New York
Employment SOS
One-Stop Operating System

Services System

COVID-19 Disaster
Recovery Dislocated
Worker Grant
OSOS Guide

11/15/2021



]
One-Stop Operating System

Table of Contents

PUPDOSE .. s e s s st s st st tn s n s nn b s tnbnbntnbnnnnnnnnnnnnn 1
Searching for the CUSTOMET .....ii i e et e e e s aaee e e s esareeeeans 2
QUICK SEATCR ..ttt e st e st e st e s nee e s neeas 3
BasSiC CUSTOMEI RECOIM ....eiuiiiiiiiieiitee ettt ettt e st e st e e sabe e e s bt e s sabeessnneesnneenas 9
Basic Customer Record Details .......c..eeiueiiiiiiiiiiiiiecceccee e 10
€S NOTES ...ttt e e e s s e e e s e ans 16
CoOMPreNENSIVE ASSESSMENT ..cciiiiicceiiieieee e e ce st e e e e e e et r e e e e e s e s anrtaeeeeeeeesesnntaanaeeeeeeesnansssnens 17
Y= VTl PSP T PP PPT PP 21
(0o 1Y == T =T Vol TSRS 32
RESOUICES aNd ASSISTANCE ....eeeiiiiieiitie ettt ettt e s e e s bt e e s bt e s st essabeessaneesnnneas 34
PURPOSE

New York State Department of Labor (NYSDOL) is partnering with Local Workforce
Development Boards (LWDBs) as project operators to coordinate local disaster relief
employment projects in the hardest impacted counties. The LWDBs will identify worksite
employers to provide a variety of critical clean-up and humanitarian services within their local
areas. LWDBs will coordinate with worksite employers to fund the wages and fringe of eligible
participants as temporary workers in roles including, but not limited to contact tracing,
vaccination administration, sanitizing of public spaces (e.g., schools), and distribution of
essential supplies (e.g., food, water, medication) to infirm, quarantining, or otherwise
housebound individuals. Supportive services needed to carry out the disaster-relief projects
will be provided as needed.

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.
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 on how to conduct the OSOS data entry for the COVID-19
Disaster Recovery DWG.

The following Local Workforce Development Areas received this grant:
Chautauqua County, Dutchess County, New York City, Niagara County, Onondaga County,
Rockland County, Suffolk County, Sullivan County and Putnam / Westchester.
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SEARCHING FOR THE CUSTOMER

When staff enter customer data into OSOS, it is important to determine if a record already
exists for the customer. In addition, there may be instances where there are two existing
records, or duplicate records, for the customer. When this occurs, we often see that one
account has a Social Security Number and one does not. Following the instructions below
ensures that any duplicate records can be found and addressed accordingly.

Searches are performed within the Customer Search window, in the Customer module.

While searches are most commonly performed from the Quick Search tab, any of the active
tabs can be used in the search process. In addition, once you are case managing a customer,
and their Customer ID is known, you may search for the customer using the Customer ID field.

| e —————
m‘ PROVIDER EMPLOYER
| 4% Customer Search Rt

[ et General info | Education | Job Criteria | Text Search | Geographic | Activities | Programs Active Tabs
= ~TrmemerD
= — . —
Enter er paste one or | Enter or paste one or
more S3Ns. more Customer IDs. Pariial SN ]
Last Name
Fistiame| |
Middle Initial| |
Birth Date
Username
Email Exists |
“ﬂll "ﬂll e
(| ososi | vet | staws | Seeker Name | cmsa|cmss | wion | wsio | Tan |
[
< >
Options | _ Suarch | = | Claar | | ! [ | S P2 T | | | o]
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QUICK SEARCH

A customer search is most commonly performed from the Customer Search window, Quick
Search tab. There are numerous ways a customer search can be conducted depending on the
information the staff has obtained. Staff will mainly search by Customer Full or Partial Name.

SEARCHING BY CUSTOMER FULL OR PARTIAL NAME
Staff may search for a customer record by full or partial name. Enter as much information as is
known in the Last Name and First Name data fields.

As a best practice, staff should perform a name search for any customer they are
working with to determine if duplicate OSOS records exist for the same customer. If a
duplicate record is found, please contact help.osos@Ilabor.ny.gov.

Click the Search button.

PROVIDER EMPLOYER STAFF
 Customer Search | Customer Detail Comp ASSess Services Links JobZone

(5 [ Quick search Texi Search | Geographic | Acivities | Programs | List Search | Aeporis

- Customer S5 ~ Customer ID
o —— .
Enter or paste one or Enter or paste One or
more 55Ha=. more Customer IDa. Pﬂ-ﬂﬂﬂ”l:l
Name Last Name| smith |
data fields Eirst Name| i=r= |
Middle Initial| |
BithDate] |
Llsu'naml| |
Emall Bxists| |
o Email| |
(| ososi | Seeker Name | vet | pom | City | status |

< /l\; >
Opsons | | _Search Search | | | || s [ T - 1] o]
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If there is only one result returned, OSOS will display the customer's record. It will default to
the General Information tab of the Customer Detail window.

PROVIDER EMPLOYER STAFF
Customer Search ' Customer Detail < Customer Detail Services

Smith, Jane

General Info e LS5 R 0A |
e ssN | wJob Seeker| fcwve V|

eUsemame|testsmtn123 | ePassword! password | Merge |

If there is more than one customer record matching the search criteria, the customers'
information will be displayed in the window below the data entry fields.

