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One-Stop Operating System

PURPOSE

With the integration of JobZone as the customer self-service front end of OSOS, staff and
customers now have the ability to communicate through the messaging features in JobZone
(customers) and OSOS (staff). This guide will demonstrate how staff can use the messaging
feature in OSOS, as well

OSOS DATA ENTRY
SENDING A MESSAGE TO A CUSTOMER

Once you have searched for a customer and have pulled up the record in OSOS, you will be able
to see and click on the Message button on any screen in the Customer Detail window.

PROVIDER EMPLOYER STAFF HELP

Customer Search stomer Deta Comp Assess Services JobZone
Young, Veronica SSM: 000-00-0000 OSOS ID: NY012610968 1of1
[<c] < SRR LY Addt' info | Objective | Work Hist. | EdiLic | Skills | Saved Scarches | Activitics | Comments | Tests | Primary Langua{ > |>> |
Customer Data @Ethnic Heritage
#SSN| 000-00-0000 |N/A (] eStatus @Job Seeker| Actve %] () Hispanic or Latino
@Usemname| Youth TesterDS | @Password| summerSYEFiobs | (O Not Hispanic or Latina
@l ast Mame| Young | SFirst Name | Veroica [mi |:| %) Mot Disclosed
Date of Birth| 01/01/1357 | @Gender| Female v | @Porffolio Lvl, | JobZore Adut v Race
[JAlaskan or American Indian
@Address| 50 Miler Lare |= ,
[JAsian
; | | []Black or African American
SCity| Abany | @State| New Yok v |ezip| 12221 | [] Hawaiian or Pacific Islander
Coum}r| Albary w | cgumrﬂ lUnited States v| Metr0| w | L []White
Phone| 5187777777 [Bxt | | Al Ed|  Fax | Mot Disclosed
il| Veromi Egmail. -
Ernail| VeronicaYoung gmail.com | hd e
@l).S. Citizen @Education Level
JZICZ Manager [ | 12 Grade - no Diploma w |
@School Status
= | Mot attending school or H.S. Dropout vl
Customer Assignment _ @Employment Status
Staff Assigned Jones, Margaret Change Registered 06/06/2012 | Nat Emplayed V|
WIB Assigned Abary/Fensselaer/Schenectady Courties Qrigin Staff eContact Preferences
Agency| Departmert of Labor Change Profiled (] Use Postal [ ] Fax
Office ALBANY Office Profiled Date Fri. Phone Email
u]l Claimant| Vl Internet Resume [ ] Confidential [ [] &t Phone Resume Co
Save | Start Match |Sen£ices| Comp ﬂssess| Activity | | A Refemals | Comespond | IVR | Retta Srch | Comments | | F{esume| Sched ae
'Staﬁ Jones, Margaret | office: ALBANY | | security: Delete | 0919/2012 '
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Message fields. When you are finished, click on the Save button to send the message.

& Customer, Message -- Webpage Dialog

To YVeronica Young

After clicking on the Message button, a pop-up window will appear with your customer's name
populated. To send a message, you will need to populate both of the required Subject and

@ Subject | Lbility Profiler Scores

@llessage Hi Veronicsa,

I have just reviewed wyour Ebility Profiler scores. I would like to
meet wWith you to discuss your scores before I release them, and we

Let me know if you are

gvailable to meet this Friday at 10am at the
One-Stop. Otherwise, we n

et up another time.
Thank vou,

Margaret Jones

Enployvment Counselor

175 Central Avenue
Albany, NY 12206
Phones: (518) 462-T&00

Save I Cancel

correct and up-to-date.

Once you click Save, the message will be sent and the customer will receive a
notification email at the email address listed in OSOS that a new message is available
to view in JobZone. As a best practice and to ensure customers receive notifications
of these messages, be sure to confirm that the customer's email address in OSOS is
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CUSTOMER NOTIFICATION AND RESPONSE
When the message is sent, the customer will receive an email notification message similar to
the one below, at the email address listed for the customer in OSOS. The message will state:

You have a new message in your JobZone account. To access your message, click here to login.

The customer can then click on the link to navigate to Jobzone. Be sure to inform your
customers that the notification emails will be sent from info@careerzone.com, and will have a
subject line of New York JobZone - Message Notification, so that they can adjust their email
settings and be prepared to receive these messages.

GM I I Haarmn Mal | [ Sasrch the Veeh | Sssuanidion
EErT
Commpin Mail — poon e | Archee T Rapers Spae Uslits |z achons v [E] 1o
Inbux - PHEin (O L wincgw
Stamed e
e Mew York JobZone - Measage Motification ..
[t infoflrareer s cum kg coms W, Sup 10, 2012 21 11.00 A
i To Varrea o0 M@yl e
e Eagl: | Sachits a | P | Fors | Dainhe| Stessioral
Tud
: i Wi Yuung
i Veu have = mow message in your JabZoee aceount To view your mezsage, chck hars to kogin
Esiiate

This ifarmation wes proviced as a fes seracs of B Stabe of Hew Yok Degatnent of Labar

T Few ul sl ig an Equsl Cppuiuni
2iliary 35 3% SA0TES SalENE [ Ao Rt b ndad s

Earzdukz swcaged ¢ op gt job szorch

The customer will need to log in to JobZone to access the message. In the upper right hand of
the customer's JobZone homepage, the number in parentheses next to the envelope icon will
indicate the number of new messages the customer has received (e.g., in this example, the
customer has one new message). The customer should click here to review the messages.

B Search all of NY.

