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PURPOSE 
The New York State Displaced Homemaker Program (DHP), with contractors operating in 
multiple statewide locations, provides specialized services for those individuals who have been 
displaced from their careers as unpaid homemakers. For reference, a complete listing of NYS 
Displaced Homemaker Centers with contact information is included in the Resources section. 
 
In New York State, DHP service providers have contracted with the New York State Department 
of Labor (NYSDOL) to enter customer information and services in OSOS. 

CREATING AN OSOS ACCOUNT 
Once a contract has been approved and executed, contractor staff will need to set up an OSOS 
account to enter the required information into OSOS. 
 
Accounts are requested through the local security coordinator, or by sending an email to 
osos.wdtd@labor.ny.gov.  For more information about setting up an OSOS account, contact the 
OSOS Accounts Unit or the guide: Accessing the System. 
 
Access to OSOS is granted after: 

• A signed Interagency Agreement is on file with NYSDOL 

• The OSOS user signs an Individual Access and Confidentiality Agreement that will 
be kept on file with NYSDOL or the local area security coordinator 

• The OSOS user competes the OSOS confidentiality training  

Refer to the OSOS access information found in the user guide on page 4 and the Edge browser 
information at How to clear your Browser's Cache to ensure appropriate computer settings are 
used. 
 
OSOS is accessed through the following URL: https://osos.labor.ny.gov/osos.html.  
 
Guidance on accessing OSOS and creating customer records in OSOS is provided separately on 
the Department of Labor's website. 
 
This guide will cover: 

• Ensuring that required fields for DHP have been entered 

• Entering DHP services 

• Entering a Training Outcome 

 
 

mailto:osos.wdtd@labor.ny.gov
mailto:osos.wdtd@labor.ny.gov
https://dol.ny.gov/system/files/documents/2021/03/osos-guide-accessing-the-system.pdf
https://dol.ny.gov/how-clear-your-browser-cache
https://osos.labor.ny.gov/osos.html
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OSOS DATA ENTRY 

LOGGING IN 
 
The OSOS website address DHP providers should use is: https://osos.labor.ny.gov/osos.html.  
 

 

 

Notice that in order for OSOS to run properly, the computer must have Internet 
Explorer mode selected in Microsoft Edge. 

 

 

 

https://osos.labor.ny.gov/osos.html
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SEARCHING FOR DHP CUSTOMERS 
After logging in, navigate to the Customer module. By default, the Quick Search tab of the 
Customer Search window displays. Use this tab to search for customers by Social Security 
number (Customer SSN), OSOS Identification Number (Customer ID that begins with "NY0"), or 
by name (Last Name and First Name). 

If searching by name, at least one letter must be entered in the Last Name field. Be sure to 
enter as much of the customer's first and last name as is known. 

It is possible to specify what information is desired in the search results by clicking the Options 
button. 

 

The Options button will allow the user to select what categories, and in which order to display, 
in the search results. 
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Click Set as My Defaults and Save when done. 
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Click the Search button. 

 

If no customer record is found, then click the New button and create the customer record. 
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OSOS DATA ENTRY - REQUIRED/GREEN-DOTTED FIELDS 
When entering new customer or completing a pending record in OSOS, all green-dotted fields 
are required. Green dotted fields exist in the Gen. Info, Eligibility, Add’l Info, Pgms/PA, 
Objective, Work Hist., Ed/Lic and Skills tabs within the Customer Detail window. The customer 
record must be saved with the Status field set to Active before services can be added on the 
record. The Service Veteran fields are only required if applicable to the customer. 
 

 

 
Do not change the Porfolio Lvl field. 

 
In addition to the required, green-dotted fields, there are additional fields and tabs that need to 
be completed and/or checked for the Displaced Homemaker Program. 

PROGRAMS AND PUBLIC ASSISTANCE 
For DHP eligibility, it is required to track any public assistance benefits the customer is 
receiving, such as TANF or SNAP. 
In OSOS, this information should be recorded in the Pgms/PA tab within the Customer Detail 
Window. 
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After clicking on the Pgms/PA tab check the box next to any benefits the customer is receiving 
and type the date in the Reg Date field with the customer first started receiving these benefits. 
If the date is unknown, it is acceptable to type in today's date. Should a customer no longer 
receive any sort of benefits, enter a Term Date. Also enter a comment to indicate why those 
benefits are no longer received. 