PROVIDER EMPLOYER STAFF
Comp Assess Services
~ Customer SN ~ Customerld ————
ssni| | o
Enter ar paste one or
more 55Hs. Mﬂml:l
P Er——
FustName(me |
Middle Initial|
S —
Usomame| |
Emailxsts| V]
Title Bar
7| ososip Seaker Nama | vet | ooe Office
1 N‘!'GHEEH:H-‘ Smith, Jane -rNI:I | 11151971 | PATCHOGUE | Ackive
1| MY0D11668521 | Smith, Jane M Mo | 06011980 | TROY Adiive
< >
Opions | | Seaech | * | Cear | - | o - I EE F ik iz s | Zearaznon [ | N
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If the search yields more than one result, staff can view all the records by first clicking on the

check box in the top left-hand corner of the gray title bar. This will select all the results. Staff
can then click on Detail at the bottom of the screen to review all selected customer records.

0OS0S 1D DOB Status Office

<]

Select All

dY015288310 | 01/011€ Active Schenectady County Career Center
{, Andrew NY015298300 | 01/0119 Active Schenectady County Career Center A
Schenectady, April NY015298322 | 01/01/1¢ Active Schenectady County Career Center
Schenectady, Chris NY015288317 | 01/0114 Active Schenectady County Career Center
Schenectady, Dan NY015298312 | 01/0119 Active Schenectady County Career Center
Schenectady, Derek NY015298308 | 01/011¢ Active Schenectady County Career Center
Schenectady, Hallie » Schenectady County Career Center b
Optons | Search | v | Clear | Detd Detail I | ~| | | Actvay| PiPA | Commems | Comespond| IVR | New|
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records.

PROVIDER

0SO0S will display the customer record of the first customer selected. Use the arrows at the top
right corner of the screen to toggle through the customer records. Staff can review the records
to identify the customer they were searching for, as well as to identify potential duplicate

HELP

Toggle Arrows > 1of4®8®
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SEARCHING BY FULL SOCIAL SECURITY NUMBER OR NY ID
Once staff are case managing a particular customer, they can search by Customer SSN or
Customer ID in the Quick Search tab to find the customer record.

Then click the Search button at the bottom of the screen.

PROVIDER EMPLOYER STAFF

 Customer Search % Customer Search f= 00 Services JobZone
[ 3 quick sesrch O yick Search [Text Search | Geographic| Activities | Programs | List Search] Hiepori
Custlomer 5 ~ Customer ID
SSN ssni| 0 | 101011668521 NY ID#
v Enter Cl: paste ong or Enter or paste one or
BOL= S3Hs. Bore Customsr IDS. Mﬂml:l
LastMame| ]
S —
Middle Initial| |
amose |
T —
Email Exists|
Mo = Bmal |
] ososi | Seeker Name | vet| Dos | City | status |
O | | |
{ >
Opsons | Search Search { | = = = A i | | e

If there is a matching record, OSOS will display the customer's record. If there is no matching
record, the system will display No Matches Found in the upper right-hand corner.

The search can be based on either SSN or ID number, but it cannot be based on both.
Including data in both the Customer SSN field and the Customer ID field will result in
an error message.
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If an existing customer record cannot be found, click the New button at the bottom of the
screen to create a new customer record.

PROVIDER EMPLOYER

Customer Detail Comp Assess Services

A= General Info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Reporis | = |=>

~ Customer SN ~ Customer ID
Enter or paste one or Enter or paste one or
more S55Ns. more Customer IDs. PﬂﬁHSSHI:I
LaslName| |
First Name| |
Y
Usemame| |
Email Exists| V|
e e Emall |
| Seeker Name | ososip | staus | DOB | Office |
O] | | | | |

Egn o =t : HestSte

For detailed information on searching for a customer record, please see the Performing a
Customer Search OSOS Guide.

For detailed information on creating a customer record, please see the Creating a Basic
Customer Record OSOS Guide.
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BASIC CUSTOMER RECORD

Creating or updating a basic customer record requires data entry in seven tabs. These tabs are
located in the Customer module, Customer Detail window. They are:

e Gen. Info tab (General Information)

e Eligibility tab

e Add'l Info tab (Additional Information)
e Objective tab

e Work Hist. tab (Work History)

e Ed/Lic tab (Education/Licenses)

e Skills tab

PROVIDER
Customer Search  BRs e dt IR

EMPLOYER

Comp Azzess Services Links J obfone MextGen
Parker, John S8N: ===.3232 OS50S ID: NY0D1M6747525 10f1

Pgms/PA Ohjedi'.aEWDrk Hist.EﬂLicSkins Saved Searches | Activties | Comments | Td = |==

==| = e Bigibility | Add®lInfo
— Customer Data

Ethniic Heritage & Race
oSN | esmialione ] oiobsecterliwe V] : '
iUsemame| parkeree | @Passwond | park 7550 | Mearge |  Education & Employment
#Last Name| Farker | #First Name | John ||||I l:l @Education Level
@D ate ofBirth | 05,01/ 2004 'Gendﬂ @Portfolio LW, | JobZone Adut V| [ 10 Grade v|
@Address| 123 Main Sreet | @School Status
| | ||| In-school, Secondary School or Less V|
SCity] Anytown | estate| New Yok M EE CEu i
County| Onondaga v | Country| Unted States v metro| V| | Net Employed vi
Phone | 5185555555 | Ext. | | ] |Ext | | Fax| | Underem ployed | V|
Em ail| test@testmai.com |
. | V|~ eContact Preferences
U S Cit Use Postal D Fax
= =D [Jpr.Phone [ |Email
Enroliments |JZ,|\’.}ZHar|age| [] Add 1o Case Load I D Alt Phone Resume Contact |
~ Customer Asszignmemnt
Staf Assigned KLINE, REBECCA | Change| = | Registered 07/30/ 2021
WIB Assigned | Albany/Rensseber Schenectady Counties Origin | Staff
Agency Captal Distict WAE | qml Profiled
Ofice| Albsny Career Gantral | Office Profiled D ate
Ul Claim ant| None (Not Caiming UI) v| eE=rh e | InternetResume | | Confidential [ |