Translate

ra, Commissioner

Andrew M. Cuomo, Governor | Peter

Home

JobZone Adult

Welcome Veronica

Did You Know?
Update My Account

Find the 1op 20 largest employers for each of the ning counties that comprise the Finger Lakes Region at url
(nitp- v Iabor stale Ny usiwondarceinaustrydatamniop. asp) Print This Pag
Print This Page

Your Local One-Stop Job Search My Account

Belowis the office closestto vour Keyword |'-'.'i1hi|'| 25 miles % of 2IF| 12221 Welcome back Veronica.
lzcation, Click on Mare== to find : :

additional ons-stop offices arcund Your last login was .
yaur arsa Search
Update My Account
Vorklorce New York One-Stop
Carear Centar Career Expluratlon
Fomimn Tem e A&l iede M
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One-Stop Operating System
This will bring the customer to the Messages page of their JobZone account. For all messages
the customer has received, it will display the date the message was received, who sent the

message and the subject of the message. The customer can click on the message subject under
Subject to open the message.

New York 4' State i= State Agencies 1 Search all of NY.gov

Translale

Andrew M. Cuomo, Governor | Peler M. Rivera, Commissioner

DEpARTMENT JO,bm

Home
\Welcome Veronica JobZone Adult
Update [y Accoul 0) Logou
Messages Prnt This Page

Create a new message by selecting the button below, or review an existing message by clicking on the Subject. To delete multiple messages, select them by
highlighting while holding down the Ctrl key, then click Delete Selected Messages.

Folder.| Inbox ¥

Check r.lessaies

Delete

From Subject

Date

Delete

09/19/2012 Jones,Margaret Ability Profiler Scores

’ Back to Portfolio ’ | Delete Selacted Messages | Create New lMessage

The customer can review the message and has the options to print, reply to or forward the

message.

Home
Welcome Veronica JobZone Adult
Update My Account = (0] Logout

Messages Frint This Page

From: Jones Margaret

Date: 0919/2012

To: Young,Veranica

Cc:

Bece:

Subject:  Ability Profiler Scores

Hi Veronica,

| have just reviewed your Ability Profiler Scores. | would like to meet with you to discuss your scores before | release them, and we can also discuss the next steps you should
take.

Let me know if you are available to meet this Friday at 10am atthe One-Stop. Otherwise, we can set up another time.

Thank you,

Margaret Jones
Employment Counselar
Career Central

Fhone: (518)462-7500

‘ Back to List ‘ ‘ Reply ‘ ‘ Reply Ta All ‘ ‘ Forward ‘
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STAFF MESSAGES TAB - INBOX FOLDER
Once the customer has responded in JobZone, you will be able to view the customer's reply in
0SO0S on the Messages tab of the Staff Detail window in the Staff module. By default, you are
in the Inbox folder of the tab (messages received). When the customer's message is selected in

the list, you will be able to view the customer's message - you may need to scroll down to read
the entire message.

For the selected message, you will have the following options available as buttons at the
bottom of the screen.

e Reply: This brings up the pop-up messaging window containing the entire
messaging thread between you and your customer, and you can send a reply

e Print: This will format the message in a printer-friendly format in a new window and
you can print the customer's message

e Customer Detail: This will take you to the Gen. Info tab of the customer's record

e Delete Message: This will bring up a pop-up window with the text: Do you really
want to delete the selected Message(s)? - you can click OK to delete the message

CUSTOMER PROVIDER EMPLOYER HELP
Logout Preferences

mﬂ! m Messages

Inbox Message Detail
From | Young Veronica SSN | 000-00-0000 0303 1D NY012610968
Date pg9/19/2012 Time | 12:00 AM

Subject: RE: Ability Profiler Scorss

Message 1zrgaret, -

Friday at 1l0am scunds good. FYI - I have been working on my resume and I am geoing to bring

it with me so you can see what I hawve 3o far. w

Customer Subject Cate Status

|¥oung,Veronica |RE: Ability Profiler Scores |0a19/2012  |Read

Folder
I Rephy | Prirtt | Customer Detail | Delete Mezzage
Save | Refresh
'Staﬁ:Jones, WMargaret | office: ALBANY | | [o9r1ei2012 '
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STAFF MESSAGES TAB - SENT FOLDER
To view your sent messages, you can click on the Folder drop-down field and switch from Inbox
to Sent. You will then be able to view all of the messages you have sent to customers.

Similarly to the Inbox folder, you may need to scroll through to read a selected message.
Notice that the Reply button is inactivated, but the Print, Customer Detail and Delete Message
buttons are still active.

PROVIDER EMPLOYER

Logout

CUSTOMER

Preferences

ﬁ Referrals In | Fund Approwval Messages

Sent Message Detail
T0 | Young Veronica SSN | 000-00-0000 0S50S ID | NYD12610368
Date  ps/13/2012 Time | 11:00 AM

Subject | ity Profiler Scores

Message |Ei Veronica, ~
I have just reviewed your Rbility Profiler Scores. I would like to meet with you to B
discuss your scores before I relezsse them, and we can also discuss the next steps you v

Customer Subject Date Status

Younag,Veronica ility P SCOores 09192012

Falder

Print | Customer Detail | Delete Message

Save | Fefresh

'Staﬁ Jones, Margaret | office: ALBANY | | | o9r1ar2012 '

For both the Inbox and Sent folders of the Staff Messages tab, if a message has just
been sent or received, it is possible that the message will not display immediately. If
this is the case, you can click the Refresh button at the bottom of the screen to refresh
the data and all of the received/sent messages should then display.
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found at:
http://labor.ny.gov/workforcenypartners/tools.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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