke with Mr. Brooks to ;I
Comments disuess the NEG-OJI program.
Keywaord(s) | Search | 0k| Cancel |
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PROVIDER, SERVICES AND OFFERING

This information must be entered in sequential order: Provider, Provider Service, and Offering.

The Local assignee or OJT Coordinator will be authorized to data enter the Provider and
Offering information when the information is not already in OSOS.

PROVIDER
The Provider is the employer that will provide the OJT.

The Provider’s location is the LWIA funding the OJT. Listing the LWIA as the location is
necessary for federal reporting purposes.

Navigate to the Provider module; Provider Search window; General Info tab. A search may be
customized in numerous ways such as selecting the LWIB name from the drop down list and is
similar to what was described in the previous Employer section. Be sure to change the Status

to the null setting, which is the blank space.

If the employer’s name is not entered in OSOS as a Provider, then click the New button to
create a new provider record.

CUSTOMER

EMPLOYER

Offering Search Offerina N

Provider Detail

The Employer is not a Provider No Matches Found
Status | ~] WiB| =l
Provider Name | The John Brooks Institute Organization Type | =]
City| Federal Provider ID [FEIN}l
Senvice Category| =l State Provider ID (EIN)
Senvice Type| | Service Type |
CIP Code| | cipcode |
|_| Provider ID | Provider Mame | City | Qra. Type |
IC | | | | =
Options | C_Jearl Detai I Delete Selection ||| Print List || Comments ||| Comespond || Show Contacts || New New
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Complete and update all information in the Provider Detail General Info tab.

If the LWIB funding the OJT is not listed as an available location, then click on New Location and
complete the data fields in this section.

CUSTOMER

Provider Search

EMFLOYER STAFF

Offering Detail

Offering Search

The John Brooks Institute ID: 77871 10f 0
General info [Services [Service Performance | Comments|
— Provider Info — Locations
Provider Status [Actve =] wLaocation Namelm LWIB
Federal D FEIN)[ #Street Address (line) [Career Central N
state D @[ Street Address (line2) [175 Central Averue )
Organization Type | Prvats /1 @City | Albany
@Provider Name | The John Brooks Institute Employer I @State | New York
Provider Phone [555555-5555 | Ext oZip Code[12206
Provider URL | hitp://Johnbrooks.com Location Suffix |
Provider Email | John Brocks@google.com @\VIB | Albany/Rensselasr/ Schensctady
— Billing Address | Location |
@Street Address (line1)[Biag =12 I |Capital Region LIVIE =
Street Address (IineZ}|Room 436
@ City | Albany
@State | New York =]
@7ip Code IW =l
MNew Location New Location ! Shiow, Deletesl

Complete and update all information in the Provider Detail Contact Info tab.

CUSTOMER EMPLOYER

STAFF

Provider Search Offering Search Offering Detail
The John Brooks Institute 1D: 77871 10f0
SR U Services | Service Performance | Comments |
— Contact Detail
@First Name [ John Phone |555-585-8558  Ext|
@Last Name | Brooks Fax[
Title | Boss Email | Johnbrooks @google.com
Location ICap'rtaI Region LWIB OStaﬁASEigrledl Rotman, Mei Change
Mame | Location | Phone | Ext. | Fax | Email |

[T [Brocks, John |Capital Regien LWIB |555-555-5555 | | |Johnbrooks@google.col <]
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Complete and update all information in the Provider Detail Services tab. A provider service is
required before creating the offering. If the service does not already exist, then:

1. Click the New Service button.
2. Place a check mark in the box next to the newly created service line.

3. Click the Service button to access the Service Category/Type Selector Webpage
Dialog screen.
CUSTOMER' EMPLOYER STAFF

Provider Search

Offering Search Offering Detail

The John Brooks Institute 1D: 77871 1 0f1
[General Info | Contact info Jolalias [Comments|
— Service Detail
@3envice Categorﬂ Training
@Senvice Type | On the Job Training (2JT)
@Senvice Name | NEG OJT @\WIA Eligible Status [ Approved
Description | Social Sciertist - 0JT
Senvice ID [ 101234 | Training CreditHours [ Programs_ |
Total Service Length: Weeks | Days | Hours |
O*Mlet Title | 19309500 |Social Sciertists and Related Workers, Al Other | O Met Titles |
CIP Code| | cipcods |
eoor Senvice Type Sernvice Mame Description

the Job Training (OJT) NEG OJT Social Scientist - OJT

I 1. New Service New Service | Delete Service | Prirt Service | New Cffering | Shiow Deletes
L §ave| Print I Betum ta Searchl Commentsl
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Select Service Category folder entitled Training.

Place a check mark next to the Service Type entitled On the Job Training (OJT).

3 Service Category/Type Selector - Webpage Dialog

L
]
I
I
L
[
L
]
]
[

Click the OK button.
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The Service Name is NEG OJT.
The Description is the occupational title followed with the letters OJT.
For example: Social Scientists — OJT.
Select the appropriate O*Net Title.

Click the Save button.