All required fields in OSOS are indicated by a green dot @ in front of the field name.
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To save the basic customer record, all required fields must be completed. However, to best
serve the customer, staff should always enter as much information as possible.

Do not click Save until all the required information, in all tabs, is recorded for the
complete basic customer record. If Save is selected before the data is completely
entered, it will generate an error message. If this error message does appear, you will
still be able to continue with the record by clicking OK and continuing to enter the
information. Instead, when creating the customer record, simply select the next
appropriate tab. Click Save when all the required information has been entered.

Staff must review all of the information in the customer record each time they work with the
customer. This ensures that the record reflects the most up to date and accurate information.

BASIC CUSTOMER RECORD DETAILS

For detailed instructions on creating a basic customer record, please see the Creating a Basic
Customer Record OSOS Guide.

Below are some noteworthy points for filling out the tabs located within the Customer Detail
window.

General Info Tab
e SSN: The SSN field is located "behind" a button in order to keep it as confidential
as possible. When the customer provides their SSN it must be entered. Having
an SSN in OSOS is very important because customer SSNs are used to match
against wages and determine if the customer is employed. Entering a customer's
SSN also helps prevent duplicate records.

PROVIDER EMPLOYER HELP

Customer Seanch

Comp Assess I JobZone

Parker, John a SSM -- Webpage Dialeg o 10f1
8 6 oonei (T sn Gas
Customer Data . 5
o s | estaus SSN [ 123456789 *_ ErioHeitage &Race |
@Usemame | parkeres m 123456784 Education & Employment
#LastMame | FPaker NotDisdosed [ Educafion Level
@D ate of Birth | 05/01/ 200 &I Cancel | 10 Grade hd
#Address | 123 Man 5 Scheol Status
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Ethnic Heritage & Race: Select the Ethnic Heritage & Race button. If the
customer provides Ethnic Heritage and/or Race information, select the most
appropriate choice. If no information is provided, select Not Disclosed. This
information is also located "behind" the button in order to keep it as confidential
as possible.

PROVIDER

EMPLOYER HELP

JobZone

Mextzen

ﬁj Ethnic Heritage and Race -- Webpage Dialog et

_ ches | Activities | Comments | Te| = |==
— @Ethnic Heritage
(" Hispanic or Latino @ Ehric Heitsae &Race |

(_INotHispanicor Latino

@ Not Disclosed Education & Employment

ducafion Lewel
10 Grade v

chool Status

[ ] Mlaskan or American Indian

[ ] Asian In-school, Secondary School orLess V|
[ |Black or Affican Am erican mploym ent Status

["]H awaiian or Pacific lslander Mot Employed Vl
[ ] white

nderemployed

ong Tem Unem ployed v
@#Contact Preferences

Not Disclosed

] Use Postal |:| Fax
| | Pri.Phone [ | Email
|| At Phone Resume Contact Info

Ok Caneel |
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e Portfolio Level - A new record will default to JobZone Adult. You may keep this
designation and therefore create the JobZone account along with the new OSOS
record. Or, if the youth is younger than 18, you can choose the highest level of
education completed (ex: Tenth Grade) in order to create a CareerZone account
along with the new OSOS record.

Username and Password - While this is a required field, any record with
Portfolio Lvl set to JobZone will not use these fields for JobZone access. All
Portfolio Lvls other than JobZone Adult will use these fields as login credentials
for CareerZone. Any unique username and any password may be entered in
these fields, as long as they are at least 6 characters in length.

PROVIDER EMPLOYER
Customer Search
Parker, John SEN: ==+ 3232 OS0OS ID: NY016747525 1011
£ Gen-vre SR 5= = che = | Activite= | Comments [ ol - -]
2
CustomerData Saventh Grade . Ethric Heritage & Race I
@ 55N | estaus _ﬂ‘li-'EV @Job Seeker | Active W EQTEG'?;E
nti a2
@Usemname | parkeres | Password| p=+7890 Tenth Grade Education & Employment
@lasthame|Padker | @Firstham e | John .?E"'IE'-'F tg:’dafe @Educaion Level
<D ate of Birth | 05/01/200¢ | @Gender | Male h JL:2T0 TRYRYN JobZone Aduk | [ 10 Grade hd
Young Adult
I S Addrace | 177 Mam Qe L——="— ||| @School Status

Note: If you are creating a new customer record, the Portfolio Level selected should
reflect the highest grade level that the youth has completed. If an OSOS record
already exists for the youth, do not change the Portfolio Level in OSOS.

DSOS Guide - COVID-19 Disaster Recovery Dislocated Worker Grant
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Additional Info Tab

Veteran Status is the only required field on this tab. Additional information
entered on this tab can be used to match customers to relevant job postings.

