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OSOS Access Troubleshooting Guide

f 1 E If your PC has a version of Internet Explorer (IE) that is 6.0 or earlier,
OSOS will not run properly! You should be using IE 7 or IE 8.

Step 1: Identify which browser and edition you are using, ie: Internet Explorer 7 or 8.
To identify the version in your computer, open up IE and click on “Help” and “About
Internet Explorer”.

(2 0S0S - Windows Internet Explorer @lhoptiptarnetbmlares (<)

— Windows=
MC.H r | ! (‘ .
GAY/ ‘ hitps: fosos. labar, iy, gov/osos, el “ Internet EXplOI"EI" 7
File Edit View Favorites Tools o
Version: 7.0,
—— | Cipher Strem:
& & [ Jos0s Contents and Index ProdactIo: 52515 S
( Jersions:
—_— Warning: Thi: ter progr i rotected by wright law
Tnkernek Explarer Tour el kbl treatiss isithnnsed earorucion or
distribution of this program, or any portion of it, may result in
Orling Support severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

Customer Feedback Options. .,

Send Feedback lﬁ;j
2006 Micr

fibiout Internet Explarer

System Info...

Step 2: Open Internet Explorer

Click on Tools > Internet Options

Click “Delete...” button in the Browsing history section

In the “Delete Browsing History” box, click “Delete all...”

When the “Are you sure you want to delete...” pop up box appears,
check the box and click “Yes”.

apop

r grnet Optio EI_EI Delete Browsing History

General |Security Privacy || Conkent | Connections || Programs | Advanced

Temporary Internet Files

Copies of webpages, images, and media that Delete Files. ..
are saved for Faster viewing,

Horme page
/‘ To create home page tabs, type each address on its own line.
=g B

hktp f v, labor, state, ny us)
http:/fsdolintranet: 51}
hiktpe f v, labor  state  my usfworkforceny partners WEL

Cookies
Files stored on vour computer by websites to Delete cookies, .,
save preferences such as login information,

[ Use current ][ Use default H Use blank. ]

Browssing history

4 [_ \ Delete temporary files, history, cookies, saved passwords,

) and weh Form inFormaio History X
: List of websites you have visited, Delete hiskary. ..
Delete, .. ] Settings ]
Search
() Change search defaults. Form data
Yl Saved information that vou have tvped into Delete forms...
Tabs forms.
Change how webpages are displayed in
tabs,
Passwords
Appearance Passwords that are automatically filled in when | Delete passwords, .,
Colars ] [ Languages ] [ Fonits ] [ Accessibility ] YC""I: h:élg on to a website YOUWE prewuusly
visited.

About deleting browsing history Delete all... ] I Close

[ [s]4 ] [ Cancel ]
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Click Close and you will return to the Internet Options box.

Step 3: Click “Settings” under the browsing history section.

a. Select the first radio button option “Every time | visit the web page”.

b. Adjust the Disk space to use to “1024", if necessary. With the 7.0 version
of IE, you should find the disk space already set to 1024MB. This allows
enough “room” for OSOS to run properly on your PC.

c. Click OK.

X!

oo [

General |Security Privacy | Content || Connections | Programs | Adwanced

General | Security | Privacy | Content | Connections | Programs | Advanced
Home page bl Temporary Internet Files and History Settings E|

/? To create home page babs, type each address on its awn line,
[L1) =

Temporary Internet Files

http:,l',l'wwt-_\l.labor.state.ny.us,l' Internet Explorer stores copies of webpages, images, and media
http:{{sdolintranet:31f far Faster viewing later,
htkp: | v, labor  skake.ny us fwarkforcenypartner s \WE — —

Check For newer wersions of stored pages:

() Every time I visit the webpage

[ Use current ][ Use default ][ Use blank

. . Ei O Every time I start Internet Explarer
Browwsing hiskory @ putomatically
T Delete temporary files, history, cookies, saved passwords,
"L,-' and web Farm infarmation. O hever
- Disk space ko use (8 - 1024MB): 1024 4
Delete. .. [ Sektings ] g (Recommended: S0 - 250ME) : :|

Search Current: location:

iQ Change search defaults, Settings C:iDocuments and SettingsiusandriLocal Settings) Temporary

Internet Files!,

Tabs
) ) [ Mowve Folder. .. ] [ Wigw objects ] [ Wiew files
Change how webpages are displayed in Sektings
tabs.
A Histary
RPEETETES [ Specify how many days Inkernet Explorer should save the list
Colars ] ’ Languages ] ’ Fonts ] ’ Accessibility ] o etz e 2 el
Days to keep pages in hiskary: L=t -
[ ok ][ corcel | [ ok ][ cace |