CUSTOMER EMFLOYER STAFF

Provider Search Offering Search Offering Detail

The John Brooks Institute 1D: 77871 1 of 1
[General Info | Contact Info L4 Lot )f Service Performance | Comments
Service Detail
|_ @5envice Categorﬂ Training |
@Senvice Type | On the Job Training (0JT) | Service |
I Service Name @Senice Name | NEG 0JT @\WIA Eligible Status | Approved =]
Description | Social Sisntist - OJT
Senice ID | 101234 | Training CreditHours [ Programs_ |
I rvice Length: Weeks | Days | Hours |
I O*Net Title O*Met Title [ 19303300 | Social Scientists and Related Workers, Al Gther | oNet Tiles |
CIP Code | | ciPcode |
Category Service Type 3ervice Mame Description

= | Training On the Job Training (OJT) NEG OJT Social Scientist - OJT

Elete Senvice | Prirt Service | New Offering ISI'u:.-,-.' [Deletes

Prirt I Betum to Searchl Comments I
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OFFERING

Offering button.

Click the New Offering

CUSTOMER

Provider Search
The John Brooks Institute

One-Stop Operating System

Check the box to highlight the appropriate NEG training service and open access to the New

button.

EMPLOYER STAFF

Offering Search Offering Detail
ID: 77871 1of1

[General Info | Contact Info JELL 4] Service Performance | Comments |

— Service Detail
@Sernvice Categorﬂ Training |

@Senvice Type | On the Job Training (0JT) | semvice |
@Senice Name | NEG 0JT @A Eligible Status | Not approved =]

Description | Social Scisrtist - OJT
Senice ID[ 101234 | Training CreditHours [ Programs_|

Total Service Length: Weeks | Da],rsl Hours |
O*Met Title | 19309500 | Social Scientists and Related Workers, All Other | O"Net Titles |
CIP Code | | cipcode |
Category Sernvice Type Semnvice MName Description

On the Job Training {OJT) NEG OJT Social Scientist - OJT

Select Training Service I

I]
New Senvice | [ElEte Senvice: I Frint Service I New Oﬁeﬂng/New Offering I
§ave| Print | Betum to Searchl Comments |
OSOS Guide - NEG - OJT (NEG-09) -10 - 9/23/2013
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Click the drop down list to identify available locations. Select the appropriate LWIA that is

funding the OJT.

Check the box for Monday as the day of the week that the OJT will start. Do not check the Start
Date, End Date, Start Time, End Time, any other days of the week, or enter any number into
the Total Seats or Available Seats data fields.

Enter $1.00 in the Cost field.
Enter NEG OJT in the Description.

Click the Save Single button.

CUSTOMER EMPLOYER
Provider Search Provider Detail Offering Search
NEG - OJT Offering ID: 10fD
General Info
— Provider Info
Provider Name | The John Brooks Institute |
Service Categorﬂ Training |
Senice Type | On the Job Training (0JT) |
Senvice Description | Social Sciertist - 0JT |
— Location — Schedule
Location | Capital Region LWIB ] Start Datel End Datel
ﬁ.ddress| Career Central Start Time o Timel

| 175 Central Avenue

|
|
|
o

sun. I Mon. W

City| Albany | state [ New York
Zip| 12206 | wiB | Albany/Rensselaer/Schene
— Additional Info
Cost|s 1.00 Cost I Tatal Seatsl Available Seatsl
Description [izz o7 ;l
Save Single Save Smgle | Save Ongoing | Provider Services | Retumto Search |

If you have additional concerns regarding data entry for a new provider and/or offering, please

refer to the Desk Guide for Provider Module Data Entry and Maintenance found at:
http://labor.ny.gov/workforcenypartners/osos/osos-desk-guide-provider-module.pdf or

contact the OSOS Help Desk at (518) 457-6586 or via email at Help.OSOS@labor.ny.gov

OSOS Guide - NEG - OJT (NEG-09)
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PARTICIPANT DATA ENTRY

CUSTOMER SEARCH WINDOW

Search for the customer using either the social security number, customer ID number that
begins with "NYQ", or the customer’s name (see search instructions in the Desk Guide for the
Customer Module of OSQS).

It is possible to specify what information is desired in the search results by clicking the Options
button.

If no customer record is found, then click the New button and create the customer record.

PROVIDER EMPLOYER

Customer Detail

Comp Assess

pr—
|

Options Options | Search | Qearl Detail_l Prirt IJstl SEVE Srcl'.l Assignito Liﬁl Fost Matcl'.l F:eferl .-‘-'J:tiv'rt','l Cu:rnrner.tsl New New

If creating a new customer record, refer to the data entry resource guides at
http://labor.ny.gov/workforcenypartners/osos.shtm.

Remember to adhere to data Element Validation and WIA eligibility requirements.