Programs / PA Tab
e This tab does not contain any required information. If the participant is receiving
public assistance use the check box next to the title, and then fill in the Reg Date.
If the customer is unsure of when they began receiving public assistance, ask
them for their best approximation.

Objective Tab
o Desired O*Net: At least one O*Net title is required. Click the Add a Job Title
button. Then, click the O*Net Titles button. This opens the Select O*Net
Webpage Dialogue box. Use the Keyword search at the bottom or the O*Net
folder hierarchy to find the job title most closely related to the employment the
participant is seeking. Check the box next to the job title. Then click Select.

UIELY  = Select O*Net - Webpage Dialog El
Customer Search Customer Detail Hierarchy Search
Parker, John Current 0*Net
[<=] =| Gen. Info | Bigibility| O*NetCode | 48909800 | O*NetTitle | Helpers—Instaliation, Maintenance, and Repar Workers
“Employment Objec tive Hierarc hy
FontFamily ~ FontSiz.. BfUS L) painters and Paperhangers N
To graduate high schooland obtain employm ent I I—DPainters,Cunstrudiﬂnand Maintenance
L] Other Construction and Related W orkers
L] Highway Maintemance Workers
— |:| Highway Maintenance Workers
0:;;?:::: IOL L T Rail-Track Laying and Maintenance Equipment O perators
Emerienue:\%ar(s” Munth(s)| : _DRaiI—Trac:k Layngand Maintenance Equipment Operators
N etTitle ' Installation, Maintenance, and Repair Occupations (Filtered)
L] OtherInstallation, Maintenance, and Repair Occupations (Fitered)
L Industrial Machinery Installation, Repair, and Maintenance Workers (Filtered)
I I_DMaintenanoe Workers, Machinery
I L] Maintenance and Repair W orkers, General
Add a Job Tde | Dekete Selee I I L [IMaintenance and RepairWorkers, General
Desired Employers I L] Miscellaneous Installation, Maintenance, and Repair W orkers (Filtered )
ST I — [+ Helpers—Installation, Maintenance, and R epairWorkers
D l I—Dlnstallatiun, Maintenance, and Repair Workers, All Other
L] Supervisors of Ingtallation, Maintenance, and Repair W orkers (Filtered) v
| Add an Employer Keyword(s) [mantenance  Search
Save | Start Match| Seices| Comp Ases:| Actity
Select | Cancel | Clear |

lStaif CARIMAND O, SUSAN IOﬁoB:ALEANY
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Work History Tab

Many participants served under this grant were placed in temporary employment after they
lost their prior job as a result of the COVID-19 pandemic. These participants must be
documented in OSOS as dislocated workers.

To properly document a dislocated worker, the Work History tab must be completed. The
customer's most recent job prior to the participation in the grant must be recorded. For this job
entry, select Category 1 DW in the Reason for Leaving field. Category 1 Dislocated Workers
must have a Dislocation Date and Tenure. All other required fields must also be filled out.

PROVIDER EMPLOYER

Customer Search Comp Assess

S5N: Q505 1D: NYD14281191 10f1
[ = e oY vty | Adetinio] Poms/PA | obrecie L L el Fatic] s | soved Searches | Acties | Comments 1 74 > 1> B
i wDetail
@Job Title| Database Adminstrators | [OrMet Thes | @ O*Net Code | 15174100
WEmployer | Database Soltions | Include online [v| @StartDate|01/01/2001 | @End Date| |
Addrass | 123 Data Way | Supendgol John Smith | Phone | 512-425.2601| Ext | |
| | Wage| $60000.00 || vesty | Hoursiweek| 40|
#City| Abary | ®Reason for Leaving Categor 1-0W W
@Siate | Mew York 'V| Zi;rl]?_Z#ﬂ 2Job Duties| Rdninister, teat, and implement computer ~
@Country | Urisd States " databases, applying knowledge of database L
Job Type|FulTme v RR Events | Even |
nucs| | NAICS Loskup
Dislocated Worker Informatic
*Qualitying Dislocation Date e Tenure (months)[d |
O"Met at Dislocation | 15114100 | Database Administratons
MNAICS
Job Company City Stant End

M Database Administrators Database Solulions Albany 01/0142001

Mew Job Entry| Delete Selecton|

| Save | Stan March | Seryices | Comp fusess] Actvity | 1A Refemals| Comespond| WR | Betto Sich | Comments | Tag | Resume | Sched | Massage|

lsran: KEMMEDY, JOHM | Office: Hempstead Works |Unsaved Changes | Security Delete | 0412212019 '
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Click the Job Duties button to open up a new webpage dialog box. Enter the job duties in the
freeform text box and click Save.

PROVIDER EMPLOYER HELP
 Customer Detail Comp Assess Services Links J obfone NextGen

Customer Search

Parker, John S8N: =*=_3232 0505 ID: NYD16747525 10f1
==] = | Gen. Info | Bigibility | Add"lInfo | Pgms/FA | Objective Ed/Lic | Skills | Sawved Searches | Actraties | Comments | Te = |[==
— @Detail
ljub'ﬁlel Helpers—Installation, Maintenance, and Repar W okers O*Net Tiles | 0*Met Code |4E}BBBD|]
*End Date |1ﬂ.-"|5-'2ﬂ21
Fhune' E)t.l
_ Ly - Hmrsﬁueekl-lﬂ
Font Family. FontSize... B I U 5 FontFormai —=EFEEE |i|
Perform preventative and general maintenance tasks on the inzide and cutzide of geneal mainenance adcsumhe{ _H,Du.ﬁl
hospifal buildings
Assistthe gardening staffin handling grounds-keeping adivies.
Change lightbulbs RAM vent | Event |
Azsiztwith renovation and rem odeling activities including repairing plasters and
drywall and painting structures A
Mow and maintain lawns. Enter JOb DUtIeS
Clean floors using brooms, mops, and scrubbing cloths
Emptywastepaper baskets and ensure that allgarbage is propedydisposed of
ty Start End

Save Save e Asext| sciivity | 1.4 Refersis | Carespond | N'ngam&:thurmlTagtharmlﬁthedlega'

Staff must also enter the grant-funded employment as a new job entry in OSOS.