Step 4: Click on the Advanced tab; scroll down to the security options; and click on the
checkbox for “Empty Temporary Internet Files folder when browser is closed”.
Click “OK™.
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Internet Options

General | Security | Privacy | Content || Connections Program

Settings

% Securiby A
[ allow active conkent From CDs to run on My Compuber™
[ allow active content ta run in files on My Computer®
[ allow software ko run or install even if the signature is inwve
Check For publisher's certificate revocation
[ check Far server certificate revocation®
Check For signatures on downloaded programs

[ S S g

Empty Temporary Internet Files Folder when browser is cle
Enable Integrated Windows Authentication®
Enable native XMLHTTP support
[ Phishing Filker
() Disable Phishing Filker
() Turn off aukamatic website checking
< »
*Takes effect after vou restart Internet Explorer

W

Restore advanced settings ]

Reset Internet Explorer settings
Deletes all temparary files, disables browser
add-ons, and resets all the changed settings.

“fou should only use this iF wour browser is in an unusable state,

[ [8]4 ] [ Cancel ] [ Apply ]

Step 5: First time users accessing OSOS from a NYS DOL computer dedicated to the
HSEN network should go to the OSOS Validation Site:
https://nyosos.labor.state.nyenet/

First time users accessing OSOS using a computer and Virtual Private Network (VPN)
should go to the OSOS Validation Site: https://osos.labor.ny.gov/
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Step 6:
Note: There are additional instructions for all users to follow based upon
their specific operating system and browser. Be sure to click the show
link and follow the instructions.

Step 7:

Once you have followed the relevant instructions, click the link at the top of the page to
access the OSOS logon screen:
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Step 8:

If you are directed to the OSOS log on screen, then save the OSOS web address as a
Trusted site.
a. Goto IE click Tools / Internet Options / Security Tab.
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b. Highlight “Trusted Sites”
c. Click the “Sites” button. This will bring up another dialogue box.

Internet Options

Zonneckions | Programs | Advanced

@ “Eg '-'r'f @

Internet Local intranet | Truskted sites Restricked
sikes

Trusted sites

7? This zone contains websites that wou
a4 trusk nok bo damage wour compuker or
wour files,
wou hawve websites in this zone.

Security level For this zone

Custom
Zuskom sekttings.
- Ta change the setkings, click Cusktam level.
- To use the recommended settings, click Default lewvel.

[ Cuskom lewvel... ] [ Default lewvel ]

[ Reset all zones to default level ]

.ﬁ- Some settings are managed by wour syskem adminiskrator.

[ ] 4 ] [ Zancel ] [ Apply ]

a. Type or paste the OSOS address in “Add this website to the zone:”
b. Click “Add”.
c. Click “Close”.

Trusted sites ___

vou can add and remowve websites From this zone. all websites in
S this zone will use the zone's security setkings.,

Add this website to the zone: 4
| https:,l',l'oscus.Iabor.ny.gnv< [ &dd ]
N

Wehsites:

https: i /* . nvosos. hsen
https:finwosos

https:ffosos. labor. state. nwv. us
https:jfosostesk

Require server werification (htkps:) For all sikes in this zone

Close

This will return you to the Internet Options dialog box.
a. Click “Apply”.
b. Click “OK.
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If the login screen is not generated and / or there is a yellow triangle in the lower left
side of the screen, it means that a complete download has not occurred. Try the link
again.

Step 9: Go back at Internet Options
a. Click on the “Content” tab
b. Click on the “Clear SSL State” button

Internet Options

General || Security Privacyl Conkent IConnections Programs || advanced
| SR

Conkent Advisor

@ Ratings help wou conkral Ehe Inkernet conkent Ehat can be
wiewed on this computer,

[ Enable. .. ]

Certificates
Use certificates For encrypted connections and identification.

[ Clear SSL skake [ Certificates ] [ Publishers ]

AutoComplete

== AutoComplete sktores previous enkries [ Settings ]
% on webpages and suggests maktches
For wou,

Feeds

@ Feeds provide updated content From [ Settings ]
= wiebsites Ehat can be read in Inkernet
Explorer and other programs.

[ Ok ] [ Cancel ]

Click OK in the SSL Cache Cleared Successfully dialog box

SSL Cache Cleared Successfully [5__<|

1 ;' The 55L cache was successfully cleared.

This will return you to the Internet Options dialog box.
a. Click OK at Internet Options box
b. Close Internet Explorer
c. Reopen it and try accessing again.

