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PURPOSE

The purpose of the Employment Recovery — National Dislocated Worker Grant (ER-NDWG) is to
provide occupational training and career services to eligible participants who have been
affected by COVID-19. Allowable program activities under the ER-NDWG include career
services, training services, supportive services, and needs-related payments. Eligible
participants include:

eDislocated Workers as defined in Section 3(15) of the Workforce Innovation and
Opportunities Act (WIOA)

*Workers laid-off as a result of a disaster, including:

o workers who are laid off as a result of a quarantine, because they miss work to
care for a family member, or because they cannot come to their regular
workplace in order to follow social distance requirements; and

o workers laid off after a business closure related to disruptions caused by a
disaster and the efforts to contain it

oSelf-employed individuals unemployed or underemployed because of a disaster
eLong-term unemployed individuals

These services, along with work-based training opportunities, will empower participants to re-
enter to the workforce.

0SOS is a case management system designed to document services provided to jobseekers and
businesses. Information entered must detail an assessment of a customer’s situation as it
pertains to their search for employment. It must then detail a specific plan of action set in place
to provide these services and achieve defined goals. Lastly, the outcome of this plan must be
documented in order to measure success in achieving the desired goals.

This guide will provide detailed instructions for completing the OSOS data entry necessary for
the ER-NDWaG. If you are a new OSOS user, please see the guide on Accessing the System for
information regarding setting up an account, following confidentiality procedures, and
performing the appropriate system setup.
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PARTICIPANT DATA ENTRY

Search for the customer by Last Name and First Name. Once you find the customer’s record in
0SO0S, you can use the customer’s NYID number for any subsequent customer search. If no
matches are found, you will need to create a new customer record in OSOS. Please see the
Creating a Basic Customer Record OSOS Guide for detailed instructions for creating the

customer record.

General Info

Customer Detail

PROVIDER

Comp Assess

Education | Job Criteria

EMPLOYER

Services

Text Search | Geographic | Activities | Programs | List Search | Heporiz | = |=>

If a name search returns multiple records for the same customer, contact the 0SOS
help desk at help.osos@Ilabor.ny.qgov or 518-457-6586 to determine which record
should be used.

~ Customer SSN ~ Customer ID
Enter or paste one or Enter or paste one or
more 55Hs. more Customer IDs. WSS"D
Name|pickeﬂ |
First Name| polly |
Bt
Usemame| |
Email Exists| |
More | More | Emell |
| ososi | Seeker Name | poe | SSN |

]

Hrze ki) Aenyivg |RUES

lStaﬂ: CARSTENSEN Ill, POUL IOfice. PLATTSBURGH

| Security: Delete | 01/14/2021 '
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Navigate to the Services window, Services tab of the customer record. Click on the New Service
button at the bottom of the screen.

PROVIDER EMPLOYER

Customer h Customer Detail

Pickett, Polly

=] = | Achievement Objectives
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After clicking on the New Service button, OSOS will automatically navigate to the Provider
module. Within this module, OSOS will start in the Offering Search window and the Quick
Search tab. If you know the Offering ID number, type it in the search box and click Search.

CUSTOMER EMPLOYER STAFF

Provider Search Frovider betaul Offering Detail

For OJT, Customized Training, or Career Services, provider information is
manually added to OSOS. Classroom training must be listed on the Eligible
Training Provider List (ETPL) as specified by the designation “ETPL Auto Load” in
the Service Description.
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CAREER SERVICES

If the Offering ID is not known, click on the General Info tab. Enter any known information in
the available data fields. OSOS allows you to enter a partial name for the Provider Name and
Service Name fields. You can also select the Program or Service Type from the corresponding

drop down menu. Click Search.

CUSTOMER EMPFLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

GQuick Search List Search | Custom
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If your search only returns one result, 0SOS will navigate directly to the “Offering
Detail” screen for that provider. Click on the “Return to Search” button at the bottom
of the screen to navigate back to the “General Info” tab. This will allow you to
schedule the service.

STAFF HELP

Provider Detail Offering Links NextGen

Health Aide Program Offering 1D: 141535 1 of 1
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Select the appropriate offering and click the “Schedule” button at the bottom.

CUSTOMER EMPLOYER STAFF HELP

rch Provider Detail Offering Detail Links NextGen

=t Search | Custom

I_lil—l_

ABC Counseling ETP Autoload 02/07/2019
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By clicking Schedule, the service will be added to the customer’s record, within the Services
tab. OSOS will navigate to the Services tab automatically.