DSOS Guide - COVID-19 Disaster Recovery Dislocated Worker Grant
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Ed/Lic Tab

e There are three required sections within this tab; Certificates/Licenses, Schools,
and Professional Associations. If the customer does not have information to

enter in these sections, select No Information Provided under each section.
Skills Tab

Additional Skills Text: Enter any additional skills and abilities that are important
to the customer's job performance.

Once the Skills tab is completed, and the entire basic customer record has been
entered, click the Save button at the bottom of the screen. Record Saved will briefly
be displayed in the upper right-hand corner when the record is successfully saved. If
there are fields missing information, an Error Message pop up box will indicate the
error.

CASE NOTES

It is important to document case notes in the customer record. It is best practice to record case
notes every time staff work with the customer. Case notes are documented in the Customer
module, Customer Detail window, Comments tab.

PROVIDER

EMPLOYER

Customer Search Comp Assess

55N:

(=] < |5t ity | AddTinfo | PomsiPA | Objective | Woricist. | EdiLic Sia

Wallace, Jamie

10of1

[Comments [ 7> ]>>]

Comments

3

Case notes should include details of the appointment that are not recorded anywhere else in
0S0S. They should be clear, factual, relevant to employment, and show a logical progression.
Case notes allow staff to gain a more complete understanding of the customer's situation.

DSOS Guide - COVID-19 Disaster Recovery Dislocated Worker Grant
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COMPREHENSIVE ASSESSMENT

Information documented in the Comprehensive Assessment window is important for recording
the customer's barriers and challenges. For detailed instructions on completing the
Comprehensive Assessment, please see the Comprehensive Assessment & Supplemental Data
Guide.

Many of the fields in Comp Assess are used to determine eligibility under WIOA programs.
Participants in the COVID-19 DW grant do not need to be co-enrolled in the WIOA programs.
Participants served solely under this grant will not be included in local WIOA performance
measures. For the purposes of this grant, providers should only enter information that is
known. If the information is unknown, please select No or Not Disclosed.

In order to provide additional services to participants, Local Areas may choose to co-enroll in a
WIOA program. If a customer is being enrolled in both the COVID-19 DW grant and a WIOA
program, then information required under WIOA must be entered in OSOS. Once a customer is
co-enrolled, all WIOA eligibility, data entry, and reporting requirements must be followed. Co-
enrolled customers will be included in Local Area performance measures.

DSOS Guide - COVID-19 Disaster Recovery Dislocated Worker Grant
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SOS

One-Stop Operating System
The Comp Assess window is located in the Customer module.

When information is entered into the Comprehensive Assessment section, all required
data fields (as indicated by a green dot) must be completed in order to save the
record.

PROVIDER EMPLOYER
Customer Search

Parker, John

_Save | Customer Detad| Servies | Acivty | _Comespond | WIOA Esgisiy | Summary | Comements|
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Below are some noteworthy points for filling out the tabs located within the Comprehensive
Assessment window for participants only enrolled under the COVID-19 DW grant. However, as

a best practice, staff should always enter as much information as known about the customer to
better serve them.

Employment Tab
e Youth Needing Additional Assistance: Local area determines what youth will fall
into this category. For the purposes of this initiative, staff may select No.
e Cultural Barriers to Employment: This information is collected as a requirement
under WIOA and is not related to this initiative. Staff may select Not Disclosed.

Education Tab

e Basic Skills Deficient/Low Levels of Literacy: Providers do not need to determine
basic skills deficiency. Only enter this information if it is known. If unknown,
select No.

e English Language Learner: An English Language Learner will have limited ability
in speaking, reading, writing or understanding English. They may also meet one
of the following two conditions:

o Their native language is a language other than English; or
o They live in a family or community where a language other than English is
the main language.

Financial Tab - Do not enter any information into this tab.
Family Tab

e Marital Status - Select the option that most closely reflects the customer's
marital status. Or, select Not Disclosed.

e Family Status - Select the option that most closely reflects the customer's family
status. In most cases, such as a non-parenting youth, the customer is considered
an Other Family Member. Or, select Not Disclosed.

e Is Customer parenting youth? - Female youth customers are considered
parenting once pregnant. Alternatively, male youth customers are only
considered parenting once their child is born.

Female customers will have the additional required field Is customer pregnant? If
Yes is selected, staff must enter a Delivery Date.
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Health tab and Treatment tabs are both greyed out and not accessible. They require no action.

Legal Tab - There is no required information located in this tab. However, if the customer
discloses that they are an ex-offender, staff should select Yes. If the customer identifies as an
ex-offender, record relevant comments in the Customer Detail window, Comments tab.
Information recorded would include when the conviction occurred, and whether the customer
has work restrictions. Comments must be specific to job search restrictions and work search
restrictions only.

