New York
Employment S 0
: One-Stop Operating

Services System

]
<
©
g ‘
E!(:,:'

Attachments Tab
0OSOS Guide

4/15/2024



SOS

One-Stop Operating System

TABLE OF CONTENTS

U ] 00 LY =T PN 1
Attachment Tab POLICIES .o..viiiiiieciieeeee et s b e s e e e sabeeesaes 2
BrOW ST SETLINES ..ttt bttt ettt et st s s st betete b sttt s ssbetetenennnnnennnene 3
Uploading Attachments in OSOS ........eiiiiiiiiiiiiieee et e e s e e s s e e e s s sbae e e s sanaeee s 9
RESOUICES ANd ASSISTANCE ..viiiiiiiiieieiiiiee ettt et e et e e s st e e e s sbre e e s s saba e e e e sabaeeessabaeeeesnasaeeessnneees 15
PURPOSE

The One-Stop Operating System (OSOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.
0SO0S collects substantial information from customers, businesses, and training providers. This
information is also used to prepare required State and Federal reports.

This guide provides instructions regarding the use of the Attachments tab in OSOS. It will list
which documents staff may upload into the Attachments tab, detail the settings necessary for
browser compatibility with the Attachments tab, and provide instructions for attachment
upload.
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ATTACHMENT TAB POLICIES

The Attachments tab in OSOS provides a method for staff to attach certain relevant documents
to the OSOS record for their WIOA Adult, Dislocated Worker, and Youth program customers.

Note: All relevant WIOA Youth Documentation may be uploaded to the Attachment Tab.

The documents listed below are the only documents that may be uploaded into the
Attachments tab.

e RESEA Program Documents, including the Eligibility Questionnaire and Re-
Employment Plan

e ES 102 Career Services Eligibility Survey
e WIOA Release of Information form

e Signed Equal Opportunity is the Law, Civil Rights and Grievance Procedures
documents

e Documents to validate date of birth:
State-issued photo ID
Birth certificate

e Documents providing proof of public assistance

e Veteran Documents
Military Service Questionnaire
NYS DVS Consent to Release
DD214 to validate veteran status

e Documents related to training:
Proof of training credential / MSG, including diploma, certificate, license, school
transcript
On-the-Job Training or Customized Training contracts
Individual Employment Plans
e WIOA SYEP documentation

e Youth Intake and Eligibility documentation

e Documentation of Disruptive Customer (Central Office only)
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into the Attachments tab. Only information directly related to a customer’s

Q Staff must never upload information related to medical history / status or legal issues
employment and training needs may be housed in OSOS.

BROWSER SETTINGS

Before using the Attachments tab in OSOS, staff must first check their Internet settings and
make any necessary updates.

To begin, open Control Panel and select Network and Internet.
Control Panel

1+ > Control Panel » v | D

Adjust your computer’s settings View by: Category =

System and Security User Accounts
Review your computer's status % G Change account type

Save backup copies of your files with File History

Backup and Restore (Windows 7) EEE= ) )
Appearance and Personalization
% Metwork and Internet —
View network status and tasks u. « Clock and Region
W) Hardware and Sound € Change date, time, or number formats

Adjust commeonly used mobility settings Let '.\'."ihdm.vs SUQSESt settings
Optimize visual display

5 View devices and printers -
E Add a device @ Ease of Access

Programs

—
[‘] Uninstall a program
Get programs

Select Internet Options.

& Metwork and Internet

« v 4 ‘@ » Cont.. » NetworkandInt.. » v | O Search Control Panel

Control Panel Home

LA MNetwork and Sharing Center

L " " .
5 - C* View network status and tasks | Connectto a netwerk | View network computers and devices
wstern and Security

* Network and Internet Internet Options
= Change your homepage | Manage browser add-ons | Delete browsing history and cookies

Hardware and Sound
Programs
User Accounts

Appearance and
Personalization

Clock and Region

Ease of Access
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Select the Security tab.

& Internet Properties ? *

General Security Privacy Content Connections Programs —Advanced

Delete temporary files, history, cookies, saved passwords,
and web form information,

Setts

Appearance
Colors Languages Fonts Accessibility
CK Cancel Apply
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Internet Options ? X Click the green checkmark for Trusted Sites.

General Security Privacy Content Connections Programs — Advanced

Then click Sites.

Select a zone to view or change security settings.

@ ¢ vV O

Internet  Localintranet QU@ skn= Restricted
sites

Trusted sites
i _ Sites
This zone contains web at you

j trust not to damage your Bmputer or
your files,
‘You have websites in thigitone.
Security level for this zone

Allowed levels for this zone: Al

Medium

- Prompts before downloading potentially unsafe
. content
- Unsigned ActiveX controls will not be downloaded

[JEnable Protected Mode {requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

el | [R5
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| Internet Options ? >
Trusted sites >

Add the address https://osos.labor.ny.gov. = !
j You can add and remove websites from this zone. All websites in

this zone wil use the zone's security settings.