 

When finished entering this information, click Save to add these changes to the record. 
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WORK HISTORY TAB 
While working with a DHP customer, be sure to confirm that the customer's work history in 
OSOS is accurate and up to date. Make any changes or updates as necessary. 

For eligible displaced homemakers, the Reason for Leaving field on the applicable job entry 
must be set as Category 4-DW displaced homemaker. 

If the customer has no work history, or the most recent job was as a homemaker, 
create a new job entry with the job title Homemaker and select the Category 4-DW 
displaced homemaker from the drop-down menu in the Reason for Leaving field. 
Wage is a required field. Because homemaker is typically an unpaid position, entering 
$0.01 in the Wage field and Other in the Unit drop-down field is acceptable. 

 

 

Once required fields have been completed and the customer is designated as a Category 4-DW 
Displaced Homemaker, click the Comments button to enter a comment describing the 
customer's eligibility criteria and verification as a displaced homemaker. 
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PRIMARY LANGUAGE TAB 
In order for all DHP customers to be able to access program services, it is important to record 
on the Primary Language tab if the customer has a primary language other than English, and if 
the customer will require translation services to receive services. This information should be 
self-reported by the customer, usually during an initial assessment. 

Additional guidance regarding completing the Primary Language tab is also available in the 
Language Access PowerPoint. 

To record a customer's primary language other than English on the Primary Language tab, click 
the Add button. 

 

This will create a new entry and activate the fields on the right side of the tab for data entry. 

• Language: Select the customer's primary language from the drop-down list 

• Other Language:  Only use if the customer's primary language is not listed in the 
Language drop-down menu 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fdol.ny.gov%2Fsystem%2Ffiles%2Fdocuments%2F2021%2F03%2Flanguage-access-powerpoint.pptx&wdOrigin=BROWSELINK
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• Language Assistance Needed: Select what type of language assistance, if any, 
the customer needs - the options are: No Assistance Needed, Oral Interpretation, 
Sign Language and Written Translation 

• Translated Documents – Documents Translated Upon Request, Vital Documents 

• Interpreter Name – First and last name of the interpreter  

• Relationship to the Customer – Community Member, Family Member, Friend, 
Professional Translator, Religious Support, Translation Provided by Career Ctr 
Staff 

 

When finished entering this information, click Save. 
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COMPREHENSIVE ASSESSMENT WINDOW 
There are a few fields in the Comprehensive Assessment window which should be recorded for 
DHP. Since the Comprehensive Assessment window is mainly used by NYSDOL for case 
management purposes, please enter only the fields indicated in this section of the guide. Any 
notes and comments entered in the Comprehensive Assessment window must be factual, must 
respect the privacy of the individual and are subject to customer review under the Freedom of 
Information Law (FOIL). 

Any highly sensitive data of a confidential nature should not be entered into OSOS. To 
flag something applicable to the customer’s ability to acquire and retain a job, enter 
See hard file in the pertinent field in Comments under Customer Detail. This is an 
indicator for all users that there is something that might need to be discussed 
privately with other counselors or users, on an as-needed basis. 

To access the Comprehensive Assessment window, click on the Comp Assess button at the 
bottom of any screen in the Customer Detail window. 
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EMPLOYMENT TAB 
By default, the Employment tab in the Comp Assess window will be displayed.  
 
Youth Needing Additional Assistance and Cultural Barriers to Employment are the only 
required fields on this tab. The Youth Needing Additional Assistance field will only be required 
if the customer is under age 25. 
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EDUCATION TAB 
On the Education tab under Math & Reading, select Yes or No for the English Language Learner 
field to indicate whether or not the customer has limited English proficiency.  
On the Basic Skills Deficient / Low Levels of Literacy field, select No unless there are 
assessments results providing proof of either basic skill deficiency or low literacy levels. 

If Yes is selected in the English Language Learner field, the Primary Language tab in 
the Customer Detail window should be also be completed as outlined in the previous 
section of this guide. 
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FAMILY TAB 
Information entered on the Family tab in the Comp Assess window can be useful in 
determining a customer's eligibility for DHP and the Family and Marital Status is a required field 
for any participant in the SNAP program and would be helpful for DHP eligibility.  
 
Under Personal Information, from the Marital Status drop-down menu, select either: 

• Divorced, 

• Married or 

• Unmarried 
From the Family Status drop-down menu, select either: 

• Not a family member, 

• Not reported, 

• Other family member, 

• Parent in one parent family or 

• Parent in two parent family. 