1.550f55 @B
[<<] < =S 2 General info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Aeports | > |>>|
— Customer 55N 1 ~CustomerID———————————

SSN 1| (= ID1] =

SSN2| ID2|

55N 3 D3] Last Name | Malinak

SSN4| |D4| First Name|

SSM 5 I— T D 5|— B WMiddle Initiall

Sop 6 I— ID§ I— Birth Datel

Username |

SSN?I IDTI"I

SEM & I D& I

SE5M @ I - 1D a I -
| ososip Last Name First Name Status WIA Customize Search Results I
[T | MY012627209 | Malinak Bennie Active
[T | NY005727098 | Malinak Buster Active Active Exhaustee
[T | My010448017 | Malinak Chris S310
[T | MNY011440808 | Malinak Daniel Active Active
[T | MY0126192893 | Malinak Earl Active
[ | MY012627311 | Malinak Gregory Active
| rvnazas7290 ] Malinalk larkia &rtive

OSOS Guide - NEG - OJT (NEG-09) -12 -
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CuUsTOMER DEeTAIL WINDOW

Please note: If the customer record exists in OSOS, review and update any, and all,
appropriate information throughout the Customer Detail window.

Click the single arrows to navigate to additional tabs to the right or left of the current display.

PROVIDER EMPLOYER STAFF HELP

Customer Search stomer Deta Comp Assess Services JobZone
alinak, State-Grant 0505 ID: NY0D9679278

<e] <IN Y A info [ Objective [Wori Hist. | EdiLic | kitis [ Saved Searches [ Activities | Comments | Tests [ Primary Langua > |>>

— Customer Data — @Ethnic Hertage
OSSNl Mt W @status I.Active vI @Job Seekerl-ﬂ-ﬂtive v[ " Hispanic or Lating
@Username | Grant 38 @Password | User7854 Merge | £ Mot Hispanic or Lating
@Last Name | Malinak @First Mame [ State-Grant m[ = Not Disclosed
Date of Birth[01/01/1932 | @Gender | Male =l wPortiolio Ll [JobZone Adut x| | [~ ®Race
[~ Alaskan or American Indian
@Address| 123 Common Street - — asian
I [~ Black or African American
@City] Anywhere @5tate | Nevw York =l ezip[ 10001 [~ Hawaiian or Pacific Islander
Count}fl(:hamauqua ;l Cgumrlenited States LI Metro I Mo LI I~ White
Phene | 716-555-5555 | Ext | Alt] Ext | Eax|| [# Mot Disclosed
Email|.%gela.Crupe@Iabor.rr}'.gov ~ Education & Employment
URL| > || | #*Education Level
@l 3. Citizen W I'IZ Grade - no Diploma ;I
Enrcliments |JZ.I'CZ WManager [ @3chool Status
— Citomer Assigmment I Mot attending school or H.S. Dropout ;I
Staff Assigned | Retman, Nei | Changs |  Registered|01/23/2008 | ﬁEtmEﬂsi;T;m e -
WIB Assigned| NYSDOL-CO | Origin[Siaff | |1 o e :
Agency| Deparment of Labor | Change Proﬁled:l W UsePostal | Fax
Office| 0505/REOS Central Support Unit | _Office | Profledbatel ||| ¥ priPhone I Email
Ul Claimant| Exhaustes =l internetResume I Confidential I || I~ At Phone  Resume Contact Info |

Save | Start Match | Ser!icesl Comp &ssessl Activity | |.A. Referals | Comespond | IVF{I Ret ta Srch | Comments | Tag | Hesumel Sched | Message |

Trainees must be unemployed immediately prior to the OJT service start date for 27 weeks or
more and qualify as Dislocated Workers after January 1, 2008 and before January 1, 2013 or
unemployed 20 weeks or more during or after January 1, 2013.

The 20 or more weeks of unemployment since dislocation do not necessarily need to be
consecutive. If a customer has worked in a “Stop gap” employment situation after dislocation,
the customer may still be eligible for the OJT NEG program. Consideration of OJT NEG
customers who have had “Stop gap” employment situations should be reviewed for approval
on a case by case basis. It is highly recommended staff contact the OJT NEG help desk:

OJT-NEG®@labor.ny.gov

OSOS Guide - NEG - OJT (NEG-09) -13- 9/23/2013
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to discuss the candidate’s employment details, and ensure the candidate’s eligibility for an
OJT/NEG training.

Check the Employment Status in the Gen. Info tab to ensure that the participant is unemployed
prior to the start of training. This entry is critical if a new enrollment is being created.

— Education & Employment
@Education Level

| 12 Grade - no Diploma ;I

@3chool Status

| Mot attending schoal or H.5. Dropout ;l
@Employment Status

| Not Employed =l

Ensure that the customer’s work history is updated and that the separation date is
January 1, 2008 or later and that the participant has been unemployed for the

required number of weeks. The Dislocated Worker Information section must be
completed.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess

STAFF HELP

Senvices JobZone

Malinak, State-Grant SSN: 0S50S ID: NYD09679278 1of1
[<<[ < [Gen. info | Add" nfo [ objective LI Fan ic [ kitls [ Saved Searches | [Comments | Tests | Primary Languaf > |>>|
~ Detail 1 |

@Job Titlel.l'»ssemblers and Fabricators, All Other Employment Status O~"Met Titles | @ O*Net Code Im

oEmponerl Stuff R Us Include UL——_—l te W
@Address | Nowhers Now Road ¥ Supenvisor| Boss Hoog Phone | Ext |
| @\Wage|s 11.00 [Houty =] Hoursiweek |20
@ City | Albany @Reason for Leaving| Category 1-DW =]