Step 10: If NYOSOS is not opening up or displayed appropriately, verify that
ActiveX is enabled in the web browser.
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To locate the ActiveX settings, click Tools, Internet Options and the Security tab.

You will need to click each icon separately and scroll through the ActiveX settings to
confirm that the same ActiveX settings are found in the Internet, Local intranet (only
available to NYS DOL employees) and Trusted sites zones.

Internet Options

General | Security |Privac';.n' Content | Connections || Programs | Advanced

Select a zone ta view or change security setkings.
A— —

@ « V(0O

Internet Local intranet  JEECEREEEE | Restricted
sites

Click to highlight the Internet icon then click Custom level button.

Internet Options

Q@ vV 0O

Localintranet  Trusted sites  Restricted
sites

Internet

@ This zone is for Internet websites,
except those listed in krusted and

restricted zones,

Security lewel For this zone

Custom
Cuskam sethings.
- To change the settings, dlick Cuskom level,
- To use the recommended settings, click Default level,

I[ Cuskarm level, I’ Defaulk level ]

[ Reset all zones to defaulk lewvel ]

-@- Some setkings are managed by wour syskem administrator,

[ Ok H Cancel l

Scroll down the window till you come to the ActiveX controls and plug-ins.
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Internet Options
.

Security Settings - Internet fone

Settings

I #| Active contrals and plug-ins I ~
| Allow previousky unused Activel conkrols o run without promr

=]

() Disable
(*) Enable
|#] &llow Scriptlets
(%) Disable
() Enable
O Prompk
|1I. Automatic prompting For Activer controls
(%) Disable
() Enable
Binary and script behaviors
() Administrator approved
() Disable
(%) Enable
| Nicrlaw widen and anirmation ona wehnane that does nok s 1

L4 Il

*Takes effect after vou restart Inkernet Explorer

Ll

Reset custorm setkings

Reset to:  medium-high (default) v | Resst.. |

[ Ok, ] [ Cancel ]

NYOSOS Troubleshooting Desk Guide 10

3/10/2011



The Default settings are recommended and may be set by clicking the Reset button.

You may compare your computers settings to the graphic below and make changes as
necessary.

r

Security Setting; - Internet Zone rz| Security Settings - Trusted Sites Zone
Settings Settings
|#| Activel contrals and plug-ins o || Activer controls and plug-ins [

|| Allaw previousty unused Ackives contrals to run withaut prormr |#| Allow previously unused Activex contrals b run without pror
(%) Disable () Disable
() Enable = (% Enable =

@/ Allow Scriptlets @ Allow Scriptlets
(%) Disable o & Disable
() Enable ) Enable
O Prampk C‘ Prampt

L nutonlwatlc prompting For Activel controls | Automatic prompting For Actived controls
(%) Disable — () Disable
(O Enable ) Enable

|#| Binary and script behaviors

O Admiristrator approved || Binary and scripk behaviors

(O administrator approved

O Disatle () Disable
Enabl
Q na-e — o () Enahle
] D|5D|a_$" videa and animation on a webpage that does nat use A \#| Display video and animation on a webpage that does not use A
(% Disable (&) Disable
() Enable ) Enable
|#| Download signed Activeit controls ¢ Download signed Activess controls
() Disable — " O Disable
() Enable (not secure) () Enable |
& Prompt (recommended) () Prampt
| Download unsigned Active controls | Download unsigned Activel contrals
() Disable (recommended) " (® Disable
() Enable (not secure) () Enable
() Prompk ) Prompk
|| Initialize and script Active:t controls not matked as safi for st | Initizlize and script Ackivel controls not marked as safe For s
(%) Disable (racommended) " @ Disable
() Enable (not securs) ) Enatbl
O Prampt = O Prnoam et
@ Run Activer controls and plug-ins ] Fun & t.p ¢ controls and pluge "
() Administrator approved () T Activen comals ane pugng [
O o ) administrator approved
isable
() Disable
(%) Enable
o (® Enable
Prompt ) Prampt
@) Script Actived controls marked safe for scripting™ = Serint Acfilvex cantrole marked safs For scripting®
O Disable * ®© IIJZ)isahIe o |
& Enable (® Enable
O Prompt O P
. rornpl
&% Dowrloads il
o ) ) ) %% Downloads
&% Automatic prompting For File downloads &% Automatic prompting For File downloads
@) Disable -
() Enable
il =
% File d?wnload |&# File download
) Disahble () Disable
(%) Frahla e 03] bl hd
y | » > %) Frahls | B
*Takes effect after you restart Internet Explarer *'Eakes effect after you restart Internet Explorer -
Reset custom settings Resel cuskom settings
Reset to: |Medium {deFault) V| [ Reset... ] Resettor | Medium-high (default) V|
[ o l ’ Cancel ] [ ok ] | cancel |

Click OK when you are done.
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When you are in OSOS and you have to scroll from side to side or up and down to be
able to view the entire OSOS screen, this means that your computer is set to a low
number of pixels resulting in larger print.

