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BACKGROUND

The intent of Section 599 of the New York State Unemployment Insurance Law is to return the
unemployed worker to the labor market with the necessary skills required to secure
employment of a substantially equal or higher skill level than the customer’s past employment.
Any public or private training designed to develop an occupational skill will be considered
career and related training for the purposes of the 599 program.

The Career Center staff responsibility in this process includes helping the customer complete
and submit the required application and supporting documentation to the 599 Central Review
Unit. Staff are required to enter specific Activities and Comments in OSOS regarding the
application process.

PURPOSE

The One-Stop Operating System (OSQOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.

This guide provides instruction for Career Center staff's role in the 599 process, including
recording OSOS activities and comments.
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BEFORE THE APPLICATION IS SUBMITTED

When a customer mentions they are in training, staff must first clarify whether the customer is
actually enrolled in a training program. Enrollment for the 599 program is defined as both
accepted into training and registered for classes. Applications from customers who are not yet
enrolled cannot be processed. A customer who has been accepted to a program but has not yet
registered for classes is not considered enrolled.

Once enrollment is confirmed, data entry for the 599 program is performed in the Customer
module, Customer Detail window of OSOS. Staff must record the date of the training disclosure.

Click the Activities button.
Open the 599 One-Stop folder and select the 59908 in Training Disclosure Date.
Click OK.

Click Save.

PROVIDER HELP

Customer Search er Det:

Comp Assess JobZone

Pickett, Polly 21 Activities -- Webpage Dialog X 10f1

=] =] Gen. info | Enigibiity | AcJiiadatias ments| 7 > >3]
—yy Disability Em ployment Initiative Specific Services A

[J|common Measures Enroll (] L1 Follow-up Yes

[ ]| WA Enroliment I L1 Self-Service / Inform ational Only Yes

L1 staff Assisted Basic

) L1 Staff Assisted Individualized
11 State Specific

| 599 crRU

'l— /599 One-Stop

I — [ 159908 Received Com plete Application

I [ [ 159905 Customer Never Returned Application

| 599 Outreach

S Bingham ton Outstation

|7 Bronx Outstation v

e

sty Date

RR Event# | v

Keyword(s) |_Search | o< |

Save Comp ﬂssess[ Activity TI.A. F{eferrals[Correspond[ IVR [Betto Srch [Comments[ Tag Fbsume[ Sched | Messagel

— 59905 In Training Disclosure Date
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Staff must provide the customer with the 0S44 Application and the 599 Cover Letter. They
must advise the customer that the completed application must be returned or submitted to the
599 Central Review Unit as soon as possible, but no later than 14 calendar days. This will

preserve the earliest possible disclosure date for the maximum potential weeks of additional
benefits.

Customers may provide additional documents as long as that does not delay returning their
application. Details of customer training should be entered into OSOS Comments as provided
by the customer.

Click the Comments button at the bottom of the screen.

Save | Start Match | Serltoeleomp Assess| Activity | 1A Flefena\sl Comrespond | VR | Ret to Srch | Comments S Iej | Message |
hJ

Type the comment in the Comment - Webpage Dialog box.

Click Save.
a Comment -- Webpage Dialeg >
Comments

Font Family. Font Size .. B 7 U %5 FontFormat — T EEE

Last occupation 1s a waitress, 7 years of expenence. Customer is open to
continue employment in that field temporarily, but long-term goal is work in 7
health care. Customer is enrolled in ABC, full time (15 credits) in pursuit of
Associates Degree in Health Care Office Management. Provided customer

with a Section 599 application and Cover Letter. Customer's 14 day deadline

for submitting the app is 8/25/23.

Reviewed resume and uploaded to JobZone. Created Virtual Career Center
profile and reviewed job matches. Provided job refemal to banking position with
Smith Bank. Provided 599 Fact Sheet Also provided EEO

document, workshop calendar, list of recommended job search sites.

— ] -u ] 0 S T 1 - 1 n - i 0= [l = = R

Save | < |k | Cancel
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Click the Save button at the bottom of the screen.

Save S ICornp Asse5§| Activity | |.A. Refemals | Comespond | IVR | Ret to Sich | | Resume | Sched | Messaqel

N

If the customer states they are not enrolled in training, advise them that once enrolled, they
should reach out to the 599 Central Review Unit (CRU) ((518) 402-0189) for an application or
contact the Career Center for one.

Enter customer’s training plans/goals into OSOS Comments.

;:3 Comment -- Webpage Dialeg *
Comments
Font Family. Font Size ... B 7/ U 5 FontFormat S EEE

Last occupation is financial clerk/banker. Customer wants to continue in that
field and has the knowledge, skills and ability to do so.Customer 1s not currently
in school, but about to register for spring semester full time at ABC University
toward a BA in Intemational Banking.

Reviewed resume and uploaded to JobZone. Created Virtual Career Center profile
and reviewed job matches. Provided job referral to banking position with Smith
Bank. Provided 599 Fact Sheet Also provided EEO document, workshop
calendar, list of recommended job search sites.

Customer will apply to job leads provided and review Section 599 information.
Customer will request 599 application once enrdled.|

5&ve| Spell Check | Cancel |
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SUBMITTING THE APPLICATION

Once the customer returns their application, enter the 5990S Received Completed Application
Activity into OSOS. An application is considered complete even if some of the questions were
left blank, although the customer should be encouraged to answer as many as they are able to.

Click the Activities button. Select the 5990S Received Complete Application activity.
Click OK.

Click Save.