Select the service and complete the following data entry in the Detail window (left hand side).
Plan. Start Date - Enter the date on which the service is planned to begin.

Plan. End Date — Enter the date on which the service is planned to end. Enter the same date
you entered for Plan. Start Date if it is a one-day service.

Actual Start Date — Enter the date on which the service actually began.

Actual End Date — This field can be left blank until the service actually ends. If the service is a
one-day service (such as a Comprehensive Assessment), enter the same date that you entered
in the Actual Start Date field.

Next Contact Date — Enter a date on which to follow up with the participant. This date should
be within 90 days of the first service in order to verify the program status and prevent the
participant from exiting the enrollment.

Program Service Type — Select the appropriate program service type corresponding to the type
of service.

O*Net — (If Applicable) Enter the appropriate O*Net code. If you do not know the O*Net code,
refer to the O*Net Titles in OSOS Guide.

Staff Assigned — Click the “Change” button to enter the staff assigned to this participant. If you
are the staff member assigned to this participant, you may choose the down arrow and select
“Assign to Me.”

WIB Assigned, Agency, Office — These fields will auto load information already attached to the
service. If the information is incorrect, click on the Change Office button to update.
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Then click Save at the bottom of the screen.

HELP

PROVIDER EMPLOYER

" Rarvicoe | Links

JobZone NextGen

Customer Search Customer Detail Comp Assess

Pickett, Polly SSN: *=*.** 3885 0S50S ID: NY012312655 Record Saved
«=| = | Achievement Objectives
~ Detail ~ Funding
Service Name  Health Aide Program | | Level |  Source | Obligated| Actual | Oblig# |
Service Desc. ETP Autoload 02/07/2019 |A (1] | | | | |
Semvice ID| 140967

Service Type| Oceupational Skills Training |
Provider Name | ABC Counseling |
Location Namel Main Campus |

Provider |D| 88480 Offering ID| 141535
Plan. St Date[oV/4/21]  Plan EndDate[o1/147201
Actual Start Date[ 01/14/2021) _ Actual End Date[01/14/2021| || TotalFunding| | | [ |

Completed Successfully Petition # |
Nesxt Contact Date | 02/14/2021 RR Event #| v
Program Service Type | |'|'A—T|a|n|ng Incumbent Waorker Training
Part Time Learn. Distance Learn.
Provider Name Service Name Actual Start Daty Actual End Dat| Program Svc Type

I ABC Counseling Health Aide Program 011472021 011442021 ITA-Training

< >
G| Deaiial| Trencmal| Ioace el Patreeamal] DEicarem sty DES el gl

lsmt CARSTENSEN Ill, POUL | Offiice: PLATTSBURGH | Unsaved Changes | Security: Search | 01/14/2021 '
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ADD FUNDING

Next, complete the Funding section (right-hand side) for the service. To do this, first enter
$1.00 in the Total Funding field. Click the Add button.

0OSOS is not used as a financial tracking system. It is only used to track programmatic
services provided. For this reason, the 51.00 entry acts as a placeholder so that the
system will designate a funding source to be attached to the service. This allows the
system to track services provided under this grant.

HELP

JobZone

EMFLOYER STAFF

PROVIDER

Customer Detail

Links

Customer Search Comp Assess

Pickett, Polly SSN:=**3888  0SOS ID: NY012312655 Record Saved
[<<] <[ Achicvement Objectives [udbaa] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > [>>]
— Detail ~ Funding
Service Name | Heatth Aide Program | [ Level | Source | Obligated| Actual | oblig# |
Semvice Desc.| ETP Autoload 02/07/2019 |A (O] | | | | |
Service D/ 140967

Semice Type| Oceupational Skills Training |
Provider Name| ABC Counseling |
Location Name| Main Campus |

Provider ID 83480 | Offering ID| 141535
Plan. Start Date| 01/14/2021)  Plan. End Date|01/14/2021 ]
Actual Start Date Actual End Dale Total Funding

Completed Successfully Petition # |
Next Contact Date | 02/14/2021 RR Event #| v|
Program Semice Type | [TA-Training hd | » Incumbent Worker Training hd
Part Time Learn. hd Distance Learn. hd
Provider Name Sernvice Name: Actual Start Dat{ Actual End Dat Program Svc Type

ABC Counseling Health Aide Program 0142021 011412021 ITA-Training

el Ieee e el fresal| N e el =il

Save || Customer Detad | |Comp Assess | Comments || Check Labor Market information |

lStaﬂ". CARSTENSEN Ill, POUL | Office: PLATTSBURGH | Unsaved Changes | Security: Search | 01/14/2021 '
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After clicking Add, a pop-up widow will appear with a list of funding sources. Check the box
next to Employment Recovery- NDWG to select that funding source. Then, enter $1.00 in the

Obligated Amount field and click OK.

