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PURPOSE

As part of good customer case management, there will be times that you may need to contact
one or more customers via email or written correspondence to notify customers about
employment-related information, such as:

Job matches and referrals

Upcoming job fairs and recruitment events

Scheduled appointments

Workshops

Relevant training programs

Other employment-related information, such as appropriate labor market
information (LMI), applicable articles or updates

This guide will go over the basic process of how to use correspondence features in OSOS to
generate email and written correspondence.

The steps to set up both email and written correspondence (letter form) will be nearly
identical. Any steps which are different for one or the other will be outlined
specifically.

OSOS DATA ENTRY

GETTING STARTED

Before you can begin generating correspondence, you will first need to set up your computer
and configure ActiveX controls so that you will be able to perform the processes in this guide.
You will need to first go to the OSOS Correspondence Guide & Resources section of the OSOS
site and complete the set up steps in both the Set Up Guide and the ActiveX Configuration
Guide.

Once you have followed all of the set up steps in both guides, you will be able to start using the
correspondence features in OSOS.

The set-up steps will take about 20-30 minutes. This is a one-time process and must
be done ahead of time in order for the correspondence features to function properly.
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http://www.labor.ny.gov/workforcenypartners/osos/correspondence/osos-guide-correspondence-set-up.pdf
http://www.labor.ny.gov/workforcenypartners/osos/correspondence/osos-guide-correspondence-active-x.pdf
http://www.labor.ny.gov/workforcenypartners/osos/correspondence/osos-guide-correspondence-active-x.pdf

One-Stop Operating System
SELECTING CUSTOMERS IN OSOS

To begin the correspondence process, you must first search for the customer(s) to whom you
wish to send correspondence. You can select one or more customers for correspondence.

Keep in mind that correspondence can be used for many different purposes. In this example
case, the staff person has set search criteria for Transitioning Service Member veterans in
Albany County, and has selected all of the records for correspondence.

Once you have selected the customer(s), click on the Correspond button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
1-210f 21
[<<] < [auick Search [ General Info | Education | Job Criteria | Text Search | Geographic | Activities |Lfi ] List Search |Reports | > >
Military Service Program Qualification
Veteran Status hd UI-Claimant Status v
I‘u'eteran Era| Transitioning Service Member A I Lower Living Std A
Recently Separated w Migrant Status
Senvice Disability 4 Profiled?
Programs/Public Assistance Work History
b Petition #
b RR Event#
W
W

Status Seeker Mame Objective

Inactive |Baminger, Roy E Retirement

Inactive  |Bicknese, August.] Undecided

Active Brown, Stephen D Awiation Maintenance

Diaz, Jos'e T sales man, operation clerk , mainten

ENGLISH, TREVOR W Supenvisor

Esquivel, Matasha Government civil service, manageme

Gaylord, Christopher R Manager/SupenisorfEngineerinst

25 |» | Search | E_Ilear| Detail_| Print Listl Assign to List | | Acti\rity| Comments | Comespond | IVR | New

'Staﬁ:Jones,l‘dargaret | Office: ALBANY | | security: Search |09/19/2012 '

In order for customers to receive correspondence, the contact information for each
customer (i.e., mailing addresses for written correspondence and email addresses for
email correspondence) must be populated, correct and up-to-date in OSOS. As a best
practice and for correspondence to be successful, be sure to check this on the Gen.
Info tab for each customer before sending correspondence.
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SELECTING A TEMPLATE
If you successfully completed the set up steps for correspondence, a pop-up window similar to

this one will appear.

Pick a document template

_5 ([SLetter Templates;
i [C)Email Letter Templates

My Recent |5 Data Source Files
Dacuments

F"_'.'
L
Desklop

£

fy Documents

My Computer
by Metwork.
Places
File namne: |refenal_t0_i0b_fairs. dot j Open |
Files of type: [word Document Templates [*.dat] | Cancel

In this example case, the staff person would like to mail a job fair referral to the selected
recipients, so she expands Letter Templates and then opens Customer Correspondence
Templates and selects the appropriate template from the folder.

After you select the appropriate template, click Open to open the template.

