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PURPOSE

Career Center staff must be proficient in accurately recording veteran status and eligibility in
0S0S. Information is obtained during the initial assessment to develop a service plan and next
steps. Accurate recording is crucial for providing meaningful service to the veteran customer.

The term “veteran/covered veteran” means a person who served active duty in the United
States Armed Forces and was separated with any discharge type except dishonorable and who
served at least one day of active duty for other than training purposes.

Staff will provide priority of service to all veterans and eligible spouses regardless of who sees
them in the Career Center. They are scheduled with the next available staff person and
provided a one-to-one service rather than in a group setting. They are also given priority for
the receipt of employment, training, and placement services.

Refer to the Veteran Career Center Service Guide for more information about priority of service
and serving veteran customers.
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OSOS DATA ENTRY
GEN. INFO TAB

customer.

PROVIDER

EMPLOYER

CompAssess

Customer Search

Services

Data enter or review the information in the General Information tab with the veteran

Record or review the customer’s Education Level. This information may be located on a Career
Center registration form or in OSOS if the customer has been scheduled from an
Unemployment Insurance (Ul) download. Verify that the information is correct.

Enter an email address and revise the Customer Assignment section to reflect the staff
providing services and the office where services are being provided.

Links JobZone

MALINAK, VET SSN: 0SO0S ID: NY014993615 1o0f1
(<] <AL Eiginiity | Addt info| Pgm's/PA | Objective | Work Hist. | EaiLic] Skills | saved Searches | Activities | comm ents | T4 > 2]
[ stemerbata _ _ @ FEthnicHeriage & Race |
s SN | estaws #Job Seeker | Adve V|
0Usemame| malin3615 | wPassword | VM3615 | Mer Education & Employm ent
wlLast Name| MALINAK | @FirstName | VET Education Level @Education Level
@Date of Birth| 0219/ 1981 | @Gender|Femae V| aPo | 12 Grade - HS Graduate v
@Address| 10 MAIN STREET | @School Status
| | A | Not Attending School: Secondary Scho V|
UCi[y| ALBANY | @State | Mew York V| UZip| 12206 | |8Emplovment Status |
Not Employed v
Counly| Albany v | Coun Wl United States V| Metr0| V| <5l o
e e, — . Underempioyed ﬁ
Email| vet malinak@yahoo.com ( Email I v 'Long Term Unemployed v
URL| | | ~— @Contact Preferences |
oU S, Citi l UsePostal [ | Fax
S. Citizen
Pri. Phone Email
Enralments. IJZICZ Manager [] Remove from Case Load | [] Alt. Phone Resume Contact Info
~ Customer Assignment
Staff Assig ned| PIACENTE, JASON | Change | = Registered 07/ 03/2017
wWIB Assigned| Columbia/ Greene Counties | Customer Assignment |M
Agency Department of Labor | Change =
Office HUDSON | _Office Profiled Date
ul Claimant| V| it SISl REsol I InternetResume [_] Confidential [

Save | Stan Match | Services | Comp Asses| Acivity | 1. Referrals| Comespond| VR | RettoSich | Comments| Tag | Resume | Sched | Message
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ELIGIBILITY TAB

Complete the Income Info section to record the customer's low-income eligibility for Disabled
Veterans' Outreach Program (DVOP) and other Career Center services. Determine the
customer's income eligibility using either the 70% Lower Living Standard Income Level (LLSIL) or
the 100% of Poverty Income Guidelines tables. All staff must use current Poverty Income and
LLSIL guidelines to determine eligibility for services. Current tables can be found under Income
Eligibility Guidelines located on the Programs & Tools for Workforce Professionals section of the
NYSDOL website. If the customer is eligible, select "Yes" from either the Lower Living Standard
(Poverty Guidelines) or the Income 70% LLSIL (LLSIL Guidelines) drop-down, but not both.

Refer to the Veterans' Program - Terms and Definitions resource document for the definition of
a "Low-Income Veteran".

