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One-Stop Operating System

PURPOSE

Chamber of Commerce On-the Job Training (OJT) services funded by the Local Assistance 001
funds must be recorded in the One Stop Operating System (OSOS) within 5 business days of the
service. This guide assumes that the user is familiar with OSOS and detailed information about
0OSOS functionality can be found at the website
http://labor.ny.gov/workforcenypartners/osos.shtm.

The program provides employment opportunities for new and incumbent workers with a
preference, towards women and minority owned small businesses. Participants in the targeted
population groups including veterans, military service members and certain spouses will be
identified and provided preference, if necessary.

OSOS DATA ENTRY

Search the database to determine if the customer record already exists within OSOS. If not,
enter the data in OSOS to create the customer record. If the customer record exists, review the
information to ensure that it is correct and current. Then click the Services button at the
bottom of the Customer Detail tab to navigate to the Services module.

Be sure the customer is active in the appropriate Agency. If the agency is not listed, then click
the New Agency button and select the appropriate LWIA from the drop-down menu.

Enter the Intake and Enrollment dates. The intake and enrollment dates for a non-WIA eligible
Chamber of Commerce OJT trainee will both be the date the Chamber began working with the
trainee. Click the Save button. When entering dates in OSOS, the format is: mm/dd/yyyy.

EMPLOYER
Comp Assess S‘Ewices
lMalinak, Skip E. SSN: 0S05 ID: NY010446735

[cc] < LT D Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > [>> |

@Agency | New York City WAE
Intake Date @lntake Date |D5fD?:’2DI}Er Enroliment Date | 05/07/200 Enrollment Date
Termination Date |

Termination Reason |

PROVIDER HELF

Customner Search Customer Detail JobZone

Status
Agency Slatus |
[ |Capital District WAE Active ;l
[ [Mew York City WAE Active

New Agency New Agency I

m Save I Customer Detail I Comp Assess I Cornmerrtsl Chechk Labor Market Information
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If there are active entries in the Agency Info tab, then services to the customer may need to be
coordinated with the other agency or agencies. The illustration above suggests the NYC and
Capital District LWIBs are currently serving the customer.

Click the Enrollments tab to determine if the enroliment is active. Check the enrollment in the
bottom portion of the screen; there will be no Exit Date listed in the field if the enrollment
remains active.

The name of the Enrolling Office and enrolling staff person will be listed. To coordinate
customer services, contact the Enrolling Office or the statewide Chamber of Commerce
coordinator to obtain the contact information.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, Skip E. SSN: 0505 ID: NY010446735
<[ < [Agency info [ Achievement Objectives | Services [ Service History JalCILELE Y Outromes | Comments | Audit [ Training Ad( > |5
— Enrollment Info Exit Info
Frogram T],fpe| Common Measure g ' Exit Date I—
Enroliment Date | 08/12/2008 Enrl Blank Exit Reason Exit Reason |
Enrolling Service Name| Commercial Drivers IJcaEqunss B | 3rd Cir Exclusi0n|

Enrolling Service Type| Occupational Skills ' Exit Admin | |
Enralling Admin Enrolling Staff Person IExit Office | |

Enrolling Office| NYC Dept of SmauEN Demvices !

Staff Assisted Transaction Date| |
Emplayment Status [ Not Employed Transaction Admin | |

Transaction Oﬁce| |

Program Type Enr. Date Enrollment Office Exit Date i SA |
[T |Commen Measures |08/12/2009 |NYC Dept of Small Business Services ‘ No Exit Date I ves |=]
[ Jwia 081212009 |NYC Dept of Small Business Services |\ YEs
Prirt List | Enmliment Betipen Histony | Edit | Shiow: Elig. Detem. |

Save I Customer Detail I Comp Assess I Commerrtsl Check Labor Market Information I

Do not enter any activities or services until it is determined if the current enrollment
should be open or closed.

In the example above, the service may have ended in 2009 and the enroliment
closed. If the enroliment should have closed, the customer record must be updated and the
enrollment allowed to "soft" exit during an overnight process before new services are entered.
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The following graphic illustrates a customer with no open enrollment that is ready to receive
new services:

PROVIDER EMPLOYER HELP

JobZone

Customer Search Customer Detail Comp Assess

Malinak, Skip E. S5N: 0S05 ID: NY010446735
[<<[ < [Agency Info [ Achievement Objectives | Services | Service History |l ticti [Audit [ Training Ad{ > 5]
~ Enrollment Info it Info
Program Type | Comman Measures » Ll Exit Date [08/31/2009
Enrollment Date | 08/12/2003| Enrolled in Eml Exit Reason Exit Reason [ Exted after 90 days
Enralling Service Name| Commercial Drivers License Class B | rd Qir Exclusion]
Enrolling Service Type| Occupational Skils Training | Exit Admin| Rotman, Nel |
Enrolling Admin | Fotman, Nei | Exit Office| NYC Dept of Small Business Services |
Enrolling Office| NYC Dept of Small Business Services |
Staff Assisted Transaction Date
Employment Status] Mot Employed Transaction Admin| Rotman, Neil |

Transaction Office| NYC Dept of Small Business Services |

Holds (0] |

Program Type Enr. Date Enrollment Office Exit Date | i e Sﬂl
Common Measures (08122009 [NYC Dept of Small Business Services |08/31/2009 Exit Date Isiness Semnices |Yes ;l

WA 08M2/2009 |NYC Dept of 3mall Business Services |[08/31/2009 | iness Senvices |Yes

m|im|

Print List | Enrpliment BeLapen {iston | Eit | Stiow Elig: etenm. |

Save | Customer Detail | Comp Assess | Commentsl Check Labor Market Information |

Contact the OSOS Help desk to terminate the non-active agency, if it remains active in the
Agency Info tab.
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ENTERING THE CHAMBER OF COMMERCE OJT SERVICE

Click the Services tab, to add new services and create a Chamber of Commerce enrollment.

To enter a service, click the New Service button.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, Skip E. SSN: 0505 ID: NY010446735
<[ < [Agency Info | Achievement Objectives |y ] Service History [ Enroliments | Outcomes | Comments [ Audit | Training Ad{ > |>> ]
~ Detail ~ Funding
Senice Name| Intial Assessment, Core Staff Assistsd | =
Senvice Desc. | Initial Assessment of Skl levels, aptitudes. abilities | | |7 [wiB  [Wis AduttLocal [s1.00  [5000 | =
SeniceID|42382 |

Sernvice T!,rpel Assessment Interview, Initial Assessment |
Provider Name | Schenectady One Stop |
Location Mame | Schenectady One Stop |

Provider ID| 23875 | Offering ID| 48076 |

Plan. StartDate[01/02/2012  Plan. End Date [01/02/2013 |
Actual Start Date[01/03/2013  Actual End Date[01/02/2013 Total Funding [£1.00 e = e
Completed Successfullyl‘(es Petition #l

Next Contact Date | RR Event#|
Frogram Service Type ICcre Staff Assisted Incumbent Warker Waivers |
Part Time Learn.l— Distance Learn.l—j
Achieverment Objective Service |
Il Initial Assessment/Core Staff Assisted ﬂ
- Commercial Drivers License Class B

[]

Save | Customer Detail I Comp Assess I Cammefﬂsl Check Labor Market Information I
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0SO0S will automatically navigate to the Offering Search tab.
Click the General Info tab to the right of the Offering Search tab.
Select the appropriate WIB from the drop-down.
In the Provider Name data field, enter the Chamber's name.

Click the Service Type button.

e Click the L2 Training folder.
e Click the Training folder.
e Check the box for On the Job Training (OJT).

CUSTOMER

Provider Search

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

([ [, )| | General Info m

Location Start Date Range
I WIB WIB | Chemung/Schuyler/Steubsi =] City | |_me | To |
Provider Information | -
Pravider Mame | Homell Chamber of Com Chamber Name I- Program | =]
Frovider Status I.Antive vI
|
Semvice Type | On the Job Training {OJT) ! Service Type Service Type |
I_l FProvider Mame | Senvice Mame | Location | Start Date | StartTimel End Date | End Time |
IC | | | | | | | =

[
Optionsl m §earch| [_]earl Dr:tail_l Dr:lr:tr:l Brntlist || Schedile

Click the Search button.
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0SO0S will navigate to the Offering Detail window. Make sure that this is the correct offering.

Click Return to Search.

CUSTOMER EMPLOYER

_ Offering Detail< Offering Detail Window

1of1

Provider Search Provider Detail

On the Job Training (OJT)

Offering Search
Offering 1D: 31712

General Info

— Provider Info
Provider Name| Homell Chamber of Commerce
Senvice Categorﬂ Training
Senvice Type| On the Job Training (2JT)
Senvice Description| On the Job Training {OJT)

— Location — Schedule

Location | Homell Chamber of Commerce

Address | 40 Main St

Start Datel
Start Timel

End Datel
End Timel

|
|
| state [ New Yok |
{

sun. [ men. B Tue. T wed. [ Thu. I Fri. T sat T

City| Homel
Zip| 142843 | wiB| Chemung,/Schuyler/Steuben
— Additional Info
Cost|51.00 Total Seatslﬂﬂﬂﬂ Availakle Seat5|9953
Description :I
Save Single I Seve DRgoing I Provider Services I Retum to Search Return to Search I

Clicking the Return to Search button will navigate back to the General Info tab.

