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PURPOSE 
The Workforce Innovation Fund - Science, Technology, Engineering and Mathematics (WIF - 
STEM) grant will focus upon increasing the number of WIA participants successfully entering 
and advancing in STEM career fields. The grant is approved from July 1, 2012 through June 30, 
2015. 

The grant has been awarded to 11 counties within 4 LWIBs: 

 Capital Area (Albany, Schenectady, Rensselaer) 

 Columbia – Greene 

 FMS (Fulton, Montgomery, Schoharie) 

 Saratoga – Warren – Washington 

WIF - Steps Up to STEM is the single program wide provider. 

All WIF-STEM services must be entered into OSOS as an L2 service and all Service Names begin 
with WIF - STEM.   

WIF-STEM participants must be co-enrolled in both WIF-STEM and WIA.  WIF-Stem is not a 
stand-alone enrollment.  It will create or extend a WIA enrollment and functionally align with 
the LEX and Common Measure enrollments.   

Because WIF-STEM participants must be co-enrolled in WIF-STEM and WIA, LWIBs have the 
authority to fund WIF - STEM L2 services with WIB Level WIA Local or WIB Level WIF - 
Workforce Innovation Funds to ensure that both enrollments are created.  If unsure which 
funding is most appropriate, check with your supervisor or the WIF - STEM lead contact as listed 
below.   

All classroom training must be listed in ETPL and listed as ITA Training.  

These four enrollments (WIA, LEX, Common Measures and WIF - STEM) will soft exit together 
after 90 days without any active service.  Hard exits are not allowed. 

Program details must be recorded in two dedicated WIF - STEM program tabs within the OSOS 
Service window.  Short Term Outcomes (1 – 2 years) and Long Term Outcomes (2 – 3 years) 
goals are recorded in the WIF Goals tab and additional details in the WIF Training tab. 

Mary Alane Wiltse of the Columbia-Greene LWIB is the lead contact for the LWIBs 
with this grant.  Any requests to add provider services, offerings or drop down menu 
items in the WIF tabs must be requested from Ms. Wiltse.                                    
(518)828-4181, Ext. 5510                                                                            
wiltse@sunycgcc.edu 

mailto:wiltse@sunycgcc.edu
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OSOS DATA ENTRY 

WIF - STEM L1 SERVICES 
An activity is available to indicate that a customer has been provided with the WIF-STEM 
Informational service. It does not signify participation in the program. 

WIF - STEM L2 SERVICES 
A WIF Participant may already be actively enrolled and receiving WIA services.   

All WIF Funded services must be entered into OSOS as an L2 service.  Click the New Service 
button. 

 

  

New Service 
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You will be brought to the Quick Search tab in the Offering Search window.   

 

Select the General Info tab and select the blank space for the WIB location.  Services will be 
tracked by the office into which the user has logged in and to the staff assigned in the Service. 

The single program wide Provider is called WIF - Steps Up to STEM.  Type WIF into the Provider 
Name or the Service Name and click the Search button.   

 

  

General Info tab 

Blank space 

WIF 

Search 
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All available WIF - STEM program services will display in the list.   

All program Service Names begin with WIF - STEM.   

 

Do not add or change any provider service or offering to the WIF - STEM program.  
Any additions must be submitted to M.A. Wiltse. 
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A specific L2 service has been created to signify that a customer is participating in the WIF-
STEM program.  This service is designed to keep the enrollment active despite any gaps in 
service that may allow the enrollment to exit.  This service should be recorded in the customer 
record with the first WIF-STEM service. 

 

 
After selecting the Provider Service, click the Schedule button on the bottom of the screen.  
This will navigate you back to the new service in the Services tab where you may enter the 
required data.  

 

 

Schedule button 
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OSOS will navigate back to the Customer Services tab. 

Complete the required fields in the Detail section of the tab. 

For each service added in OSOS, you must include: 

 Plan. Start Date:  Enter the planned started date when the service is expected to 
start in the format of mm/dd/yyyy 

 Plan. End Date:  Enter the date the service is expected to end  

 Actual Start Date:  Enter the date the service begins.  This cannot be a future 
date 

 Next Contact Date: Enter a date to follow up with the participant and verify the 
program status that is less than 90 days in the future 

 Program Service Type:  Select the program service type corresponding to the 
service 

It may be necessary to use the scroll bar at the right hand side of the Detail section to access 
additionally required data fields. 