STAFF

Services

"EMPLOYER

Comp Assess

" PROVIDER

Customer Search

MALINAK, VET SSN: 0SO0S ID: NY014993615 10f1

<< <] Gen. intol ULl W ac- g —7=— =T~ ——Jwork Hist. | EdiLic| skiis | saved Searches | activities | Comments | T4 > >>|

Incom e Info Eligibility tab Programs

@Lower Living Standard HVRP - Homeless Veterans Reintegration Program

@lncome 70% LLSIL Not Discloset ™ Svc Provider| V|
Local Priority v Income Levels Mative Am erican Programs
High Poverty Area v BearTracks Software Version

Disability Info | |

sDisability Status TribalGode | | Lookup
Migrant Info Tribal Affiliation

#Migrant / Seasonal Worker O Yes ® No

Note: Veteran customers collecting Ul benefits on a UCX claim may meet low-
income eligibility guidelines. UCX claimants can be identified in the Re-Employment
Operating System (REOS). The UCX Indicator is located in the Ul Eligibility Info
section of the General Customer Info tab.

Effy Claim Date: 07/10/2017

BYE: ,m

Last Cert. Date: [08/2012017

# of Online Oertiﬁcations:’5—
Eff. Days Used: 20

Reopened Date: ’7

Addt’l Claim Date: ’7

UI Rate: E3U

UCX Indicator: ¥ UCX Indicator I
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Next, complete the Disability Info section. If the veteran customer discloses a disability, select
"Disabled" in the Disability Status field. If "Disabled" is selected, the Disability Category
section will appear. From the list, select the customer's disability category, if the customer
chose not to disclose, select "Not Disclosed".

EMPLOYER

Comp Assess

PROVIDER

Customer Search

MALINAK, VET SSN: 0SO0S ID: NY014993615 10f1
(<] <] Gen.intoJel UL Ada'tinfo | Pgm s/Pa | Objective [ work Hist. | EatLic] siis | saved Searches | Activiies [ comments | 74 > >
~ Income Info ~ Programs
wLower Living Standard HVRP - Homeless Veterans Reintegration Program
@lncome 70% LLSIL HWVRP Grantee Svc Provider| hd |
Local Priority INAP - Indian and Native Am erican Programs
High Poverty Area v BearTracks Software Version
 Disability Info | |
Disability Status | Disabled Tribal Code| | Lookup |
oDlsablllly_ Category Dlsabllltv Info Iliati0n|
Hearing |:| Vision
[ | Mental Mobility

L] Cognitive/l/IDD D Learning

[ chronicHeatth  [_] Not Disclosed

Financial Capability - has a receiptand has received:
D Benefit Planning Services

[ ] Financial Capability/Asset Development Senices

— Migrant Info
@Migrant / Seasonal Worker ) Yes @ No h
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ADD'L INFO TAB

Military Service and other eligible populations are captured in the Additional Information tab.
Select "Yes" from the Service Veteran drop-down menu to indicate the customer is a veteran,
transitioning veteran, eligible spouse, Wounded Warrior, or caregiver. Once selected, additional
data fields will appear.

If the veteran indicates they served on active duty, select the Active Service radio button.
When the Active Service radio button is selected, the dates of active duty service are required.
After entering the dates, the Days Served data field will automatically populate. The Days
Served provides a computation regarding the 180+ days required to establish veteran eligibility.
Confirm with the customer that these dates do not include training dates performed while
serving in a Reserve Component. Veteran service dates pre-populated into OSOS from Ul will
always default to a two-year service period. Update service dates as needed.

Refer to the Veterans' Program - Terms and Definitions resource document for the definitions
of "Active Duty", "Veteran", "Transitioning Service Member", "Eligible Spouse", "Wounded
Warrior", "Caregiver" and "Reserve Component".