Pick a document template @

Look: in: |D Customer Corespondence Templates ﬂ (] I‘:j( '

iy Recent
Documnents

-

Desklop

Documnents
CompLiter

by Metwork.

=/

tdy
My

Places
File narne: |refenal_t0_i0b_fairs. dat j Open |
Files af bype: |Word Documnent Templates [*.dot) j Cancel
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Depending on how you set up your templates, you would either follow the same steps
to send an email correspondence, or you would select the Email Letter Templates

folder first instead of the Letter Templates folder, depending on whether or not you
separated your letter and email letter correspondence templates.

The template will open in Microsoft Word as a mail merge document.

D& H9-0 W= Documentl [Compatibility Mode] - Microsoft Word - B X
lpt=tsd o
Home Insert Page Layout References Mailings Review WView Developer 7
| Envelopes e B — : ] Address Black i o 'H 4|1 | b
= ] o [ 1
2] Labels 2] Greeting Line o dngind Recipient
Start Mail Select Edit Highlight a3 i . Preview £ Finish &
Merge = Recipients = Recipient List || Merge Fields 2 Insert Merge Field = 2] Results | 57 Auto Check for Errars | prarge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish
e —————————— I RN A I A
-
Septernber 19,2012
- wcustomer_data first_names ccustomer_data mis ccustomer_data_last names 3
wgustomer_data_addr_1»
. ceustomer_data adde 2w
- scustomer_data_citys, «customer_data_states acustomer_data_zips
. Dear«customer_data_first_names:
The coffice_names Workforce Centeris sponsoring a Job Fair on <insert mm dd wvyy™ from <insen start
time> to <insent end time>, I'would like to invite vouto participate
a Ihave sncloszdinformation onhow to ragister.  If vouhave any questicnsregarding this Job Fair or about
any of our other services please feel free to contact me,
B Sincerely,
“ wadministrators_first_names «administrators_mis «administrators_last_names
. soffice_addr_1s
woffice_addr 2w
_ voffice_addr_3»
woffice_citys, soffice_states coffice_zip»
. Telephone: woffice_phone_pris
. Fax Number: «office_fax_pn»
£
- +]
o i
Page:lofl | Words:86 | <% English(us) | B3 | i@-ﬁfﬂ BE=
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PREVIEWING AND EDITING THE LETTER

To see which fields will be merged into the letter from OSOS, click on the Highlight Merge
Fields button.

All of the highlighted fields, such as the customer’s name and address fields, will be pulled in
from OSOS. However, if you are using a generic template, you will probably need to edit
additional information before completing the merge.

In this case, the staff person will need to enter the date and time of this job fair, and will
probably want to include additional specifics about the job fair in this letter. Since she is the
primary contact person in her office for the job fair, she will also want to change the closing
information in the signature to reflect her information so that these fields will not auto-
populate from OSOS.

I."E;_,:\I Hw9-uoRe - Documentl [Compatibility Mode] - Microsoft Word - B8 x
" ind
- Home Insert Page Layout References Mailings Raview View Developer L
<3| Envalopas '.ﬁ. .=. E. - =] Address Block 2= 4@%‘ H 4] | M I ::\_.'
2l Labels —— g B30 Greeting Line = -ejFind Recipient =g
Start Mail Select Edit Highlight & 3 . - Preview 3 Finish &
Merge = Redplents = Reciplent List JMerge Fields i Insert Merge Field = =] Results | = Auto ChecdcforErrors | ppapge -
Create Start Mail Merge verite & Insert Fields Praview Results Finish
T o 'E'"""1"'"":"""'3"""'“' ..,...5...,...6.......?.-La
September19,2012
wcustomer_data_first_names dcustomer_data mis scustormer_data_ last names 1
R scustomer_data_addr 1
: weustomer data add Is
= «customer_data ecitvs, «customner_data_states scustomer_data_zips
. Dear«custorner_data_first names:
The woffice names Workforce Centeris sponsoring a Job Fair o YV oRom <ingert stan
timie> to <insant endtime> Iwould hke to mvite vouto participate
r Thave enclosedinformation onhow toregister.  If vouhave anv questionsregarding this Job Fair or about
) any of our other services please feel free to contact me.
B Sincerely,
;1 wadministrators_first_names cadmiustrators_muis cadministrators_last_name:|
- woffice_addr_1s
woffice_addr_2»
_ «wnffice_addr 3s
woffice_city». woffice_states soffice_zip»
Telephone: woffice_phone pris
. Fax Number: woffice_fax_pms
*
- @
| m
Pagelofl | Words: 86 | ¢ English (U.s) | B3 EEEEE
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Once the letter has been revised, you can preview what the letter will look like by clicking on
the Preview Results button. This will populate the letter with a customer’s information. If
multiple OSOS records have been selected for correspondence, you can preview how the letter
will look for each customer by using the arrow buttons next to the Preview Results button.