@State | New York | zip | 12240 Put stuff together ﬂ
@Country | United States =] @lob Duties -
Job Type[Ful Tme =] RR Event # Evert |

[ | A | NAICS Lockup
@Qualifying Dislocation Date | 01/03/2013 Separation Date I

©*MNet at Dislocation | 51209500 | | Assemblers amN:ators. All Cthar |
NAICS | Il |

Joh Company City Start End

[Fl |Assemblers and Fabricators, All Othe StuffR Us 032008 012013

[ |Actors actors rus albany 0112008 02/2008

[T |Trainer and tester Test Company Test 03/2000 012008

New Job Entry | Delete Selection |

Savel Start Match I Sen_ricesl Comp ﬂssessl Activity I |.A. Referals I Comespond | I‘u’Hl Ret to Srch I Comments | Tag | Hesumel Sched I Message I

OSOS Guide - NEG - OJT (NEG-09) -14 - 9/23/2013
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Add’l Info tab. Add in the date that the customer first received WIA funded services.

g Programs and Public Azzistance -- Webpage Dialog

Programs & Public Assistance

Programs Date Public Assistance Date
Wagner—F‘eyseq Ll | TANF| ;| |
WIA—Mqu LI | TANF Exhaustee| ;l |
WIﬁ.—OIderYouth| Ll | GA-General Assistance (Stateﬂ_ocaln Ll |
Wlﬁ—‘r’ounger‘r’outh| Ll | RCA-Refugee Cash ﬁ.ssistance| Ll |
Welfare U.WM| Ll | S2-Supplemental Securit}rlncome| Ll |
Dislocated Workerhesﬂ |:1__.-'13__.-'":1: Food Stamps| =l |
UI—Unemploymentlnsurance| Ll | S5DI - Social Security Disabilitylnsurance| ;| |
Ul - 589 Unemploymentlnsurance| Ll | Medicaid| ;| |

to 12/31/1959. The Selective Service check box must be selected where appropriate.

PROVIDER EMPLOYER STAFF

HELP

Customer Search Customer Detail Comp Assess Services JobZone
Malinak, State-Grant SSN: 0S50S ID: NYD09679278 10f1
[<<[ < [Gen. info JLUIL Cf Objective [work Hist. |EaiLic | Skills [Saved Searches [ Activities | Comments | Tests [ primary Langual > |>>|
— Programs — Military Service — Customer List Participation——
Programs/Public Assistance Selection @Senice Veteran [ List Mame
Income Status [T |Pats List ;l
Lower Living Standard |Yes vI [ |%vZ List
Income 70% LLSIL [ 12 [T |Malinak Test List
Local Prigmylm [T |Malinak Test List2

@Disability Status | Mot Disclosed vI

eMigrant/ Seasonal Waorker © Yes & No

Check the Dislocated Worker item in the Programs/Public Assistance Selection section in the

Selective Service is required for every male that is 18 through 25 years of age born subsequent

Assign To List | Remove |
— Employment Preferences — Shift N—Selecﬁve Service
Work Week | = Workﬁl Selective Service Selective Serice? M
Duration I LI ™ Firsreme / #| 15659781226 || Register/Lookup
™ Second Shift
Salary |

_ ™ Third shift
Pay unit| = I Split Shift

Date Availahble I | Rotating Shift

Save | Start Match I Sen_ricesl Comp ﬂssessl Activity | |.A. Refemals | Comespond I IVR | Hetto Srch | Comments I Tag I Hesumel Sched I Message
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Potential Trainees must use JobZone to develop a list of skills:
https://www.jobzone.ny.qgov/views/jobzone/quest.jsf

New York 4 State

DEPARTMENT
* LABOR

Home

State Agencies Search all of NY.gov

=T
A

Anincrease in business activity and a diversified industry base have enabled the Syracuse area to have the strongest

Translate

Andrew M. Cuomo, Governor | Peter M. Rivera, Commi

= Welcome Guest
Did You Know?

Create an account & Login

economy since the year 2001.

Your Local One-Stop

\Where is your local One-Stop? Provide
your ZIP code in the What's Your ZIP
section and we'll give you all the
details you'll need. Cr click on the link
helow forthe full list of offices in MY
state.

moress

Job Seeker Resources

Additional tools to aid you in your job and
career exploration. Learn about
apprenticeships, job search strategies,
veterans’ services and much mare.
more>>

Upcoming Job Fairs

Find the next job fair in your area by
providing your ZIP code in the What's Your
ZIP' section.

Job Search

Ke‘ﬂvordl ZIP Code| Radius |25 miles x|

Career Exploration

Occupations - Getinformation on over 200
occupations available in Mew York. Save and
review those that interest you most.

Training - Want to update your skills? From
GED to advanced degrees, find the fraining
you need here!

Colleges - Keep track and visit the web pages of the colleges you have
selected to add to your portfolio.

Journal - Document your job search. Record your contacts, prospects
appointments, and plans.

Self Exploration
- | Assess Yourself - Use a simple

| combination of the six areas of interests to
. | determine a list of occupations that suityou
Wy pest

Login

Username I
Passwaord I

Forgot your

username?
Forgot your
‘ Click Here For a FREE Account ‘

password?