  
 
Complete any other relevant data fields. When finished entering information in the Comp 
Assess window, click Save. 
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LEGAL TAB 
Information entered on the Legal tab in the Comp Assess window is a required field for any DHP 
participating in the SNAP program. 

Under the Offender Status drop-down menu, select either: 

• Yes 

• No 

• Not Disclosed 

If a probation officer has been assigned to the customer, enter the name, telephone number 
and any extension in the appropriate data field. When unsure if the confidentiality of the 
information may be sufficiently protected, do not enter it into the text box. Instead note "See 
hard copy in file" and keep the file in a locked drawer. 
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HOUSING TAB 
The Housing tab describes the customer's residential situation. The Current Housing field is the 
only required field on this tab.  Choose an appropriate option from the Current Housing drop-
down menu or enter Not Disclosed. 
 

 

  



 

OSOS Guide - Displaced Homemaker Program - 18 - 9/9/2024 

ADDING A DHP SERVICE 

 DHP funded services must be entered as L2 services in the Services tab. No DHP 
funded service should be entered using the Activity button. DHP funded services will 
create a standalone enrollment. 

If DHP funded services are mistakenly entered using the Activity button, they will automatically 
generate a Wagner / Peyser enrollment. The decision to co-enroll customers into WIOA or 
Wagner / Peyser program is the responsibility of the DHP grant recipient and Local Workforce 
Investment Board. 
 
Local Workforce Investment Boards (LWIBs) may also be providing staff assisted core, intensive, 
or training services to the customer, and the customer may be co-enrolled with WIOA and/or 
Wagner / Peyser program funds. 
 
To add a new DHP service to the customer's record, you will need to start on the Services tab of 
the Services window. Click on the New Service button towards the bottom of the screen. 

 

 



 

OSOS Guide - Displaced Homemaker Program - 19 - 9/9/2024 

OSOS will automatically navigate to the Quick Search tab in the Offering Search window. Click 
the General Info tab. 
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In the General Info tab, OSOS will automatically default to the WIB in which the user has logged 
in. Add additional information that is known to narrow the search for the appropriate service. 

 
 
Enter the following search criteria, if known: 

• WIB: select the LWIA (Local Workforce Investment Area) from the drop-down 
menu corresponding to the county where the DHP office is located 

• Provider Name: Enter the first few letters or words of the DHP office name 

• Service Name: Enter the first few letters or words of the service name 

• Service Type button: Select the appropriate service type from the drop-down 
menu 

• Options: The Options button will allow the user to select what categories and in 
which order to display in the search results. The user may also choose to view 
25, 50 or 100 search results at a time 

Since provider names are often abbreviated or truncated in OSOS, it is highly 
advisable to enter only the first few letters of the name in the Provider Name field. 
Typing and searching on the entire provider name will often result in no search results 
found. 
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The Options button will allow the user to select what categories and in which order to display in 
the search results. 
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When finished entering the search criteria, click the Search button. 

This will return a list of search results. If more than one provider entity is listed in the search 
results, click the Service Name column header to sort the results in ascending or descending 
order. Click the column header again to reverse the order. 

Review the information to identify the appropriate service. Click the checkbox to select the 
service. Click the Schedule button. 
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ENTERING DHP SERVICE DETAILS 
OSOS will automatically navigate back to the Services tab with the newly added service. 
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 

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

When these fields have been completed, click the Save button. 

Note: The Service Detail section must be saved prior to any data entry in the Funding 
section. 
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FUNDING THE SERVICE 
Next, the appropriate funding source must be attached to the service for reporting purposes.  

Enter the appropriate amount in the Total Funding field based upon the criteria listed below: 

• If the user's agency/program is solely providing this service to the customer, 
enter $1 

• If the user's agency/program is providing half of the service to the customer, 
enter $.50 

• If the user's agency/program is providing some other percentage of the service 
to the customer, enter the appropriate amount in decimal form (e.g., if providing 
1/3 of the service to the customer, enter $0.33; if 1/4, then enter $0.25) 

Note: The $1 or decimal amount used to fund services in OSOS is not reflective of any 
real costs of service. It is the convention used for tracking services in the system. Only 
use appropriate decimals to fund a service when the customer is being served by 
more than one agency or program for the same service. The total of all funding must 
equal $1. 

Click the Add button. 
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This will bring up the Funding - - Webpage Dialog window. Click on the Funding Source column 
header to sort funds and select the appropriate Local Office level DHP funding source. 
 
Type $1 again in the Obligated Amount field and click OK. 