Click the Schedule button, which will now be accessible.

[ | Homell Chamber of Commei_On the Job Trainin

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail Offering Detail
1-10f1 OB
GeneralInfo (777777
Location Start Date Range
|_ WIB | Chemung/Schuyler/Steuber=]  City | ||_From| To | |
o Provider Mame Service Mame Lacation Start Date | Start Time | End Date | End Time

Hormell Chambe _

Search | Clear | Detail | Deiete | Print Lst | Scheduis

QOptions |

0SOS Guide - Chamber of Commerce OJT
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If no match is returned from the search (No Match would display in the upper right corner),
check the Provider Name spelling or enter less of the name to broaden the search, and click
Search again. The Provider Name or Service Type may be eliminated altogether. If you do not
find the offering you are searching for, it may be necessary to create a new offering.

Once the appropriate service has been identified, click the check box.
Click the Schedule button.

EMPLOYER STAFF

CUSTOMER

Offering Detail

Provider Search Provider Detail Offering Search

1-130f13 ®®
Generalinfo. (C777 7T}
— Location Start Date Range
WIB | Chemung/Schuyler/Steube: =] City | |_Fr0m| Tao |
— Provider Information
Provider Name | Homell Service Name | Program | =l
Provider Status | Active
Sernvice T],rpe| Service T)'pel
' Provider Mame Service Mame Location StartDate | Start Time | End Date | End Time
71 | Hornell Animal Hospital Harnell Animal Haspital 0JT Harnell Animal H
[T | Hornell Area YMCA Hormell YMCA CJT Hornell Area Y
[T | Hornell Area YMCA Hornell Area YW
e | Homell Chamber of Commet ( Homell Chambe _
[T | Hornell Do 1t Best Hornell Do It Best OJT Hornell Do It Beg
[T | Hornell Do 1t Best Hornell Do It Best OJT Hornell Do It Beg
" | Hornell Do It Best 0JT Hornell Do It Be 07/01/2001 | 01:0Q4m | 06/30/2002 | 12:00 pm
= Ilmemmll Feim Fom e mm ] T ik | N1 Lmmem m 1] miom, 70 1 S 1T 1 lm memm ] i, [ o =l h
Optionsl Search | Clear | Detail | Deiee | Print List | Schedule Schedule

0SOS Guide - Chamber of Commerce OJT
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The Schedule button returns the user to the Services tab.

The service will be highlighted at the bottom portion of the screen. If not, then click the check
box to activate the fields. Enter the Planned Start Date, Planned End Date, Actual Start Date,
and click the Program Svc Type drop-down arrow. Select Non-ITA Training from the Program
Services Type drop-down field.

*All dates must be in MM/DD/YYYY format.

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

Complete the Part Time Learning, Distance Learning, and Program data fields.
Enter the O*Net code or click the O*Net button to access the Webpage Dialog search.
The Program is always Chamber of Commerce OJT.

Click the Save button.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Services |
Malinak, Skip E. SSN: 0505 ID: NY010446735
[<<[ < [Agency info [ Achievement Objectives |yl Service History [ Enroliments | Outcomes | Comments | Audit [ Training Ad{ > |>>]
— Detail — Funding
Senvice Type| On the Job Training (0JT) 2l | Lever| souce | obligated| Acwal | opig# |
Provider Namel Homell Chamber of Commerce | ||_ | | | | | I;I
Location Name| Homell Chamber of Commerce |
Frovider D[ 30114 | Offering ID[ 21712 |
Flan. Start Date | 0507/ Plan. End Date | 08/31./2013
Actual Start Date[05/07/2013 ActualEndDate|
Completed Successfullyl 'I SCI‘O" Bar
Next Contact Date | =i
Program Senvice Typelm otal Fundingl ﬂlﬂlﬁl
Part Time Learn.m Distance Learn.m Petition #l
Frogram I Chamber of Commerce OJT ;I RR Event #I LI
Minimum Hoursl— NumberofWeeI(sI:l ! ersl =l
O*Net 51202200 | | Electrical and Electronic Equipment Assd |0°Net O*Net button
Achievement Objective Senvice |
O A Initial Assessment'Core Staff Assisted =]
| k Commercial Drivers License Class B
Service Check Box On the Job Trainin
[
New Service [\ Delete Service I Authorization | IPA Service Summary I BEymEnts Tracking | Chianae Aetus! Eost I
Save ﬁl Customer Detail I Comp Assess I Cornmerrtsl Check Labor Market Information I
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FUNDING THE CHAMBER OF COMMERCE OJT SERVICE

Enter a 1 in the Total Funding field and click the Add button. OSOS will automatically add the
dollar sign, decimal point and two zeros.