EMPLOYER

Comp Assess

PROVIDER

Customer Search

Pickett, Polly @ Activities -- Webpage Dialog % tof1
ﬁﬁmm Activities rop
Acthity ﬂ ' L1 Staff Assisted Individualized EESA FAl
ivi

L1 state Specific A
D Common Measures Enroll Lm -
[]|wIA Enrollment - 599 CRU Yes

|- 599 One-Stop

— [ 15990S In Training Disdosure Date
| — [¥159908 Received Complete Application
I L [ 159908 Customer Never Returned Applicatio
- 599 Outreach
L Bingham ton Outstation
L] Bronx Outstation
- BTWorks
- Coursera
- ) Custom er Engagem ent Model
- EEO/WIOA Rights v
|- Amira Qietatinn

sty Date

RR Event# | M

Keyword(s)| |_Search | K|

|( ! Comp Asses.r Activity TIA F{eferralsrCOrrespondr IVR rF{etto Srch rCOmmentsr Tag Fbsumer Sched | Messagel

0SO0S Guide - 599 Program -5- 8/3/2023




>0

One-Stop Operating System

The application must be emailed to 599app@labor.ny.gov mailbox. Be sure to include all three
pages.

If the customer does not return their application, enter the activity for 5990S Customer Never
Returned Application.

Click the Activities button. Select the 5990S Customer Never Returned Application activity.
Click OK.

Click Save.

PROVIDER EMPLOYER STAFF HELP

Customer Search mer Deta Comp Assess Links JobZone
Pickett, Polly 2 Activities -- Webpage Dialog * 10f1
[<<] <] cen. info | Engibiity | A it ments | e > [>5]
[ Activity | L1 Disability Em ployment Initiative Specific Services A D [SA|FA |
[]|Common Measures Enroll ] L1 Follow-up Yes
[ ]| WA Enroliment L1 self-Service / Informational Only Yes

I 11 staff Assisted Basic

L1 Staff Assisted Individualized
—J11 State Specific

L 599 crRU

L 599 One-stop

— [ |5990s In Training Disdosure Date

I — [ 159908 Received Com plete Application
l [ 589905 Customer Never Returned Application ]
L' 599 outreach

L Bingham ton Outstation
L Bronx Outstation v

L m

sty Date

RR Event # | v|

Keyword(s)| | Search ‘ ﬂ Cancel k

Save | Start Match |<1 H Adtivity | 1A Referrals | Comespond | IVR | Bet to Srch | Comments | Tag | Resume | Sched | Message |

N

If the customer returns their application subsequently, submit the application to

599app@Ilabor.ny.gov and record the 5990S Received Completed Application activity with the
corresponding date.
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AFTER THE APPLICATION IS SUBMITTED

Once the application is reviewed by the 599 Central Review Unit, CRU staff will enter an Activity
and comment into OSOS. There are three approval activities that Career Center staff may see
on the customer's OSOS record.

A conditional approval activity indicates that the customer must return TC316.1C Training
Verification form signed by the school for full approval.

2 Activities -- Webpage Dialog X

|
|
|
[
|
|
|
|
|
|
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For disapproved applications, the reasons for the disapproval are listed as part of the activity
type and will be viewable in the Activities tab.

[ ||599CRU Disapproval 3 Less than 12 Hours 06/08/2023

2] Activities -- Webpage Dialog X

gt

LSS B« N« S <SS« 8] [ [ [H<N<8] |

Additional comments may be entered by the 599 CRU Staff as needed.
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If the customer has additional questions on their approval or disapproval, Career Center staff
should advise them to contact the 599 Central Review Unit at (518) 402-0189.

TRAINING SERVICES
If the 599 training is being funded by the local area using WIOA funding, this should be
recorded per established procedure as an Occupational Skills Training service in OSOS.

‘ If the 599 training is not locally funded through WIOA, do not enter it as a service in
0SO0S. Only WIOA funded training must be added as a service in 0SOS.

HELP

JobZone

EMPLOYER STAFF

PROVIDER

Customer Detail

Links

Customer Search CompAssess

Pickett, Polly SSN: 0S50S ID: NY012312655

<] =] Achievem ent Objectives |y Al Ser vice History | Enroliments | Outcom es | Empl. Outcomes | Trng. Outcom es | Comm e > |3}
Detail Funding
Senice Name Heating Systems Service & Repair ~ Lewel | Source |Ob|igated | Actual | Oblig# |
Senice Desc. ETP Autp load 10/ 18/2016 []|wiB  |WOAAdult Local|$ 1.00 $ 0.00 |

Senice ID 98940
Senvice Type Occupational Skils Training
Provider Name Hudson Valley Community College
Location Name Hudson Valley Community College

Provider ID 74020 Offering 1D 116817
Plan. Start Date | 01/ 20/2023 Plan. End Date | 06/01/ 2023
Actual Start Date 01/20/2023|  Actual End Date| 06/08/2023 Total Funding Ra| [ET| oy
Completed Successfu Ilyr Petition # |
Next Contact Date| 04/01/2023 RR Event #| V|
Program Senvice Type | | TA-Training v | Incumbent Worker Training
Part Time Learn.| No v Distance Learn.| No v v
Provider Name Service Name Actual Start Datf Actual End Dat| Program Svc Type

Hudson Valley Community College Heating Systems Senice & Repair 01/20/2023 06/08/2023 ITA-Training

Options Print List New Sevice | Delete Sevice | Authonzation | IPA Service Summary | Payments Tracking |

Save | Customer Detai1| QompAssess| Comments|

0SO0S Guide - 599 Program -9- 8/3/2023



>0

One-Stop Operating System

RESOURCES AND ASSISTANCE

For further OSOS assistance, please contact the OSOS Help Desk:
By email: help.osos@labor.ny.gov

599 Program Website: https://dol.ny.gov/599-program

Additional OSOS Guides can be found here.
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