Click Add.

Add this website to the zone:

Click Close. | https:/fosos.labar.ny.gov | | Add
Websites:
*.incontact.com 4] emove

*.max. niceincontact. com
*.max. nice-incontact.com
* niceincontact. com

e i PO S

W

Require server verification (https:) for all sites in this zone

Close

[]Enable Protected Mode {requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

Internet Opticns ? >

General Security Privacy Content Connections Programs Advanced

oK Cancel Apply

Select a zone to view or change security settings.

@ ¢ v O

Internet  Localintranet Trusted sites  Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files,

You have websites in this zone.

Sites

Click Apply.

Security level for this zone

Custom Then, still in the Security tab, click

Custom settings.
-To change the settings, dick Custom level, Custom Level :

-To use the recommended settings, dick Default level,

["]Enable Protected Mode {requires restarting Internet Explarer)

Custom level... Default level

Reszet all zones to default level

p

oK Cancel
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Security Settings - Trusted Sites Zone ped

Settings

Adjust your ActiveX settings to the options
. . . |#| ActiveX controls and plug-ins ~
indicated by the red arrows in the 4 Alow ActiveX Fiteing

screenshots. () Disable
@® Enable P
\#| Allow previously Unused ActiveX controls to run without prom

() Disable
(® Enable

\#| Allow Scriptiets
(®) Disable
() Enable
() Prompt

|#| Automatic prompting for ActiveX controls
(®) Disable k

() Enable

|#| Binary and script behaviors
Y Adminichrabar annraouad

Security Settings - Trusted Sites Zone X R

rustom settings
Settings o

Medium {default) w Reset...
|¢| Automatic prompting for ActiveX controls A
(@) Disable
O Enable o Cancel
|#| Binary and script behaviors
(") Administrator approved
() Disable
@ Enable P
|#| Display video and"animation on a webpage that does not use Security Settings - Trusted Sites Zone
(® Disable
(") Enable Setings
|¢| Download signed ActiveX controls
() Disable |#| Download unsigned ActiveX controls ~
O Enable O Disable
(® Prompt H (") Enable
|#| Download unsignied ActiveX controls {®) Prompt
(@ Piczhla || Initialize and script ActiveX controls not marked as safe for &
g v () Disable

*Takes effect after you restart your computer @ —
O Prompt
Reset custom settings |#| Only allow approved domains to use ActiveX without prompt
Resettor  Medium (default) v Reset... @ Disable h

(") Enable
|#| Run ActiveX controls and plug-ins
cand () Administrator approved
() Disable
(®) Enable ?
Y Drarmnt N
L4 >

*Takes effect after you restart your computer

Reset custom settings
Resetto: | Medium (default) v Reset...

Cancel
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Click OK.
Then click Apply on the next screen.

Click on the Advanced tab. Scroll to the Security section and select "Allow Software to run or
install even if the signature is invalid."

Click Apply

Then click OK.

Internet Options ? >

General Security Privacy Content Co“s Advanced

Settings

% Security ~
[] allow active content from CDs to run on My Computer™

I [] allow active content to run in files on My Computer=

Allow software to run or install even if the signature is inwi
[] Blodk unsecured images with other mixed content

Chedk for publisher's certificate revocation

Chedk for server certificate revocation™

Chedk for signatures on downloaded programs

[] Do not save encrypted pages to disk

[] Empty Temporary Internet Files folder when browser is de
[] Enable 64-hit processes for Enhanced Protected Mode®
Enable DOM Storage

[] Enable Enhanced Protected Mode™

[+] Enable Intearated Windows Authentication® 04
£ >

*Takes effect after you restart your computer
Restore advanced settings

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default

Reset...
condition.

You should only use this if your browser is in an unusable state.

Concel | [ ool
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UPLOADING ATTACHMENTS IN OSOS

The Attachments tab is located in the Customer module, Customer Detail window of OSOS.

PROVIDER EMPLOYER STAFF HELP

Customer Search Comp Assess Services Links JobZone NextGen

0SO0S ID: NY015304710

(5] o T ENY

0 WTDED EE e W EIELE L ITTENL
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After selecting the Attachments tab, click the Add Attachment button.

Select the type of document you are uploading from the Attachment Type dropdown menu.