Customer Search

CompAssess

MALINAK, VET SSN: 0SO0S ID: NY014993615 10f1

[<=] <] Gen. Info] Bigibility faatlias Objective] Work Hist. | EdiLic | Skills | Saved Searches | Activities | Comments | T > |>>]
Military Serv on
Teny aerves Military Service I |

#Senice Veteran

(®) Active Service Days Served 428
Service Dates I

wFrom | 10/10/2004 | @Thru| 12/ 10/2005 |
@Senvice Disability| not Disabled v

@CurrentHousing | Homeless v

Current Housing (2)

Campaign Veteran [ ]

() Transitioning Veteran

() CtherEligible
Assign To List
Cther Barriers to Employment? | |
@ Military Branch | Army V| Selective Service S . .
: : elective Service
VEEET ER Selective Senvice?
Other Vet # Register/Lookup |
Em ployment Preferences Shift Preference
Work Week | v| Work Any Shift () Yes ® No
Duration | v| L] First Shift
[[] second Shit
Salary| | . .
_ [] Third Shift
Pay Uit | V] (] Split Shift
Date Available |:| [ ] Rotating Shift

Save |Start Match | Sergiceleomp Assess| Activity |I.A Referrals Correspondl VR | Retto Srch Corrmentsl Tag | Resume | Sched | Message
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Note: The Selective Service data field must be checked. This is necessary to create
the WIOA enrollment and access WIOA funding when entering L2 level services.

Note: If the Thru date of the veteran’s dates of active duty service is between
February 28, 1961 and August 4, 1964 the In Country data field will appear. Verify
with the veteran if they served in the Republic of Vietnam during that period. If so,
select the In Country check box to indicate the veteran is a Vietham-Era veteran.

Refer to the Veterans' Program - Terms and Definitions resource document for the definition of
"Vietnam-Era Veteran".

Military Service
@Senice Veteran
(@) Active Service Days Served | 1254
@From | 02/2&/ 1961 | @Thru| 08/ 04/ 1964 Thru Date I
#Senice Disability| not Disabled V|

@ Current Housing | Homeless v|
Current Housing [2)| v|
Campaign Veteran [ ] |n Country In Country I

() Transitioning Veteran
() CtherEligible

Other Barriers to Employment?

@ Military Branch | Army V|

Veteran Era

Vietnam

OSOS Guide - Military Service -6- 3/27/2019
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members.

PROVIDER

Customer Search

MALINAK, VET

~ Military Service

aSenice Veteran

Customer List Participation

EMPLOYER

CompAssess

STAFF

Services

SSN: 03S0S ID: NY014993615

List Name

(®) Active Service Days Served 428
@From | 10/10/2004 | @Thru 12/ 10/2005 |
@ Senvice Disability| not Disabled v

@CurrentHousing | Homaless v

Campaign Veteran [ ]

() Transitioning Veteran
() CtherEligible

Cther Barriers to Employment? e

@ Wilitary Branch | Amy v

Veteran Era -
| OtherVet ) Register/Lookup |
~ Employm ent Preferences - | Shift Preference
Work Week | M Work Any Shift () Yes ® No
Duration | vl (| First Shift
Salary| | [] second Shit
) [ ] Third Shift
Pay Unit M (] split Shift
Date Available | | [ ] Rotating Shift

The Service Disability, Current Housing, and Military Branch are required for Active Service

10f1

[<o] =] Gen. info] aiginiiey LLEILL Y Pgm <P | objective | workcHist. | Eaitic] sitis| saved searches | activiies | comments | ¢ > >>]

Save | Start Match | Services | Comp Assesc| Actvity | 1.A Referrals | Correspond | IVR | Retto Srch | Comments | Tag | Resume | Sched | Message
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If the veteran has been determined by the U.S. Department of Veterans Affairs (VA) to have a
service connected disability, then select the appropriate Service Disability in the Military
Service section. A veteran with a 0% service connected disability rating is considered a
Disabled Veteran, but is not eligible for DVOP services.

service connected disability as determined by the VA. However, if the veteran
discloses a Service Disability, then the Disability Status data field in the Eligibility tab
must indicate "Disabled".