 

In the Funding Webpage Dialog window, only the funding streams authorized for use 
by an office will be visible for selection. Funding streams may only appear here if the 
customer is eligible for services funded by a particular program (i.e., the customer 
must be eligible for DHP-SNAP for those funds to be visible). 
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The funding has now been added for this service. Click Save to save your changes. 
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ENROLLMENT VERIFICATION 
If this is the first time this funding stream has been used to fund a DHP service for this 
customer, a Verification - - Webpage Dialog window will appear, with various fields populated 
from the Customer Detail and Comp Assess windows of the customer's record. Review the 
Customer Detail and Comp Assess tabs of this window to confirm that the information is 
correct. Make any applicable changes, if necessary. Any changes made in the Verification - - 
Webpage Dialog window will populate the related data fields throughout OSOS when the page 
is saved. 
Click Save to exit the window. 
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Be sure to add comments and case notes to support the service provision and describe details 
about services provided. Record factual information only and include the date the service was 
provided in the comment (see TA 11-12). Click on the Comments button, enter the comment, 
click the Save button to exit the window and then save changes before leaving the Services 
module. 

Once the first DHP funded service and enrollment verification has been saved, the customer 
record must be refreshed before the enrollment will become visible in the Enrollments tab. To 
refresh the record, click either the gray Customer Detail or Comp Assess button at the bottom 
of the page and then click the gray Services button to return to the Services window. 
 

Click the Enrollments tab. The enrollment will now be visible. 

 

Additional data entry and documentation may be required for customers co- enrolled 
in WIOA and DHP programs with regards towards data element validation (DEV). 
Refer to TA 11-12: Data Element Validation for the Workforce Investment Act, 
Wagner-Peyser, Veterans Employment and Training Service and Trade Adjustment 
Assistance/Trade and Globalization Adjustment Assistance Programs. 

http://labor.ny.gov/workforcenypartners/ta/TA11-12.pdf


 

OSOS Guide - Displaced Homemaker Program - 29 - 9/9/2024 

ENDING THE SERVICE 
When the L2 service has ended, you will need to close the service by adding its end date and 
indicating whether or not the customer has successfully completed the service: 

• Actual End Date: Enter the end date of the service in the format of mm/dd/yyyy 

• Completed Successfully: Select Yes or No to indicate whether or not the 
customer successfully completed the service 
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RECORDING EDUCATION & TRAINING OUTCOME 
Training Outcomes are entered in the Training Outcomes tab (displayed in OSOS as Trng. 
Outcomes) of the Services window of the customer record.  

Data for the Credential Attainment performance measure is recorded in this tab. Measurable 
skill gains which relate to training will also be recorded in Training Outcomes. 

 

Training outcomes are sorted by Category and Type.  
In the Category dropdown menu, select the category of training program the participant is 
enrolled in. 

In the Type dropdown menu, select the type of credential the training program will lead to. The 
options available in the Type dropdown menu will be based on what has been selected in the 
Category dropdown menu. This is represented in the following table: 
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Category Type

High School Diploma

GED or HS Equivalency

Continuation or Alternative School

AA or AS Diploma/Degree

BA or BS Diploma/Degree

Graduate/Post Graduate

Occupational Skills Licensure

Occupational Skills Certificate

Other Recognized Diploma, Degree, or Certificate

Secondary Education

Post Secondary Education

Occ Skills/Advanced Training
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Enter the Enroll date for the training program.  Once the customer indicates they have 
completed the training, staff must record the Completion Date. 

 

For any outcome Category, the Attainment Status field must be completed. The options in the 
Attainment Status drop-down menu will remain the same regardless of the category selected. 
There are five attainment statuses:  

• In Process - no intended credential 

• In Process - intended credential pending 

• Completed - attained intended credential 

• Completed - did not attain or intend credential 

• Incomplete - did not attain or intend credential 

If the training is ongoing, an "In Process" status must be selected, and then updated when the 
training program is complete. If the Attainment Status begins with "Completed" or 
"Incomplete", then a completion date must be entered as the date the program was 
completed, or the participant left the program.  
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Only the attainment status of “Completed – attained intended credential” counts 
positively for the Credential Attainment performance indicator. 

 

The Major/Program, Degree/Cert/Cred, and School Institute fields are required.  

As a best practice, staff should enter all known information about the degree or 
credential, including any non-required fields.  

 

Once all information is entered, click Save. 
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TRAINING SERVICES 
The Training Services button in the Training Outcomes tab functions in the same way as the 
Employment Service button in the Employment Services tab. 