What's Your ZIP

Guest users, give us your ZIP code and
we'll tell you Wha's Getting Hired,
Upcoming Job Fairs and where to access
more Services.

Jobs in Demand

Jobs with the most expected openings
this month. Find cut what's in your area by
providing your ZIP code above.

A list of useful skill words and phrases can be downloaded from the following website:
http://www.workforcenewyork.org/OSOS/jobmatchingskills.pdf that can be entered into the
Customer Detail window > Skills tab > Additional Skills text field. This text field is used during
the job matching process.
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Customers receiving Intensive Services and training require additional Data Element Validation
(DEV) activity per TA 08-8 and TEGL 31-09. A new Date of birth DEV tab must be completed.
Refer to the user guide at http://labor.ny.gov/workforcenypartners/osos/osos-guide-dob.pdf.

Customer Search stome eta Comp Assess Services
Malinak, State-Grant S55N: OS05 ID: NY0D9679278 1of1
[<<] < 1 Searches [ Activities | Comments | Tests [initiai Assessment JLlAW rL L Backaround [RLL Case Specific| TAA information | > 5]
DEV Data Element Verification
DMy # CoB = Customer Detail
@ | owvr
Linked Date of | g1,/01/1585
Birth
Record Sent
DOB Sent

Process Response
Match Found

Match Mot Found

Other Verification Sources
I DOB

Verification Source | B Cerficats ~|

Add | Delete | Print List Help |  Print Record | Audit |

Save I Start Match | Services | Comp ﬂssess| Activity | |.A. Referals | Comespond | IVR | Betumto Srch | Comments | Tag | F{esume| Schedule

Be sure to update the Comprehensive Assessment tabs where appropriate.

Customer Search Customer Detail Assess Senvices JobZone
Malinak, State-Grant SSN: 0505 ID: NY0D09679278
20 L0 Y Education | Financial | Fanity | Health | [Comments |
Origination Date| 01/23/2008 | LastUpdate| 01/24/2012 Job Behavior and Skills
Staff Assigned | Rotman, Nei | Employment Behavior
— Employment Objective ;|
Job Ti’[lel Employment Interviewers |
Wage Desired| | F'er| |
Geographical Location . : ll
[ Within 5 miles of 10001 [ = -
Is the customer interested in  ves & N LI
non-traditional employment? & g Job Keeping Skills
Current Employment Statu5| Mat Employed | ;l
Poor Work History? W LI
@Youth Needing Additional Assistance?an vl Summary of Occupational Strengths & Weaknesses
Serious Barriers to Emplo].rment?l Nao "l ;I
View Employment Histony | LI
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SERVICES

An assessment and IEP is required for any OJT and the service must be recorded in OSOS.

These services should be attached to Dislocated Worker funds.

NEG OJT funds from this program may only be used for the following services:

Training Services (0OJT)

Supportive Services — Housing

Supportive Services — Other

Supportive Services — Child Care
Supportive Services — Dependent Care

Supportive Services — Transportation

NEG OJT funds are not to be used for Needs Related Payments in this program.

PROVIDER

Customer Search Customer Detail

Malinak, State-Grant S5SN:

EMPLOYER

Comp Assess

To enter the NEG OJT service, click the New Service button.

STAFF
0S50S ID: NY009679278

HELP
JobZone

National Emergency Grant (NEG) funded services must be data entered into OSOS as
Level 2 (L2) services in the Services tab and linked to WIB Level NEG OJT funds.

[<<] < | Agency Info | Achievement Objectives Jyddas ] Service History | Enroliments | Outcomes | Comments | Audit | Training Adj > |>> |

— Detail —Funding
Service Name | Asssssment Interview, Initial Assessment | = | 0 preever | eatiez | (ot | et | osiE |
Service Desc. FA Staff Assisted Core [SQ[[= [wie  [wiaDislocated W{s 100  [50.00 | =
Senice D[ 58793 |
Semvice T],rpe| Assessment Interview, Initial Assessment |
Provider Name | Functional Alignment PY 2006 |
Location Mame| FA Py 2008 Statewide |
Provider ID[ 50865 | Offering ID[ 61177 |
Plan. Start Date[07/122010  Flan. End Date[07/12/2010 |
Actual Start Date[07/1272010  Actual End Date[07/12/2010 Total Funding [$ 1.00 | Add || Edt | [Deletz |
Completed Successfulllees Petition#l
Next Contact Date | RR Event#|
Program Service Type |Core Staff Assisted Incumbent Waorker Waivers |
PattTimeLean.[  DistanceLeam| .

Achievement Objective

Sernvice

r Assessment Interview, Initial Assessment ;I
O CFA-QUT
TN SS/0 Provider Senice
New Service New Service || [Uelete Senvice I At o=t I |EA Senvice Stummery, | Beyments Tr=cking I Chenae fetis! East I
Save I Customer Detail I Comp Assess I Cornmerrtsl Check Labor Market Infornation I
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0SO0S will automatically navigate to the Offering Search tab.

Click the General Info tab to the right of the Offering Search tab.

Select the appropriate WIB from the drop-down.

Enter the Provider Name if you know it exists. If unknown, then leave blank.