Note: If the veteran discloses a disability in the Eligibility tab, it may not qualify as a

Refer to the Veterans' Program - Terms and Definitions resource document for the definitions
of "Disabled Veteran" and "Special Disabled Veteran".

STAFF

PROVIDER

Customer Search stom er Deta Comp Assess Services Links JobZone

EMPLOYER

MALINAK, VET SSN: 0808 ID: NY014993615 10f1
[<<] <{Gen. info igiviity K] Pom s/Pa | Objective | work Hist.| EdLic] Skills | saved Searches Activties | Comments ] 7d > 1>
— Military Service — Customer List Participation —
@Senice Veteran List Name |
(®) Active Service Days Served 428 O |

@From | 10/ 10/ 2004 —
@Seniice Disability[rors /‘
Disabled << Service Connected Disability I

B .
R Special Disabled
Current Housing (2) v

Campaign Veteran [ ]
() Transitioning Veteran
() CtherEligible

ign To List | 00
Cther Barriers to Employment? Assign To lstl I

@ Military Branch | Amy v| | Selective Service
Veteran Era Selective Service?
_ OtherVet ]k Register/Lookup |

OSOS Guide - Military Service -8- 3/27/2019
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Record the customer's Current Housing in the first required data field as indicated by the green
dot. Disregard the options in the drop-down menu that are not appropriate for veteran
customers such as "Foster Child" and "Runaway". The relevant eligibility criterion is the
"Homeless" option. This will need to be recorded as appropriate.

Note: Current Housing is a required data field, if the customer does not disclose
their current housing situation then select "Rent" from the drop-down menu.

FPROVIDER EMPLOYER

Custom er Search stom er Deta CompAssess Services Links JobZone

MALINAK, VET SSN: 0SOS ID: NY014993615 10f1
[<<] <] Gen. Info Bigibitity LI ) Pgm /A | Objective | Work Hist. | EdlLic] Skills | Saved Searches | Activities | Comments | Td > |>>)
— Military Service Customer List Participation —
@Senice Veteran |_ List Name
(®) Active Service DaucSanmd 492 | O |

@From | 10/110/2004 || aged Out of Foster Care

@Senvice Disability| Foster Child

X Group Home
@CurrentHousing
Current Housing (2)

Current Housing I

Own Home
Rent
Campaign Veteran | Runaway

() Transitioning Veteran
() OtherEligible
Cther Barriers to Employment? Assign To List| - |
@ Military Branch | Army v| || selective Service
Veteran Era Selective Service?
| Other Vet (0 Register/Lookup |

Select the appropriate Military Branch from the drop-down menu:

() CtherEligible

Air Force
Air Force Reserve
Air Mational Guard

Other Barriers t

@ Military Branch Military Branch I

Army MNational Guard
Veteran Era mw

Army Reserve
‘l Other Vet Marine Corps Reseve |
SEEEE e
— Employm ent Pr N;\Eﬁ e =

Work Week I: MNavy Reserve
_ Unlknown (Inactive)
Duration |: US Coast Guard

OSOS Guide - Military Service -9- 3/27/2019
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If the veteran customer is a transitioning service member, select the Transitioning Veteran
radio button. The Type data field will become mandatory. Ignore the "Spouse" option and
select either "Discharge" or "Retirement" from the drop-down menu. Selecting either of these
options will require the From and Planned Thru data fields to be completed. Record the date
that the customer entered military service in the From data field and the future date for when
they will be separated in the Planned Thru data field.

Note: When recording a customer as a transitioning service member, the
Employment Status data field in the General Information tab must indicate
"Employed - Rcvd Notice of Termination" in order to save the record.

Refer to the Veterans' Program - Terms and Definitions resource document for the definition of
"Transitioning Service Member".