Using the Training Services button will allow the system to associate a previously scheduled 
service with an outcome. 

 

If there have been employment services recorded for the customer, they will display in the 
Training Services webpage dialog box. 
 
Select the correct service and click OK. 



 

OSOS Guide - Displaced Homemaker Program - 35 - 9/9/2024 

 

The service will populate the Seeker Service ID Field. 
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OUTCOME DETAILS 
The Outcome Details button in the Trng. Outcomes tab functions in the same way as it does in 
the Empl. Outcomes tab. 

Click the Outcome Details button to open the Training Outcomes Detail webpage dialog box. 

 

Training Outcomes Detail is where the measurable skill gains which relate to training can be 
tracked for this performance measure. Enter an Effective Date. 

Select the type of skill gain from the Type drop-down menu. 

Enter as much additional information as is known into the other fields.  Staff will need to enter 
the Effective Date. The Effective Date is the date the customer completed training or passed a 
licensing exam and cannot be later than the Training Completion date. They will also need to 
indicate if the customer is still enrolled in training.  Although it is not required, it is crucial to 
record Hours Per Week, whether the training is Full or Part Time, Salary, and Salary Unit.  This 
information is helpful if the training is an On-the-Job Training because it is then subsidized and 
additional funding is provided to the business to assist with paying wages. 
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More than one Training Outcome Details Record can be attached to a Training Outcome.  For 
instance, multiple outcome details can be documented to illustrate more than one measurable 
skill gain or credential the customer may receive.  For each new instance, click Add at the 
bottom of the screen. 

Data must be recorded in the Skill Gain box for this customer to count positively in the 
Measurable Skill Gains performance measure. 

 

 

The Contact Info section is used to document the source of the skills gain information.  
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Please Note: While there is an Attachment section in Training Outcomes Detail, this is not to 
be utilized by staff until further guidance is provided regarding the appropriate use of this tool. 

When finished, click Ok and then save the customer's record. 
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EMPLOYMENT OUTCOMES TAB 
After locating the correct customer record, navigate to the Services window and click on the 
Empl. Outcomes tab. 

To begin entering the employment outcome, click Add Outcome at the bottom of the screen. 
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Select the appropriate employment Type that applies to the customer from the drop-down 
menu. The options in this menu are "Military," "Registered Apprenticeship," or "Unsubsidized 
Employment. "The most common selection in this field will be "Unsubsidized Employment."  

Enter Start Date 

When "Unsubsidized Employment" is selected, the Self Employed status will display and 
although it is not indicated by a green dot, this field must be completed. 
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Next enter the Employer's Name.  Staff can enter either the full name of the employer or part 
of the employer's name.  Then click the Employer Lookup button. 
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If the business has an OSOS record, this will pull up their information in the Employer Data --- 
Webpage Dialog. 

Select the correct business and then click OK. 

 

  



 

OSOS Guide - Displaced Homemaker Program - 43 - 9/9/2024 

This will auto-populate the Employer EIN or ID number, the industry NAICS code, and business 
address into the Employment Outcomes tab. 

 
 

 

If there is no OSOS record for 
the employer, an OSOS Error 
Message will display, and staff 
will need to manually enter 
the necessary data. 
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While many of the fields are not required, staff should include as much information as known in 
this tab, including the Employer Name and Address. 
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When there is no OSOS record for the business, staff should also enter the NAICS (North 
American Industry Classification System) code for the industry in which the customer has 
obtained employment.  This is the standard used by Federal statistical agencies in classifying 
business establishments for data purposes. 

To determine an industry NAICS code, click the NAICS Lookup button. This will take staff to the 
NAICS Search on the US Census Bureau's website. Using a keyword search, look up the industry 
that most closely matches the employer and enter its 6-digit NAICS code into the NAICS data 
field. The name of the industry will then auto-populate into the tab. 
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If the customer record indicates that the customer has a disability, the Work Setting field will 
also be displayed. Staff should use this drop-down menu to indicate if the customer has 
obtained employment in an integrated environment or in a supported employment 
environment. 
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The Characteristics box displays eight Yes or No drop-down menus, allowing staff to indicate 
which of the eight characteristics apply to the employment.  Select all that apply. 
 
These drop-downs ask the following questions: 

• Training Related: Is the employment related to training? 

• Non-Traditional: Is the employment considered non-traditional? A non-
traditional occupation is one for which individuals from one gender comprise 
less than 25% of the individuals employed in that occupation. 