When you are satisfied with the results, click on the Finish & Merge button.

!./ ' H9-03e - Documentl [Compatibility Mode] - Microsoft Ward - = X
Hame Insert Page Layout References Mailings Review View Developer ':@J
=1 Envelopes :. 2 |3 Address Block [=p~ i‘
2| Labels - |2 Greeting Line o S
Start Mail Select Edit Highlight 2 Finish &
Merge~ Recipients ~ Recipient List | [Merge Fislds| G4 Insert Merge Field » 2] v Auto Check for Errors || perge =
Create Start Mail Merge Write & Insert Fields Preview Results
e

—

September 19,2012

egory D Psoinos
09 Via Ponderosa
chenectady, NY 12303-3319

ear Gregory:

- The ALBANY Workforce Center is sponsornng the first annual Capital Veterans Now! Joh Fairon,

- 10/4/2002 from 12:00pm to 4:00pm. More than 60 local businesses with a focus on hiring veterans will be
there, as well as dozens ofhelpful community organizations andresources dedicatedto serving veterans.
Since youhave beenidentified as a transitioning veteran, I would like to invite you to participate.

Thave enclosed information onhow to register, aswell asalisting of the business and organizations
i participatingin Capital Veterans Now], If vouhave any questionsregarding this Job Fair or about any of
- our other services please feel free to contactme.

Sincerely,

Margaret Jones
Emplovment Counselor
Career Central

173 Central Avenue
Albany, NY 12206
Telephone: (3181 462-7600]

-. I
Page:lofl | Words: 140 | <& English (us) | B3 u@ IR = E%
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COMPLETING THE MERGE
Once you click on the Finish & Merge button, you will be able to select from the following
options:

e Edit Individual Documents: This option allows you to customize individual letters
for each customer

e Print Documents: This will prepare your correspondence merge for printing (use
this option for written correspondence which will be mailed)

o Send Email Messages: This will prepare your correspondence merge to be sent as
individual email messages to each customer (use for email correspondence)

L/&.V H9-vR - Documentt [Compatibility Mode] - Microsoft Word
il

Home Insert Page Layout References Mailings | Review View Developer

2303 2 Yo s 3 g, @
R:

stat Mall  Select Edit \ Highlight | Address Greeting Insert Merge

Envelopes Labels Undate tohen 1| o |
Merge * Recipients » Recipient List | IMerge Fields' Block  Line Field» 2] UpdateLabels || [Resuits! | 9 Auto Check for Emors

|
Create J L _ Start Mail Merge. | i \Wike & Insert Frelds = Preview Results /) Edit Individual Dozuments...
[ R R R R R R R S T R R * Ol pint Documents..,

2| Send E-mail Messages...

September 19,2012

ALBANY Workforce Center is sponsoring the frst annual Capinal Veterans Now! Job Fair on
lolidﬂlﬂm%\oﬂpmi,m”h More than 6010calbu=mes=e= with 2 focus on hiring veteranswill be
there aswell as d fhalpful dedicatadto serving veterans,
Since vouhave beenidentified asa u:nuncn.mx veteran, [ would like to mvite you to participate.

Thave enclosedinformation onhow toregister, aswell asalisting of thebusiness and orgamizations
pamicipatmgm Capital Veterans Now, If vouhave anv questionsregarding this Job Fawr or about any of
our other senvices please feel free 1o contactme.