Housing Tab

e Current Housing - Select the option that most closely reflects the customer's
current housing status. Many youth will not own or rent their own home, so this
information should be based on their care taker. For instance, if the youth lives
in a home owned by their parent(s), select Own. Or, select Not Disclosed.

Comments Tab - Do not use the Comments tab located within the Comp Assess window. Any
Comments must be recorded in the Customer Detail window, Comments tab.
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SERVICES

Once you have created/updated the customer’s record and documented DW status, proceed to
the Services Window, Services tab to enter services that are being provided to the customer.

Entering the Service:

To record a service, first select the Services tab.
R PROVIDER HELP

Customer Search Customer Detai E i JobZone
Parker, John

HELP

Customer Search Customer Detail Comp Assess TN i CareerZone NextGen

Parker, John SSN: 0S0S ID: NY015147173

we| = Achievement Objectives

— Detail ~ Funding

Service Name | N2l [ ot [(gieizd [Dadin | g

Senice Desc. AME T I — |
Semice ID

Semice Type |

Provider Name| |

Location Name.| |
ProvideriD | Offering D |

Plan StartDate] ~ Plan EndDate|

Actual Start Ddel .ﬂ.dlﬂEndDdel TdilFllHilgl Add ) FEdn | De El=_|
Completed Suooessillfl Petition #l
Next Contact Date | RR Event# | Addl Assist [
Program Service Type | Incumbent Worker Training |
Part Time Leﬂlll Distance Leﬂlll
| Provider Name | Service Name | Actual Start Dat{ Actual End Dat|  Program Svc Type
] | | | |
el >
New Service Mew Service I [Delete Senice I Rt oS ton Iy s pale s Sl rEChng I
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This navigates to the Provider module, Offering Search window, Quick Search tab. Select the
General Info tab.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

General Info General |nfo

Enter or paste
One or More
Qffering IDs.
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Verify the correct WIB is selected

Click the Service Type button to bring up a new webpage dialog box.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

Quick Search List Search | Custom

e e

@ Service Type -- Webpage Dialog X

Service Type >
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Select the Disaster Relief Temporary Job service from the L2 NEG Specific Services folder.
Click OK.

EMPLOYER

@ Service Type -- Webpage Dialog

Service Type
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Once the Service Type is chosen, click Search.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

Quick Search List Search | Custom

’_I___ [

] ]
lAcive
DisssterRelef Terpoay kb & Service Type ||

Search
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The search results will be presented at the bottom of the screen.

Select the Disaster Relief Temporary Job service associated with your agency and click
Schedule.

HELP
NextGen

STAFF
Offering Detail

CUSTOMER EMPLOYER

Provider Search

Links

Provider Detail

1-20f2

ERERETE) (General lnfo

— Location Start Date Range
WIB | Dutchess County v| city | | ’7From | | 7o

~ Provider Information
Provider Name | | seniceName| | Program | M

Provider Status |Active

Senice Type | Disagter Relief Temporary Job Service Type |

Provider Name

Duichess One Siop _Disaster Relief Temporary Job
[ 1| NEG Disaster- DulchessCol Disaster Relief Temporary Job - | Construction Fol Disa

COVID-19 Recovery DWG

_Duichess One S| D.4

Options | Search | * Assign toList| * | Clear | Detai | Delete | Schedule |
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This brings you to the Customer module, Services window, Services tab. Select the Service
using the check box in the far-left column.

Enter the following fields in the Detail section: Plan Start Date, Plan End Date, and Actual Start
Date. If the employment has ended, enter the end date in the Actual End Date field. If the
employment is ongoing, do not enter an Actual End Date until the employment has ended.
Instructions for closing a service are provided later in this guide. As a best practice, enter a

Next Contact Date to follow-up. A reminder will show up in your Staff Inbox when it's time to
review the Service.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess Links

SSN: 0SOS ID: NY014381191
[<=] <TAchievement Objectives JEA L Service History| Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commer| > | >=|
Detail Funding
Senvice Nam e Disaster Relief Tenporary Job R | Level | Source | Obligatedl Actual | Oblig # |
Senice Desc.| Disaster Relief Temporary Job ] | | | | |

Sermice ID | 143646

Semnice Type Disaster Relief Temporary Job
Provider Name Dutchess One Stop
Location Name Dutchess One Stop

Provider D /6538

Plan. Start Date| 08/02/ 2021 Plan.End Date

Actual Start Date Actual End Date Total Funding [Add | [Edi| GEEE]
ompleted Successiully Pefiion # A
N ext Confact Date | 11/15/2021 RR Event# V|
Program Senice Type| Individualized Career Services V| > Incum bent Worker Training v

Part Time Learn. Distance Learn.

Provider Name

Senice Name Actual Start Dab| Actual End Dat Program Svc Type

Duichess One Stop Disaster Relief Tem porary Job 08/02/2021 Individualized Career S¢
[ 1] Functional Alignment PY 2006 Job Referral 12182017 12/18/2017 Basic Career Svcs - Sta
[]] 8810 Provider 3510 Provider Service 10/12/2016 10M12/2016 Basic Career Senices
[1] 810 Provider S50 Provider Senvice 03/14/2016 0314/2016 Basic Career Senices
< >
Options | PrintList | New Sewice | Delete Service | Authorzation | 1PA Service Summery | Tracking |

Save | Customer Detall | chr'mAssmsl Comments |
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In the Program Service Type field, select Individualized Career Services.