Funding
Level Funding Source Year Remaining MNEGIContract/Grant #

[ ]|wIE WIOA Adult Local 2018 $10000.00

C]|we WIOA Adult Local 20149 5 99993.00

[1|wWIE WIOA Dislocated Worker Local 2018 $9993.00

[](wie WIOA Dislocated Worker Local 2019 5 99999.00

[]|state Youth Statewide 15% 2018 5 99900.00

[]|wie Youth Statewide 15% 20149 % 100000.00

[]|state Dislocated Worker Statewide 15% 2018 5 9999500

[ 1|wWIE Dislocated Worker Statewide 15% 20148 5 100000.00

[]|5state Adult Statewide 15% 2018 5 99993.00

L] |wie Adult Statewide 15% 2019 5 100000.00

[]|state WIRED 2018 5 14998.00 WR12
[]|5tate H-1B Mursing 2018 % 4993.00 AAT234516R5A26
[]|state Industry Standard 2018 % 4999.00 MNY222215
[ ]|wWIE Opioid Crisis DWG 2018 % 9999300 DW-33018-19-60-A-36
Wig Employment Recovery - NDWG 2020 & 100000.00 DW35478

Obligated Amount

OR

Obligated Percentage

WIB | Clinton/Essex/Franklin/Hamilton

Office PLATTSBEURGH
Region Morth Country

B K| Conce |
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The funding will now appear in the Funding section on the right-hand side. Click Save at the
bottom of the screen.

PROVIDER HELF

EMPLOYER

NextGen

Customer Detail

Customer Search Comp Assess - LW i JobZone

Pickett, Polly SSN: ***8888  0S0S ID: NYD12312655 Record Saved
==| = | Achievement Objectives
~ Detail ~F
Senice Name | Heafth Aide Program | | Level | source | Obligated| Actual | oblig# |
Semvice Desc.| ETP Autoload 02/07/2019 |A |Cl|wie  |EmploymentRed$1.00  [$0.00 |
Service ID| 140967

Semnice T}'pel Occupational Skills Training |
Provider Name | ABC Counseling |
Location Namel Main Campus |

Provider ID| 83480 Offering ID| 141535
Plan. Start Date[01/0272021]  Plan. End Date[01/02/2021

Actual Start Date| 01/02/2021]  Actual End Date| 01/12/2021] Total Funding[$100 | | = ey
Completed Successfully Y= V| Petion#|
Next Contact Date | 01/17/2021 RR Event #| v
Program Service Type | T Trsining Incumbent Worker Training
PatTimeleam| |  Distance Leaml—|
Provider Name Semvice Name Actual Start Dat{ Actual End Dat Program Svc Type

ABC Counseling Health Aide Program 01/02/2021 01122021 ITA-Training

lsmrt CARSTENSEN Ill, POUL | Office: PLATTSBURGH | | Security: Delete | 01/21/2021 '
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ENTER COMMENTS

Comments are used to record case management notes. All users must record comments,
details about services, and case notes that concern the customer being served.

Click on the Comments button at the bottom of the screen in the Customer module, Customer
Detail window. The Comments -- Webpage Dialog box will appear. Enter the comment and
click the Save button on the Webpage Dialog box. The comment will then appear listed on the
Comments tab next to the date the comment was entered. Remember to save the entire
customer record when you are finished entering comments, using the Save button at the
bottom left of the screen.

PROVIDER EMPLOYER

Comp Assess

STAFF

Services

Links JobZone

SSN: OSOS ID: NY011593273 10f1

This is where you would type out your comments and
case notes. When you are done, click SAV'EI cn this
window and then SAVE on the customer record.

O - i [ cect [ WD

Edit C | Detete Commen| Print Comments |
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ENTER OUTCOMES

When a customer begins a training program, staff must document information about the
training in the Training Outcomes tab Performance data is pulled from this tab, therefore it is
important to update the customer’s training outcome details as they progress through their

program. For more information on outcome data entry please see the WIOA Performance
Measures and Outcomes Guide.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess Links

SSN: 0S0S ID: NY014646448

2] = [Achievement Objectives Enrollments | OCutcomes | Empl. Qutcomes
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RESOURCES AND ASSISTANCE

Accessing the System

Creating a Basic Customer Record OSOS Guide

WIOA Performance Measures and Outcomes Guide

O*Net Titles in OSOS Guide

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
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