Enter NEG OJT as the Service Name. This is a change from the NEG ARRA-OJT Service Name
used with the first months of this program.

Click the Service Type button.

e Click the L2 Training folder.
e Click the Training folder.
e Check the box for On the Job Training (OJT).

Click the Search button. If not found, then search using only the Service Name.

STAFF
Offering Detail

CUSTOMER EMPLOYER

Provider Search Provider Detail ffering |

General Info m

Location Start Date Range
I WIB wiB | x| city | I_me| To |

Provider Information

Provider Name | Service Name | NEG OJT Service Name I =l
Provider Status |.l‘-::1ive vI
Service Type | ! Service Type Service Typel

vV

|_| Provider Mame | Service Name | Location | Start Date | StarTTimel End Date | End Time |

I
Optionsl m §earch| Qearl Deiail_l Deletel Brnt st fl Schiedule

IC | | | | | | | =
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If no offering is located, it may be necessary to create it as described earlier in this guide.

0OSOS will navigate to the Offering Detail window if there is only a single match to the search.
Make sure that this is the correct offering.

Click Return to Search.

CUSTOMER

EMPLOYER

Offering Detail Window
10f 1

Provider Detail

Provider Search
On the Job Training (OJT) Offering 1D: 31712

Offering Search

General Info

— Provider Info
Provider Name | Homel Chamber of Commerce
Senvice Categorﬂ Training
Senvice Type| On the Job Training (2JT)
Senvice Description| On the Job Training {OJT)

— Location — Schedule

Location | Homell Chamber of Commerce Start Datel End Datel
ﬁddress|4ﬂ|‘u'|ain St StartTimel End Timel

|

| | sun. I Won. M Tue. I wed. I Thu. I Fri. [ Sat [
City| Homel | state [ Mew Yok |
|

Zip[ 14843 | wiB| Chemung/Schuyler/Steuben
— Additional Info
Cost|51.00 Total Seatslﬂﬂﬂﬂ Availakle Seat5|9953
Description ;|
Save Single I Seve DRgoing I Provider Services I Betum to Sea Return to Search I

Clicking the Return to Search button will navigate back to the General Info tab.
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If the search returns multiple matches, then place a check in the box next to the appropriate
offering and click the Schedule button.

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

CUSTOMER

Provider Search

1-40fd 0B

Quick Search [ L L LN Custom |

— Location |'Starl Date Range

wiB |.l‘-lbarr}'.-"Hensselaer.-"Schene;I City | From | To |

— Provider Information
Provider Name | senice Name [TIEG Program | =]

Provider Status | Active

Senice T],rpe| Service Type|
' Provider Mame Service Mame Lacation Start Date | Start Time | End Date | End Time |
[T | K & L Rhodes, Inc. MEG ARRA - OJT K & L Rhodes, I ;l
[ | Rochester Computer Recycli| NEG ARRA - OJT Regicnal Comp
[T | Solomen & Solomean PC MEG ARRA-QJT Solemon & Solo
[ | The John Brooks Institute NEG OJT Capital Region L _

[7]
Options | Search | Clear | Detail | Delete | Frint List | Schedule m
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The Schedule button returns the user to the Services tab.

Services Type drop-down field. The NEG OJT may not exceed 6 months in duration.

*All dates must be in MM/DD/YYYY format.

additionally required data fields.

Complete the Part Time Learning and Distance Learning data fields.

has been removed.
Enter the O*Net code or click the O*Net button to access the Webpage Dialog search.
Click the Save button.

PROVIDER EMPLOYER

Customer Detail

Customer Search

Comp Assess

The service will be highlighted at the bottom portion of the screen. If not, then click the check
box to activate the fields. Enter the Planned Start Date, Planned End Date, Actual Start Date,
and click the Program Svc Type drop-down arrow. Select Non-ITA Training from the Program

It may be necessary to use the scroll bar at the right hand side of the Detail section to access

Select NEG OJT from the Program drop down list. The NEG ARRA Dislocated Worker option

Malinak, State-Grant SSN: 0OS0S5 ID: NY009679278
[<<] < Agency Info | Achievement Objectives |4 ] service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>>
— Detail ~ Funding

Senice Type| Onthe Job Training (0JT) 2l | Level| source | obligated| actial | obligz |

Pravider Name | The John Brooks Institute |
Location Name | Capital Region LWIB |
Frovider D Offering ID[ 108850 |
Plan. Start Date | 0502/ Plan. End Date| 08/30,2013 A
m hctual Start Date | 05/02/ Actual End Date |
Completed Successfull].rl 'I
NextContactDate|
Frogram Service Type | Nor-ITA Training |=] o
TimeLearn.[lo  ~]  DistanceLeam.[lo =] petiion#] =]
Program Program | NEG 0JT =] RR Event#] =]
imumHours| Number 0fWeek5|:|<

i ersl Ll
O=Met [ 15203300 || Social Scientists and Relsted Workers, 4| O°Net O*Net button

Scroll Bar

Total Fundingl Add | Edit | Deletr;'

=

I

| Achievement Objective N Senvice
r

CFA-QJT
N

|

Assessment Interview, Initial Assessment —
Service Check Box

S50 Provider Service

MNew Servic Delete Service | Authorization I IPA Service Summary I Eayments Tracking I EhEnge Actis Cc.stl

Save Save I Customer Detail I Comp Assess I Comments I Checlc Labor Market Information I

I]
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Enter a 1 in the Total Funding field and click the Add button. OSOS will automatically add the
dollar sign, decimal point and two zeros.