Click the Save button.

STAFF

EMPLOYER

PROVIDER

Customer Search Customer Detail Comp Assess . Services | Ilc JobZone NextGen
SSN: 0S50S ID: NY014381191
[=<] =TAchievement Objectives | Empl. Outcomes [Commer| >[>]
~ Detail ~ Runding
Service Name Disaster Relief Temporary Job | R | Level Source | Obligated | Actual | oOblig# |
Senice Desc. Disaster Relief Temporary Job | ]| | | | |

Senvice ID| 143646
Senice Type Disaster Relief Temporary Job |
Provider Name Dutchess One Stop |
Location Name Dutchess One Stop |

Provider ID | 76598 Offering ID| 144188

Plan. Start Date| 08102/ 2021 Plan.End Date| 02/04/2022
Actual Start Date| 05702/ 2021 AcualEndDate] | Total Funding add | [Ef| DEEE]

Completed Successfully Pefiion # v
Next Contact Date | 11/15/2021 RR Event # V|

Program Senice Type Incum bent Worker Training v

Part Time Learn. Distance Learn.

N

Provider Name Senice Name Actual Start Dab| Actual End Dat Program Swvc Type
Duichess One Stop Disaster Relief Tem porary Job 08/02/2021 Individualized Career S4
[]| Functional Alignment PY 2006 Job Referral 12/18/2017 12182017 Basic Career Svcs - Sta
[1| ssn0Provider S3/0 Provider Service 10/12/2016 10M12/2016 Basic Career Sendces
[1] ssnoProvider SSAC Provider Service 03/14/2016 0314/2016 Basic Career Sendces
< >

Authorization

IPA Service Sumrmary I EayrEnE Tracking |

Options | Print List | New Sewvice | Delete
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Next, you will attach the funding. Enter 1 into the Total Funding field.
Then click the Add button.

PROVIDER EMPLOYER STAFF
Customer Search Customer Detail Comp Assess . Senvices | e
SSN: 0SOS ID: NY014381191
[<=] <TAchievement Objectives | kzzs Service History ] Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commer| = | >|
~ Detail ~ Funding
Service Name Disaster Relef Terporary Job | R | Level Source | Obligated | Actual | Oblig # |
Service Desc.| Disaster Relief Temporary Job 0] |

Senvice ID| 143646
Senice Type  Disaster Relief Temporary Job |
Provider Name| Duichess One Stop |

Location Name| Duichess One Stop |

Provider ID | 76598 Offering ID| 144188

Plan. Start Date| 08/ 02/2021 Plan. End Date| 02/04/2022
Actual Start Date| 08/ 02/2021 Actual End Date Total Funding | $ 1.00 Add Add
Completed Suooessﬁjlly Pefiion # v
Next Contact Date | 11/15/2021 RR Event # | v
Program Semnice Type| Individualized Career Services Vl Incum bent Worker Training v
PartTimeleam.| Distanceleam.| v

Provider Name

Program Svc Type

Duichess One Siop Disaster Relief Tem porary Job 08/02/2021 Individualized Career S¢
[ 1| Functional Alignm ent PY 2006 Job Referral 12/18/2017 12182017 Basic Career Svcs - Sta
[]| s810 Provider SS10 Provider Senvice 10122016 10M12/2016 Basic Career Sendces
[1| 8310 Provider 3810 Provider Senvice 03/14/2016 03M14/2016 Basic Career Sendces
< >
Options | PrintList | New Sewice | Dekte Sevice | Authorizaton | 1PA Service Summary |~ | Tracking |

Save | Customer De‘lai_ll QorrpAmasI Cnrm"entsl
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The Funding Webpage Dialog box will open.

Select the Disaster Recovery NDWG funding.

Enter 1 in the Obligated Amount field. This will automatically populate the Obligated
Percentage field with 100.

Click OK.
£ Funding -- Webpage Dialog x
Funding
Lewl Funding Source Year Remaining ME G/Contract/Grant #
[]|wB WIOA Adult Local 2019 $ 9999900
L1|wB WI0A Adult Local 2021 5 100000.00
[ ]|wB WIOA Dis located Worker Local 2018 5 99996.00
[]|wB WI0A Dis located Worker Local 2021 5 10000000
L1|wB Youth Statewide 15% 2019 510000000
C1|wB Youth Statewide 15% 2021 3 10000000
[](wB Dislocated Worker Statewide 15% 2019 5 100000.00
L1|wB Dislocated Worker Statewide 15% 2021 510000000
[1|wB Adult Statewide 15% 2019 5 100000.00
L1|wB Adult Statewide 15% 2021 5 10000000
[]|wB Em ployment Recovery - NDWG 2020 3 10000000 DW35478
[1|ws Gun Violence Prevention Local Initiative 2020 % 100000.00
Disaster Recovery NDWG

Obligated Amount WIB Dutchess Caunty

OR Office  Dutchess One Stop

Obligated Percentage Region Hudson Valley

X
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The appropriate funding has now populated the Funding section.

Click Save at the bottom of the screen.