• Hired by Layoff: Is the customer returning to the employer from which they 
were most recently laid off? 

• FCJL Job: Was the employment obtained through the Federal Contract Job Listing 
Program? 

• Work Based Training: Is the employment considered Work Based Training? 

• Disaster Relief: Is the employment a result of a Disaster Relief initiative? 

• UI Covered: Is this employment considered to be covered by Unemployment 
Insurance? 

• Fringe Benefits: Does the employment offer fringe benefits? 
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There are minor differences in the tab if "Military" or "Apprenticeship" is selected instead of 
"Unsubsidized Employment." 

When selecting "Military" as the employment Type, the Military Branch must be indicated. 
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When "Registered Apprenticeship" is selected, the RAPIDS field will appear. 

Note: RAPIDS (Registered Apprenticeship Partners Information Data System) numbers are not 
currently used for data entry in New York and entering data in this field is not required. 
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EMPLOYMENT SERVICES 
If the recorded employment was related to a previously scheduled service, this can be 
associated with the outcome by clicking the Employment Services button.   

For a list of Service Types that can be attached to Employment Outcomes, please refer to the 
attached list on page 44 of this guide. 

 

  



 

OSOS Guide - Displaced Homemaker Program - 51 - 9/9/2024 

If there have been employment services recorded for the customer, they will display in the 
Employment Services webpage dialog box. 
 
Select the correct service and click OK. 

 

 

  



 

OSOS Guide - Displaced Homemaker Program - 52 - 9/9/2024 

The service will then populate the Seeker Service ID Field. 
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ENTERING EMPLOYMENT OUTCOMES 
Enter specific employment information including hours per week for new employment. Click on 
Outcome Details. 
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Click add to data enter as much information known for the new employment. 
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There's only one required, green-dotted field, but enter Hours Per Week, Part Time, Salary, 
and Salary Unit. Enter an applicable O*Net and Job Title. Enter as many Outcome Details as 
necessary, but do not delete previous entries.  
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ENTERING WAGE DATA 
Administrative wage record data is not immediately available, and therefore it is important to 
enter employment outcomes as they occur, to ensure positive outcomes.  Entering this 
information is also pertinent if a customer indicates that they are self-employed.  Income of 
individuals who are self-employed may not result in a match to administrative wage record 
data.  Therefore, entering the wages for these individuals manually is the only way to ensure a 
positive outcome in the wage based measures.  This information is helpful for reporting 
outcomes to DOL and OTDA. 

If a WIOA funded service is provided to a DHP participant, data entered here will count toward 
the 2nd and 4th Quarter Employment After Exit and Median Earnings performance 
measures.  These performance measures are also referred to as wage-based outcomes. 

 

For customers without an SSN recorded in OSOS, staff must enter manual wages for 
the participant to be included in the wage based outcomes. 
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Wage data related to the employment outcome must be entered by using the Manual Wages 
button in the Empl. Outcomes tab. 

 

Please refer to TEGL 26-16 for additional documentation requirements for supplemental wage 
data. 

 

 

 

 

 

 

 

https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=5002
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There are three required fields on this screen.  The first field is the Wage Earned Date.  For 
instance, this may be the start date of a paystub.  The other required fields on this screen are 
Salary Unit and Manual Wage Amount.  Once again, please record as much information as you 
can on this screen to ensure the most accurate reflection of the customer's wages. 
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MANUAL WAGES 
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EXITING THE CUSTOMER 
If all L2 services have been closed and no services are provided during a 90 day period, the 
enrollment will automatically exit with the date that the last service ended. 

It is possible that the customer may need to be exited previous to the automatic 90 day exit. If 
any of the following exit reasons applies to your customer, click on the Enrollments tab of the 
Services window, select the appropriate enrollment, enter the applicable date when the 
customer was exited and select one of the following exit reasons from the Exit Reason drop- 
down field: Deceased, Institutionalized, Health/Medical, Family Care or Reservist called to 
Active Duty. 

Click Save to save your changes. 

 

If more than one DHP fund is used to fund services for a customer, two different DHP 
enrollments will be created. Each enrollment will automatically exit or must be 
manually exited separately. If one of the DHP funds is no longer used to fund services 
for the customer, the respective enrollment will exit after 90 days as long as no other 
services are being funded with those DHP funds. 



 

OSOS Guide - Displaced Homemaker Program - 61 - 9/9/2024 

Resources and Assistance 
  
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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