PROVIDER EMPLOYER

Customer Search Customer Detail . Services |

Comp Assess

Malinak, Skip E. SSN: 0S50S ID: NY010446735
[<<] < Agency Info | Achievement Objectives J o] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>> |
— Detail — Funding
Senvice Type| On the Job Training (0JT) 2l | Lever| source | obligated| Acwal | opig# |
Provider Name | Homell Chamber of Commerce | ||_ | | | | | I;I

Location Namel Homell Chamber of Commerce

Provider ID| 30114 Offering 1D 31?12

Plan. Start Date | 05./06/2013 Plan. End Date | 08/31./2013
Actual Start Date | 0570672012 Actual End Datel

Completed Successfullyl :l'
Mext Contact Datel
Program Senvice Type Im = Total Funding | 51
PatTimeLeamn. [0 =]  Distancelearn[to =] Petition #

Program | Chamber of Commerce QOJT ;I RR Event#

Minimum Hoursl NumberofWeeks: Incumbent Warker Waivers

0*Net[51202200 | Blectrical and Blsctronic Equipment Assd O°Net | -

0SO0S will automatically navigate to the Funding--Webpage Dialog box that lists the available
funds for the customer.

Enter the number one in the Obligated Amount. OSOS will automatically add the dollar sign,
decimal point, two zeros and complete the Obligated Percentage data field.

Select the Chamber of Commerce funding with the appropriate Year and click the OK button.

9 Funding -- Webpage Dialog

Funiding
Level Funding Source Year Remaining |
[ |wie Youth Statewide 15% (2013 & 10000.00 ;l
[ |wiB Dislocated Worker Staj 2013 10000.00
[ |wie Adult Statewide 15% (2012 F10000.00
[ |wie Adult Statewide 15% (2013 & 10000.00
[ |Local Office Chamber of Commerg 2011 F107140.00
4 |Local Office Chamber of Commerg 2012 $ 107140.00
[ |wie Summer Youth Emplof 20132 F10000.00 -
Obligated Amountls 1.00 OR Cbligated Percentage 100

ﬁl Canicel I

Click the Save button.

0SOS Guide - Chamber of Commerce OJT -9-
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g Verification - Webpage Dialog

Ej:l.ls’tn""ler Detﬂil Cnmp Assess

When finished, click the OK button.

Customer Detail and Comprehensive Assessment tabs

VERIFICATION OF THE CHAMBER OF COMMERCE ENROLLMENT
The first saved Chamber of Commerce service will access the Verification--Webpage Dialog for
a new enrollment. Review the data in the Customer Detail section and, if you have the
appropriate permission the Comprehensive Assessment tabs.

Any changes will automatically populate the data fields throughout OSOS.

Dislocated Worker|Yes ;||:1_-"33.-"2312

Displaced Homemaker | =]

Other Wi Programs | =]

—Income & Disability Status

Lacal Priority | N/A vI
@Disability Status | Mot Disclosed vI

Lower Living Standard | NAA vl Income 70% LLSIL |MAA >

—General Information R R Ll
wEducation Level | & Grade @lligrant/ Seasonal Wkr & ves © No
@3chool Status | In-school, Atemative Schoal =] @Migrant Class | Migrant Food Processor =]
@Employment Status | Employed - Revd Netice of Temination =] @Farmwaork Type | Food Procsssing Establishment ||
Ul Claimant | =l Empl. in Farmwerk | A lzast 50% work time =l
Profiled| | ProfiledDate| | Farmwork Threshold [ 25 cays wored & 5800 samed [¥]
— Programs & Public Assistance ~ Military Service
TANF| =] Service Veteran [~
ca|l =l [ — Selective Service
real <] Selective Senice W
ag | Ll I —Work History
Reason for Leaving | Category 1-DW
Food Stamps | =] . . e
Dislocation Date | 01./02/2012
ssoi| =]

ﬁl Caticel |

same manner as outlined above.