PROVIDER EMPLOYER HELP

Customer Detail

Customer Search ~ Services | JobZone

Comp Assess

Malinak, State-Grant SSN: 0S50S ID: NY009679278
[<<[ < [Agency info [ Achievement Objectives |l Service History | Enroliments | Outzomes | Comments [ Audit [ Training Ad( > |>>]
— Detail — Funding
Senice T].rpe|0nthe Job Training {0JT) |_| | Level | Source | Obllgatedl Actual | Oblig # |
Provider Name| The John Brooks Instituts | |1 | | | | =

Location MName| Capital Region LWIE

|
FroviderID| 77871 | Offering ID[ 102880 |

Plan. Start Date | 05/02/2013 Plan. End Date | 08/30,/2013
Actual Start Date | 05/02/2012 Actual End Datel

Completed Successfull].rl 'I
NextContactDate][ |
Program Service Type Im Total Funding | = 1
Part Time Learn.l No "l Distance Learn.lﬁ Petition #

Prggraml LI RR Event#
Minimum Hours | Numberof Weeks| | Incumbent Worker Waivers |
O*Net[ 15209900 | Social Sciertists and Related Workers, 4 0°Net | ~ |

0SO0S will automatically navigate to the Funding--Webpage Dialog box that lists the available
funds for the customer.

Enter the number one in the Obligated Amount. OSOS will automatically add the dollar sign,
decimal point, two zeros and complete the Obligated Percentage data field.

Select the NEG - OJT funding with the appropriate Year and click the OK button.

2 Funding -- Webpage Dialog

Level Funding Source Year Femaining
I |WIEB Youth Statewide 1o% (2013 b 10000.00 |
[ |wie Dislocated Worker Staj 2013 5 10000.00
[ |wie Adult Statewide 15% (2012 5 10000.00
[ |wie Adult Statewide 15% (2013 5 10000.00
I |wie MEG Disaster- Irene/ 2011 5 20879.00
MEG - OJT 2012 $ 10000.00
[ |wie DEl Supplemental 2012 S 10000.00 I;I
(E—— - | . | I P
Chligated Amnuntls 1.00 OR Obligated Percentage 100

ﬁl Cancel I
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Click the Save button.

When finished, click the OK button.

g'\FEIificatiun Wehpage Dialog

— General Information

@Education Level | 12 Grade - no Diploma

If it is the first service, the Verification--Webpage Dialog for a new Common Measures and WIA
enrollment will appear. Review the data in the Customer Detail section and, if you have the
appropriate permission, the Comprehensive Assessment tabs.

Any changes will automatically populate the data fields throughout OSOS.

Customer Detail and Comprehensive Assessment tabs

-mlll
@Migrant/ Seasonal Wkr © Yes & Mo

@3chool Status | Not attending school or H.5. Dropout =] || [~ Military Service

@Employment Status | Not Employed

=] Senvice Veteran [~

LI Claimant | Exhaustee

;| — Selective Service
Selective Service WM

—Work History

Profiled| | ProfiledDate| |
— Programs & Public Assistance
TANF| =]
Al =]
RCA| =]
ssi[ =]
Food Stamps | =]
ssoi| =]

Dislocated Worker | Y=s = [01/12/2010

Displaced Homemaker | Yss x| [01/01/2002

Otner Wi Programs | x|

Reason for Leaving | Category 1-DW

Dislocation Date | 01/03/2013

~Income & Disability Status

Lacal Priarity | MA/A vI
@Disahility Status | Mot Disclozed vI

Lower Living Standard |Yes vI Incame 70% LLSIL |MNAA >

ﬁl Cancel |
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Click the gray Customer Detail button at the bottom of the page and then the gray Service
button to refresh the record. Click the Enrollments tab. The WIA enrollment will now be

visible.
PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Services |
Malinak, State-Grant S55N: 0S50S ID: NY009679278
<] <[Agency info [ Achievement Objectives | Services | service History JLiilulsdial] Outcomes | Comments | Audit [ Training Ad| > |>> ]
— Enrollment Info Exit Info
Program T].rpe| WIA | |_ Exit Datel
Enrollment Date | 05/02/2013 | Enrolled i atiaa] Exit Reason |
Enrolling Service Name| NEG QJT ( Enrolling Service ltr Exclu5i0n|
Enrolling Service Type| On the Job Training {om\l ' Exit Adrmiin | |
Enrolling Admin | Rotman, Neil | Exit Office | |
Enrolling Office | Albany Career Central |
Staff Assisted Transaction Date| |
Employment Statu5|Not Employed Transaction Admin| |
Transaction Ofﬁce| |
Holds (0) |
Program Type Enr. Date Enrclliment Office Exit Date Exit Office SA
[T |Labar Exchange 07/31/2013 |NY9999 P | Mo |+
[ |Commen Measures |05/02/2013 |Albany Career Central & Yes
& |wia 051022013 |Albany Career Central i New enrollments
[ |Common Measures |07/12/2010 [NY2299 0792010 Fie0 LI1E Slup EIHpIOy elie
[ |Lakor Exchange 07M2/2010 |[MNY2989 0792010 |Suﬁn k. Co One Stop Employ Center Yes ;l
Print List | Enroliment Beipen Histany | Edit | Show Elig. Determ. |

Save I Customer Detail I Comp Assess I Commerrtsl Checl Labor Market Information I

Customers receiving training must have participated in an assessment and have developed an
Individual Employment Plan (IEP) that supports the provision of training as detailed in
Technical Advisories (TA) 08-4.1 and 09-17. Supporting comments must be entered into the
customer record.