If this problem applies to you, please follow the below steps:
1. Minimize all windows that are open on your desktop to get to your desktop

background.

2. Right click on your desktop background. A small menu should appear (see
illustration below) Note: Make sure you do not right click over a folder or document
that is on your desktop, this will bring up a different menu.

3. Select “Properties”

Arrange Icons By
Refrash

Paste

Undo Move Ctr+2 L
Garaphics Properties, ., F
Graphics Options (3

T

Propetties

HH]
4. A*“Display Properties” window will appear on your desktop. In this window there
will be 5 different tabs. Select the tab labeled “Settings”
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:} Display Properties

— A
Themes | Desktop || Screen Saver || Appearancel Setting&{
N

A theme iz a background plus a zet of sounds, iconz, and other elements
to help you perzonalize your computer with one click.

On the bottom half of this window there are 2 types of adjustment selections to
choose from. To change the size of your display you will need to adjust your
“Screen resolution”.

If OSOS does not fit in your computer screen your Screen resolution is probably
set to either “800 by 600 pixels” or “1024 by 768 pixels”
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\ - %

v DiocUments =opiaon
rpEl

'y,

X

E:|I | Themes | Desktop | Screen Saver | Appearance | Settings

Display Properties |1

L, i . . .
Dirag the monitar icong to match the physical arangement of paur monitors.

Lizplay:

Screen
resolution
This is where
youchange fless) (b More F highe (32 big v

the size of 00
your display. 800 by OO pixels (N BN B |

1. Plug and Play Maonitar on Intel[R] 4 Senes Intemnal Chipset w |

Screeh rezolution Colar quality

|z this device az the primary monitar.
Extend my ‘Windows desktop onta this monitar,

Bl [ [dentify H Troubleshoot... ] [ Advanced

v

L k. J[ Cancel ] Apply

_0 Py |:|F

Hovembe, .,
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To reduce the size of your display you will have to increase the number of pixels.
To increase the number of pixels you must left click, hold and drag the green and
white arrow to the right to select your desired resolution size. Notice that the pixel
dimension will change. Also notice that the shape of the monitor icon will change.
This is to reflect a Full screen monitor and a Wide screen monitor.

5. If you have a Full screen monitor, the best resolution size will be either “1152 by
864 pixels” or “1280 by 1024 pixels”
If you have a Wide screen monitor, the best resolution size will be either “1280
by 800 pixels” or “1440 by 900 pixels”

Display Properties Display Properties 17
| Themes | Desktop | Sereen Saver | Appearance | Seftings | Themes | Desktop | Screen Saver | Appearance | Settings
Dirag the maritar icans to match the physical arangement of yaur monitars. Drag the monitor icons bo match the physical amangement of your manitars.,
| |
Dizplay: I Display:
| 1. Plug and Play Monitar on IntellR) 4 Series Intemal Chipset - | 1. Plug and Play Monitor on Intel(R] 4 Senes Intemal Chipset m|
Screen rezolution Calor quality Screen rezolution Colar quality
Less _J_ More |Highest (32 kit 3 | Less J Hore | Highest [32 bit] v |
152 by 864 piksls 1 ' . 1440 by 900 pivels 1N | e |
Green & White ice &5 the primary monitar, Ize this device as the primary monitor.
arrow indows desktop onto this maonitar, Extend my Wwindows desktop onto this monitor.
Leftcl I_Ck’ hold and [ Identify ] [ Troubleshoat... ] [ Advanced ] [ |dentify ] [ Troublezhoat, .. ] ,_ Advanced ]
drag this arrow to
the fight to select L 0K J [ Cancel ] [ Apply ] L 0K ] [ Cancel ] [ Apply ]
your desired

resolution size.
\ %
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6. Once you have selected your desired resolution size, Click on the “Apply” button.

7. Then click “OK”

Display Properties

| Themes || Desktop || Screen Saver || .t’-'l.ppearancel Settings

Dirag the manitar icons to match the physical arangemeant of wour monitors.