  

Scroll bar 
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Classroom training must be listed in the ETPL as specified by the designation ETPL Auto Load.  
This designation is located in the Service Description of the Offering Detail. 

 

If funded through WIA or WIF, then the Program Service Type should be listed as ITA.  OJT 
training is always listed as Non-ITA Training. 

 

All training services require the completion of three additional data fields: 

1. Part Time Learning  
2. Distance Learning 
3. O*Net:  Click the O*Net button to access the O*Net Webpage Dialog search.  

Select the appropriate O*Net title.  More information is available in the O*Net 
Titles in OSOS Guide 

  Click the Save button. 

WIF - STEM participants must be co-enrolled in both WIA and WIF.  WIF funding has been 
added to those 11 eligible counties to attach to appropriate services. 
 

 

Services may be funded WIA, WIF or the sponsoring employer.  If the sponsoring employer 
funds the service entirely with their own money, then the funding must be attached to WIF 
funding with zero dollars. 

ETPL Auto Load 

http://labor.ny.gov/workforcenypartners/osos/osos-guide-onet.pdf
http://labor.ny.gov/workforcenypartners/osos/osos-guide-onet.pdf
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WIF TABS 
The program requires completion of two tabs within OSOS: 

4. WIF Goals 
5. WIF Training  

 

 
A short term WIF goal, or Step 1 of the training plan, may include pre-hire classroom training 
that can be successfully completed as a prerequisite to any OJT or training related employment.   

For customers whose Step 1 training is the OJT, it is logical that they will be working and 
training in the job that they will retain.  Therefore, the successful completion of Step 1 is 
reported as an attained short term goal in the goals section and as training completed and post 
program employment in the WIF training tab. 

A long term goals, or Step 2 of the training plan, usually include classroom training and/or OJT.  
It may also include promotion from a lesser skilled position into a more advanced position, 
which would be recorded as an attained long term goal, training completed and post program 
employment.  It is possible for a customer to complete Step 2 training and be left unemployed 
until training related employment becomes available.   

The WIF Goals tab is connected to Intensive services only.  Although the tab allows an 
individual record to attach to any intensive service, records should only be attached to an 
Individual Employment Plan (IEP).  Where multiple IEP services exist, be careful to attach the 
record to the appropriate WIF funded IEP.  

To create the record, select the appropriate IEP service and click the Add button. 
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Add 

IEP Service 
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The new record will appear and the data fields will become accessible for the Short and Long 
Term Goals.  Short term goals may be planned for a 1 - 2 year period and long term goals for 1 - 
3 years.  Goals may be scheduled concurrently. 
 

 

The Goal and Goal Attainment fields have drop down menus, while the dates require you to 
enter in a date using two digits for the month, two digits for the day and four digits for the year.  
The dates will only accept numbers and the slashes will be entered automatically. 
 

 

 

Additional selections to the Goal and Goal Attainment fields must be requested through M.A. 
Wiltse. 
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Click the O*Net Title button to bring up the webpage dialog box, to enter a keyword or search 
for the appropriate title. 

 

 

  

O*Net Title 
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The WIF Training tab is connected to training services only.  When multiple training services 
exist, be careful to attach the record to the appropriate WIF funded training service.  
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The Sponsoring Employer is the employer that is faced with a shortage of workers with specific 
STEM skills and has contracted with the LWIB and jobseeker to create a two step career plan for 
the jobseeker in which the employer may share the training costs. Additional employers will be 
added to the drop down menu as contracts are signed and approved.  

 

Starting Employment refers to any non-WIF funded employment that the jobseeker accepts 
during classroom training or prior to any OJT.  Starting Employment should also be completed 
for incumbent workers.  This section will be left blank if starting employment is not realized. 

 

The data fields in the remaining two sections are self explanatory: 

 Training Employment (Customized or OJT) 

 Post Program Employment 
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RESOURCES AND ASSISTANCE 
Ms. Mary Alane Wiltse 

 (518)828-4181, Ext. 5510                 

 wiltse@sunycgcc.edu 

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 

mailto:wiltse@sunycgcc.edu
http://labor.ny.gov/workforcenypartners/osos.shtm
mailto:help.osos@labor.ny.gov