As these services are not being funded by the NEG OJT monies, enter as Level 1 (L1) services,
navigate to the Customer Detail window in the Customer module. Click the Activity button.
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When the customer has completed the OJT the service must be closed.

Go to the Services tab.

When any service is completed, check the box next to the NEG OJT service to access
the data fields and enter the Actual End Date and Completed Successfully status.

Click the Save Button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Sendces | JobZone
Malinak, State-Grant SSN: 0505 ID: NY009679278 Record Saved
<] < [Agency Info [ Achievement Objectives [y L] Service History | Enroliments | Outcomes | Comments | Aucit [ Training Ad{ > >3]
— Detail — Funding
Senvice Type| On the Job Training (0JT) |2l | Level| source | obligated| actal | obligz |
Provider Narme | The John Brocks Institute | [IC]wie  [nEG-o0JT |[s1.00  [s000 | =
Location Name | Capital Region LWIB |
Provider D[ 77871 | Offering ID[ 108880 |

R AV A0

05/02/2013

023

Plan. Start Date Plan. End Date| 08/30/2 A

LN | sctual StartDate 05022013 Actual End Date :s..-'zz..-'":13< Actual End Date I
ECompIetion >:0mp|eted Successmllym
_V Mext Contact Datel

e

Program Senice Type | Non-ITA Training =] ||| Total Funding[s 1.00 ﬂlﬂlﬁl—l
Fart Time Learn.m Distance Learn.lﬁ Petition#l 'I
Program [NEG OJT = RR Event#| =l
Minimum Hoursl— NumberofWeek5|:| IncumbentWarkerWaiversl =]

0*Net|[ 13209500 | Social Scientists and Related Workers, | O°Net | o

| Achievement Objective |

Senice |
i Assessment Interview, Initial Assessment =
Service Check Box

CFA-CQJT
5300 Provider Service

m|im|

[]

Delete Service | Authorization | IPA Service Summary | Payments Tracking | (EHEnge .ﬁdual&-ﬁl

m Custorner Detail | Comp Assess | Cornmerrtsl Check Labor Market Infornation |

The Training Addl Info and Addl Outcomes tabs must be completed. Desk Guides are available
for these two tabs.
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RESOURCES AND ASSISTANCE
TA 11-12 regarding Program Eligibility and Data Element Validation.

TA 12-12.1, Implementation of Veterans’ Priority of Service for Covered Persons in Qualified
USDOL Job Training Programs.

TA 08-4.1, Effective Use of Initial Assessment in the Workforce Investment One-Stop System.
TA 09-17, Individual Employment Plans/Training Plans for WIA Participants in Training.
TA 10-15.1, Updated Local Workforce Investment Area (LWIA) On-the-Job-Training Policy.

TA 10-3, Requirements for the Collection of Additional Participant Demographic Information
upon Receipt of Intensive or Training Services under Title I-B of the Workforce Investment Act
of 1998

OJT-NEG Program Guidance Letter #1.

OJT-NEG Program Guidance Letter#2.

NYSDOL OJT-NEG Q&A’s

TEN 38-09, ARRA On-The-Job Training National Emergency Grants.
On-the-Job Training National Emergency Grants on USDOL ETA website.

USDOL ETA’s OJT Toolkit.

Additional program information, OSOS guides and other resources can be found at:
http://labor.ny.gov/workforcenypartners/osos.shtm

For further assistance, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: help.osos@labor.ny.gov
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http://labor.ny.gov/workforcenypartners/ta/TA11-12.pdf
http://labor.ny.gov/workforcenypartners/ta/ta12-12.1.pdf
http://labor.ny.gov/workforcenypartners/ta/TA08-4-1.pdf
http://labor.ny.gov/workforcenypartners/ta/TA09-17.pdf
http://labor.ny.gov/workforcenypartners/ta/TA10-151.pdf
http://labor.ny.gov/workforcenypartners/ta/TA10-3.pdf
http://www.labor.ny.gov/workforcenypartners/OJT_NEG.pdf
http://labor.ny.gov/workforcenypartners/PDFs/OJT_NEG_2.pdf
http://www.labor.ny.gov/workforcenypartners/OJTNEGQA.pdf
http://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=2882
http://www.doleta.gov/layoff/Job_Training.cfm
https://ojttoolkit.workforce3one.org/
http://labor.ny.gov/workforcenypartners/osos.shtm
mailto:help.osos@labor.ny.gov