Other Chamber of Commerce funded services, if provided by contract funding, are added in the

0OSOS Guide - Chamber of Commerce OJT
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Click the gray Customer Detail button at the bottom of the page and then the gray Service

button to refresh the record. Click the Enrollments tab. The Chamber of Commerce
enrollment will now be visible.

HELP

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess JobZone
Malinak, Skip E. SSN: 0505 ID: NY010446735
<[ < TAgency nfo] Enroliments [Audit [ Training Ad( > >
~ Enrollment Info — Exit Info
Program Type | Chamber of Commerce 0JT | ExitDate]
Enrollment Date Enrolled in Education | Exit Reason |
Enrolling Service Name/| On the Job Training (2JT) | 3rd Otr Exclusion |
Enrolling Service Type| On the Job Training (2JT) | Exit Adrmin| |
Enrolling Admin | Rotman. Nei | Exit Office | |
Enralling Office| Homell Chamber of Commerce |
Staff Assisted Transaction Date| |
Employment Status [ Employed - Revd Notice of Temination Transaction Admin| |
Transaction Office| |
B0

Pragram Type Enr. Date Enrallment Office Exit Date
[T |Chamber of Commer 05/08/2013 |Hornell Chamber of Commerce Chamber enrollment o
[T |Common Measures |01/03/2013 |Albany Career Central 01/03/2013 .ixlhmrm o il
[ |wia 01/03/2013 |Albany Career Central 01032013 [Albany Carker Cantral Yes
[T |Common Measures |08/12/2009 |NYC Dept of Small Business Services |[08/31/2009 [NYC Dept of 3mall Business Serices |Yes
[ [wiA 08M12/2009 [MYC Dept of Small Business Services [08/31/2008 |[NYC Dept of Small Business Senvices |Yes ;l
Prirt List | Enmliment HeLdpen Histon | Edit | Stiow: Elig. [Vetem. |

Save I Customer Detail | Comp Assess I Commentsl Check Labor Market Information I

0OSO0S Guide - Chamber of Commerce OJT -11- 9/23/2013
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CLOSING THE CHAMBER OF COMMERCE OJT SERVICE

When the customer has completed the OJT and is ready to leave the program, specific steps
must be completed in the following sequence:

1. Chamber of Commerce services must be closed,

2. Chamber of Commerce enrollment must be exited, and
3. Agency must be terminated if no other concurrent Agency services are open.

Go to the Services tab.

Check the box next to the Chamber of Commerce OJT service.

Enter the Actual End Date and whether the program was Completed Successfully.

Click the Save Button.

PROVIDER

Customer Detail

Customer Search
Malinak, Skip E.

SSN:

— Detail

EMPLOYER

Comp Assess

0S50S ID: NYD10446735

& ﬁ Agency Info [ Achievement Objectives |50 Service History | Enrollments m @ Training Ad ﬁ ﬁ

e

JobZone

—Funding
Senvice Type| On the Job Training [0JT) |2l |Level| Source |obligated| Actual | oblig# |
Pravider Mame| Homel Chamber of Commercs | |I_ |Lnn::a||Chamher of Cummerce|8 1.00 |S 0.00 | Iﬂ
Location Name| Homell Chamber of Commerce |
ProviderID[ 30114 | OfferingID[ 31712 |
Plan. Start Date | 05./06./2013 Flan. End Date| 02/31/2013 A
Actual Start Date | 05/06/2012 Actual End Date :a.:-‘s:.:-‘zm{ Actual End Date I
pCompleted SuccessﬁJlIleBS 'I .N
Next Contact Date | hd
Program Sernvice Typelm o Total FundingIT ﬂlﬂlﬁl
Part Time Learn.m Distance Learn.lNo_;[ Petition#l—
Frogram I Chamber of Commerce OJT ;I RR Event #I LI
Minimurm Hoursl— Mumber 0fWeek5|:| IncumbenthkerWaiver5| =l
0*Net 51202200 | Blectrical and Electronic Equipment Assd O7Net | -
Achievement Objective Service |
l_ P Initial AssessmentiCore Staff Assisted =]
I— L

Service Check Box

Mew Service

Delete Service I Authorization I IPA Service Summary I

On the Job Training (OJT)

Commercial Drivers License Class B

Payments I Tracking I EHEnge At Cc.s-tl

Save

Save | Customer Detail | Comp Assess | Cornmentsl Check Labor Market Information |

Allow the enrollment to soft exit in 90 days if no other service is funded with Chamber of

Commerce monies.

0SOS Guide - Chamber of Commerce OJT
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RESOURCES AND ASSISTANCE

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

0OSOS Guide - Chamber of Commerce OJT -13- 9/23/2013