PROVIDER EMPLOYER
Customer Detail Comp Assess .~ Senvices | Ul

Customer Search

SSN: OSOS ID: NY014381191
Achievement()bjectives Services Enrollments | Outcomes | Empl. Outcomes | Trng. Outcomes [Commern| > ﬂ
~ Detail
Provider Name Dutchess One Stop | A Obligated Oblig #
Location Name Dutchess One Stop | WIB  |Disaster Recove($ 1.00

Provider ID 76598 Offering ID 144188 |

Plan. Start Date| 03/02/2021]  Plan. End Date| 02/04/2022]

ActualStartDate| 08/02/2021]  ActialEndDate] |
Completed Successfully, V|

Next Contact Date | 11/15/2021
Program Service TYDE| Individualized Career Services V|

PatTimeleam.|  Disanceleamn| Total Funding 3100 | _Add | Edi | Delete |
P[ogram V| Petiion # W

Minimum Hours | Number of Weeks | RR Event# v
OrNet | | ||y | IncumbentWorker Training
NAICS| | ' naics|

Provider Name

Senice Name Actual Start Dat| Actual End Daf Program Svc Type

Duichess Cne Stop Disaster Relief Tem porary Job 08/02/2021 Individualized Career 34

[]| Functional Alignment PY 2006 Job Referral 12/18/2017 12M18/2017 Basic Career Svcs - Sta

[]] 8810 Provider SS10 Provider Service 10/12/2016 10M2/2016 Basic Career Senices

[1| ss10Provider SS10 Provder Service 03/14/2016 03M14/2016 Basic Career Senices
< >

Print List Dekete Service | Authorization | IPA Service Summery | Payments | Tracking |

Options |

Save I Custclr'rerDeﬁi_Il Qnrrpﬁml Cnr'm“enuzl
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CLOSING A SERVICE

It is important that an Actual End Date is added to a service when the grant funded
employment has ended. This is called closing the service. Funded services, other than Follow-
Up Services, that remain open will prevent a customer from exiting their enrollment.

To close an open service, navigate to the Customer module, Services window, Services tab.
Select the service that has ended and must be closed.

EMPLOYER
Links

PROVIDER
Customer Detail

Customer Search Comp Assess

SSN: 0S0S ID: NYD14381191
[<=] <TAchievement Objectives J-2y L= ] Service History | Enrollments | Outcomes | Empl Outcomes | Trng. Outcomes | Commer] > ||
Detail Funding
Provider Nam e Dutchess COne Stop A Lewvel Source Obligated | Actual Oblig#
Locafion Name | Dutchess One Stop WIB  |Disaster Recovel$ 1.00 $000
Provider ID| 76598 Offering ID 144138
Plan. Start Date| 08/02/2021 Plan. End Date| 02/04/2022]
Actual Start Date| 08/02/2021)  Aciual End Date| 02/ 04/ 2022 |}
Com pleted Successiully| Yes b
Next Contact Date | 11/15/2021
Program Senice Type | ndividualized Career Services v/
PartTimelearn.| Distance Leamn.| Total Funding | $ 1.00 M m %
Program V| Petifion # v
Minimum Hours Number of Weeks RR Event # V|
oNet| | .|| Incumbent Worker Training h

nacs| | NAICS

08/02/2021 02/04/2022 Individualized Career S

Disaster Relief Tem porary Job

||| Functional Alignm ent PY 2006 Job Referral 121182017 12M18/2017 Basic Career Svcs - Sta
[]) 8810 Provider SS810 Provider Service 10/12/2016 10M12/2016 Basic Career Senices
[ ]| S810Provider SSN0 Provider Senvice 03/14/2016 03142016 Basic Career Sendces
< >
Options | PrintList | New Sewice | Delete Sevice | Authorzation | 1PA Sevice Summery | Payments | Tracking |

Save | Custur'rErDeiai_I| Qonpﬁms| Com'rents|
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Enter the Actual End Date and select Completed Successfully (yes/no).

Click Save. The service is now closed.

PROVIDER
Customer Detail

EMPLOYER
~ Services | e

Customer Search

Comp Assess

SSN: OSOS ID: NY014381191
[<<] <TAchievement Objectives JElita Empl. Outcomes [Commer > >}
-~ Detail -~ Funding
ProviderName| Dutchess One Stop | . Lewvel Source Obligated | Actual Oblig #
Locafion Name | Dutchess One Stop | WIB |Disaster Recovel$ 1.00 $ 0.00

Provider ID| 76598 Offering ID| 144188
Plan. Start Date| 08/ 02/ 2021 Plan. End Date| 02/ 04/ 2022

Actual Start Date| 08/ 02/2021 Actual End Date| 02/04/ 2022

|

Com pleted Successfully| Yes V|
|
Next Contact Date | 11/15/2021

Program Senvice Type| |ndividualized Career Services v
PartTimeLearn. | Distance Learn | Total Funding _Add | Edt | Dekte|
Program | v Pefition # v
Minimum Hoursl:l NumberofWeeks’i RR Event # V|
O Net | | || N Iv Incum bent Worker Training h
NAICS| | | maics|

Provider Mame Senice Name Actual Start Dab| Actual End Dat Program Svc Type

Dutchess One Stop Disaster Relief Tem porary Job 08/02/2021 021042022 Individualized Career S¢

[ ]| Functional Alignment PY 2006 Job Referral 1201872017 1218/2017 Basic Career Svcs - Sta

[ ]| 8810 Provider S810 Provider Senice 10/12/2016 10M12/2016 Basic Career Senices

[ 1| ssroProvider SSA0 Provider Senvice 03/14/2016 0314/2016 Basic Career Senices
< >

Options | PrintList | New Sewice | Delete IPA Service Surmrary | Payments | Tracking |
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found on the NYS
Department of Labor's website.

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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