Dizplay:
1. Plug and Flay Monitor on Intel[R) 4 Series Intemal Chipset \E”
Screen resolution Color quality
Less ————] M2 Ihighest (32 i vl
1440 by 900 pixels I'H '} '®=

Usze thiz device az the primany monitor,
Extend my Windows desktop anto thiz monitor,

[ |dentify HTrDubIestht...”_ Advanced ]

L 0k ”_ Cancel ]

Display Properties

| Themes | Desktop | Sereen Saver | Appearance| Settings l—

Drag the monitor icons to match the physical arangement of your monitors.

Dizplay:

1. Plug and Play Maonitar on IntellR) 4 Senies Intemal Chipset

Screen resolution Color quality
bess ] Mo Thjighest (32 bif

1440 by 900 pivsls [l BN BN |

|Jze thig device as the primary monitor,
Extend my YWindows desktop anta this manitar.

[ |dentify ”Tmubleshout... l [ Advanced

Click “OK >DK J Cancel ] Lpply
——
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8. Open up OSOS. You should find that OSOS now fits into your display screen.

= 0308 - Windows Internet Explorer

G
% - |B https:/fryosos . labor. state. ryenet fosos. heml E E] |Live Search |
File Edit “ew Favaorites Tools Help

¢ € |28[| @nvs ool mtranet Homepage ]@osos X

ﬁv - @vPagevaTnnlsv =
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When going to https://osos.labor.ny.gov/osos.html , users will often find that the OSOS screens
are incomplete and buttons and scroll bars may not be visible or accessible; the boxes inside each
Tab do not seem to fit appropriately; and text on the buttons may be cut off. These conditions
make it hard to see the buttons at the bottom and to easily navigate within a screen or go to other
screens.

The issue is with the proxy server for the outward facing application.

A temporary fix is to bring up OSOS, then go to the menu bar, select View / Encoding / Western
European (Windows) or Western European (ISO) — this should rectify the issue.

NOTE: When logging on to the internal website (inside our firewall) the Encoding is set to
Western European (Windows). A more permanent resolution is being pursued.

> NYS DOL Intranet Homepage - Windows Internet Explorer,

File Edit BN
,__{:? ale | Toolbars r

|| w Skatus Bar

Help

Explorer Bar

Go To

Stop Esc
Refresh Fs ) info Local: 5184024640 Toll
Text Size
Encoding

Source
Then here

Wb Page Privacy Palicy. ..

& Lefk-To-Right D k
Full Screen Fi1 eft-To-Right Docurnen

Right-To-Left Document

: 3/2/2011 - Building 12 Employees Only — 1D ¢
Emergency Information ewniratinns
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If no Agency is listed:

If the Agency Info tab is blank, check the Activities tab in Customer Detail to be sure the
services have been entered using the Activity button. If so, check back on a daily basis
to see if the functional alignment process has taken place.

If the functional alignment conversion of enrolling or enrollment extending services from
Customer Detail into the Services module has not occurred after 5 days, contact OSOS
help at OSOS.Help@Ilabor.state.ny.us for assistance.

If your Agency is not listed:

Some of the reasons the Agency is not listed:
1) The functional alignment process has not occurred,;
2) The entered service was not an enrolling or enroliment extending service.
3) The customer is shared with a different area that entered the enrolling service;

If the functional alignment process has not yet occurred, please check the Activities tab
to determine if enrolling services have been entered.

If the customer is shared with another area, make sure to contact the staff person in the
other area that is connected with the customer, so services can be coordinated. If a
telephone number is not readily available, contact OSOS help at
OSOS.Help@labor.state.ny.us for assistance.

Level 2 services can be entered into the Services module once the functional alignment
process has completed converting services.

If an Agency is listed and the status is Active:

Click on Service History tab, which shows services the customer may have already
received from the Department of Labor or other partners, and provides confirmation of
WIA enrollments, services and exits. The Services History information can be sorted by
Service, Date, Staff, Agency, or Office by double-clicking on any of the column headers.
Details can also be viewed by clicking on an entry on the Service History tab, and then
the Detail button.

If funding does not appear in the Services module:

Missing required WIA eligibility data will prevent funding from appearing. Check if data
has been entered into the Date of Birth and Gender fields, and / or the Selective Service
field for males between the age of 18 and 27.

If there is no eligibility criteria entered into the Comprehensive Assessment module for
youth customers, funding will not be available.

Check the Intake and Enrollment Date fields on the Agency Info tab. The customer
must be Active in the agency with dates.

NYOSOS Help Desk: help.osos@labor.ny.gov or (518) 457-6586.
NYOSOS Troubleshooting Desk Guide 19 3/10/2011



mailto:OSOS.Help@labor.state.ny.us�
mailto:OSOS.Help@labor.state.ny.us�
mailto:help.osos@labor.ny.gov�

	OSOS Access Troubleshooting Guide