Sincerely,

Margaret Jones
Emplovment Counselor
CarzerCentral

175 Cenaral Avenue
Albany, NY 12206
Telephone: (318) 462.7600

| Page:toft Words:140 | B English(us) | P | | EEEER
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WRITTEN CORRESPONDENCE (TO BE MAILED)

For letters which will be mailed to customers, the Print Documents options should be selected
from the Finish & Merge menu.

This will bring up the Merge to Printer pop-up window. The default option selected is to print
all of the records, or you can select to print only the current record or a specific range of
records. Click OK to print the letter(s).

2l Labels

s 2 |2} Address Block [Ep~ i%i’l |H 4|1 [ M C'
. - — 3] Greeting Line o 29 Find Recipien -
= Greeting L e Find R t e
Start Mail Select Edit Highlight ; Preview Finish &

Merge = Recipients = Recipient List || [Merge Fields 44 Insert Merge Field ~ 2] Results|| S Auto Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

-1---|---§---|---1---|---2---|---3---|---4---|---5---|---Q---|---?-

September 19,2012

Gregory D Psoinos
609 Via Pondercsa
Schenectady, NY 12303-3519

v

Dear Gr : q
sariiesen Merge to Printer L

. Thg )}LBANY Workforce Centell pirt records hs Noy ' MM .

- 10/4/2012 from 1.2:00pm to 4:00 us on hiring veterans will be

there, as well as dozens ofhelp catedto serving veterans.

Since vouhave beenidentified a [vou to participate.

Thave enclosed mformation on
i participatingin Capital Veterans
- our other services please feel fred

£ss and organizations
is Job Fair or about any of

Sincerely,

MMargaret Jones
Emplovment Counselor
Career Central

173 Central Avenue
Albany, NY 12206
Telephone: (318} 462-7600]

Page:1of1 | Words: 140 | 4% English (US) | 25

[N AR EEL DK Document1 [Compatibility Mode] - Microsoft Word - = x
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- Home Insert Page Layout References Mailings Review View Developer L2
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EMAIL CORRESPONDENCE

Finish & Merge menu.

to populate the following information:

e To: Select customer_data_email from the drop-down field
e Subject line: Type a relevant subject line

Text document or an attachment

To send the correspondence as an email, select the Send E-mail Messages option from the

As with written correspondence, you can then choose to send email correspondence to all
recipients, the current record only, or a range or records. Click OK when you are ready to send.

This will bring up the Merge to E-mail pop-up window. Under Message Options, you will need

e Mail format: The format defaults to HTML — you can also choose to send as a Plain

-'fliz-a Hw9-uRe - Documentl [Compatibility Mode] - Microsoft Ward - = X
W Ciad
- Home Insert Page Layout References Mailings Review View Developer )
=1 Envelopes _>|. = ‘___ |Z) Address Block [Zp~ i%ﬂ | 4|1 | M ;’
2| Labels — : — | Greeting Line ey ] Find Recipient i
Start Mail Select Edit Highlight =Ed . Preview E) Finish &
Merge ~ Recipients ~ Recipient List |||Merge Fields| @@ Insert Merge Field ~ Ei| Results = Auto Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
-1---|---E---|---1---|---2---|---3---|---4---|---5---|---Q---|---?-
September 19,2012
Gregory D Psomos
a 609 Via Ponderoza
. Schenectady, NY 12303,
} h
- Dear Gregory: Merge to E-mail
Message opkions .
! Job Fair on
- Ta |cust0mer_data_email |l hiring veterans will be
. Subiect line: - ] dto serving veterans.
. Since vouhave beenide e |Cap|ta| Weterans Now! Job Fair | o participate.
~ Mail Format: |HTML I
) Thave enclosed informa hd orgzanizations
. participatingin Capital Send records b Fair or aboutany of
- our other services pleasd @ al
. S . () Current record
incerely,
: Oam [ o [ ]
MMargaret Jones [ o l [ Cancel
- Emplovment Counselor|
Career Central
- 173 Central Avenue
. Albany NY 12206
. Telephone: (318 462-7600|
@
. F
K "" [
Page:1of1 | Words:140 | 5  English (Us) | 23 [EEEERr e v ()
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RESOURCES AND ASSISTANCE

0SOS Correspondence Guide & Resources
http://labor.ny.gov/workforcenypartners/osos/correspondence.shtm

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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