PROVIDER EMPLOYER HELP

Customer Search Comp Assess CareerZone

SSN:° 0SO0S ID: NY026752709 10of1
<[ <learches [ activties | comments | Tests [LLEALELE IWR Additional Info ] B Events | WIOA Referrais | > |>5]

Attachment Detail
pa Tl AN T4 RESEA = 1) Eligbiity Questionnaire Staff KLINE, REBECCA |

RESEA - Reemployment Plan -

Notes | yioa - Release of Information Office | |

DEV - Date of Birth

DEV - Veteran Status File Name | |

Equal Opportunity. Civil Rights, Grievance Procedures

Training - Proof of Credential Last Modified

Training - Proof of Skil Gain r

Training - Contract

Individual Employment Plan (IEP)

WIOA SYEP Documentation

NYS DVS Consent to Release

Disruptive Customer Documentation
0l o Military Service Questionnaire e Sl Sl

04/15/2024 | ES102 Career Services Eligibilty Survey | Eligibility Qu| _ KLINE, REBECCA
DEV - Public Assistance
Youth Intake and Eligibility Documentation

Add Attachment I File Type I Unknown Wownload Atachment I Delete Attachment |

Save | StartMatchI Sergicesl Comp Assessl Activity | LA F{eferralsl Correspondl VR I Ret to Srchl Commentsl Tag I F{esumel Sched | Messagel

Remember, you cannot upload any document that has not been listed in this quide.
If you are trying to upload a document that is not listed in the dropdown menu, you
should not upload it.
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After selecting the Attachment Type, click the Upload Attachment button.

This will bring up the Upload Customer Attachment webpage dialog.
Click the Browse button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Comp Assess Services Links JobZone NextGen
SSN: 0S50S ID: NY015304710 10f1

<<| < |y | Add'T Info | Pgm s/PA | Objective | Work Hist. | Ed/Lic| Skills | Saved Searches | Activities | Comments | Tests

RESEA - Ul Higibility Guestionnaire W

@ Upload Customer Attachment -- Webpage Dialeg

I Bleyignleizied #iezie pl =p
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Select the document to upload from your desktop.

Click Open.
& Choose File to Upload >
1 » This PC » Documents v Search Docurments ol
Organize Mew folder =~ M @
~ e A
! This PC Mame Date modified Type
:. 2D Obiect @ WS1 RESEA Questionnaire.doc 8/24/72018 3:14 PM Micros
ects
! @ Youth 0505 Services Checklist.doc /2472019 3:30 PM Micros
B Desktop 82| Youth OSOS Services Checklist-TA.doc 7/24/2019 404 PM  Micros
Documents @ custormer.dot /2018 2:23 PM Micros s
‘ Downloads v £ >
File name: | WS1 RESEA Questionnairedoc  ~| | AlIFIR,_ ) v
Open Cancel
The file name is now displayed in the Upload Customer Attachment box.
Click the Upload button.
@ Upload Customer Attachment -- Webpage Dialog X

C:\ Uszers| beerd3) Docurrents) WS1 RESEA Questi
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Now the document is attached to the OSOS record.

Click the Save button at the bottom of the screen immediately, before uploading another
document.

PROVIDER EMPLOYER
Comp Assess Services Links JobZone

SSN: 0S50S ID: NY015898202 10f1

[<<] <Jfist | Edllic] Skills [ saved Searches [ Aciivities | Comments | Tests bt Languages Spoken | MR Additional nfo | > |>>|

~ Attachment Detail
SAtachmentType | RESEA - LI Higibiliy Guestionnaire V| Staff | KLINE REBECCA |

Customer Search

Notes Office | |

File Name WS1 RESEA Questionnaire.doc |

Last Modified

Date Added Adtachment Type Source Staff

|05.-',-E?'.-'-‘,-_UE1 W51 RESEA Questionnaire doc RESEA - Ul Hligibility Qu KLINE, REBECCA

ﬂ Add Attachment | File Type I Unknown Download Attachment | Delete Attachment I

Saji Start Matchl Ser\_ﬂice5| Ceyie) i::-eeml Adtivity | lLA. F’efen'alsl Correspondl VR | Ret to Srch I Commentsl Tag I Hesumel Sched | Message
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To download an attached document, select the document and click the Download Attachment
button at the bottom of the screen.

PROVIDER EMPLOYER

Comp Assess Services Links JobZone
| SSN: 0S0S ID: NY015898202 10f1
[<«<[ <Jist | EdLic] Skils | saved Searches | Activities | Comments | Tests LT L St anguage s Spoken] MR Additional info | > >
~ Attachment Detail
@ Attachment Type | RESEA - Ul Higibilty Questionnaire b |
Notes

Customer Search

Staff| KLINE, REBECCA |
Office |

File Name W51 RESEA Questionnaire.doc |

Last Modified
- 1 ot BRI e I
Date Added Adtachment Type Source Staff
|05.-'ET.-’-2-021 W31 RESEA Questionnaire doc |RESEA—UI Eligibility Qu KLINE, REBECCA

Add Attachment | File Type I Unknown Download Attachment | Delete Attachment I

Saii Start Matd"ll Ser\_fice5| Ceyie) isseml Ativity | LA F’Efenalsl Correspondl VR | Betto Srch I Commentsl Tag I Hesumel Sched | Message

Requests to delete an uploaded document must be submitted to the OSOS Help
Desk at help.osos@Ilabor.ny.qov by a supervisor or manager.
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found at:
Program and Tools for Workforce Professionals

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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