PROVIDER EMPLOYER "HELP

Customer Search Links JobZone

MALINAK, VET S5N: 0505 ID: NY014993615 10of1

Comp Assess

[<<] < Gen. Info ] Engibiity J5C L) Pams/PA | Objective | Work Hist. | EdiLic | Skills [ saved Searches | Actvities | Comments | Td > [>>]
Military Service Customer List Participation
@3emnvice Veteran List Name

(1 Active Senvice

2 citioning Yeteran
@ Type Discharge W
REnned Thru
@Senvice Disability

Campaign Veteran ]

Transitioning Veteran

() Other Eligible
As=zgn To List
Other Barriers to Employment? | |
@ Military Branch Selective Service
[ Ay v Selective Service?
Veteran Era # Register/Lockup |
Employment Preferences Shift Preference
Work Week | v Work Any Shift () Yes ®) No
Duration | v| [] First hif
Salany| | [ Second Shift
: (] Third Shift
Pay Unit| v [ splitShift
Date Available | | [ Rotating Shift
Save | Stant Match | Services| Comp Asses:| Actvity | 14 Referais| Comespond| VR | Ret to Srch | Comments| Tag | | Sched | Message
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The Other Eligible data field is used to record the additional eligible categories for DVOP
services. The Other Eligible category includes eligible spouse, Wounded Warrior, or caregiver.

If Other Eligible is selected, a comment must be recorded identifying the criteria used in
determining the customer as Other Eligible.

Refer to the Veterans' Program - Terms and Definitions resource document for the definitions
of "Eligible Spouse", "Wounded Warrior", and "Caregiver".

Note: The Other Eligible category will not display until "Yes" is selected from the
Service Veteran drop-down menu.

Military Service
#Senice Veteran | Yes W Select "Yes" I
() Active Service
() Transitioning Veteran
| Other Eligible ‘®) Other Eligible

Cther Barriers to Employment?

Military Branch | Army h |
Veteran Era
Other Eligible

Sample comment:

PROVIDER EMPLOYER
Customer Search Comp Assess

MALINAK, VET SSN: 0SO0S ID: NY014993615 10f1
[<<] <] Gen. Info] iigibility | Adcrt info | Pgm s/ | Objective | Work Hist.| EdLic] Skills | saved Searches Activities [iiiuibitoucl| Td > 1>
[] Created Staff Assigned

Comments

I (07/06/2017  [PIACENTE, _JASON

OSOS Guide - Military Service -11- 3/27/2019
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OBJECTIVE TAB

Click the Add a Job Title button to enter multiple Desired O*Net codes and titles within the
Objective tab. If the O*Net code is not known for a specific occupation or occupational cluster,
click the O*Net Titles button to connect to O*Net OnLine. Enter multiple Desired O*Net codes
and titles as appropriate to maximize the likelihood of identifying employment opportunities
during the job matching process. To ensure quality job matching, staff should verify that the
customer has the qualifications necessary for each additional O*Net title selected. In
accordance with the Employability Customer Service Indicator, at least one O*Net code in the
Desired O*Net section must match an O*Net Code from the customer’s work history. Any
additional Desired O*Net titles should relate to what the customer’s current objectives are.

STAFF

Services

EMPLOYER

Comp Assess

PROVIDER

Customer Search

MALINAK, VET SSN: D. NY014993615 10f1
(2] = Gen. Into] Bigivity | Add nfo ]| Pgm /P Je o el + et bbbkl o Searches | Activiies | Commerts | 74 > [o>)

#Em ploym ent Objective

To obtain a position in an office or clerical environment

#Desired O*Net

O*Net Title ] Desired O*Net |
Experience: Year(s) |:| h(s)

O*Net Titles button

O*Net Titles

O*Net Title | Exp. (Months)| thin_ v lofziP| |
[]|word Processors and Typists Wilhi“| V|0fZ|P| |
[]|Office and Administrative Support Workers, All Cther A
[ ]|Office Clerks, General Vv Or Anyw here in the following states
| v
Add a Job Title Add a Job Title hd
Desired Em ployers h
Company |
[l | Or outside the United States
N
A4
| M
| Add an Emplovyell |

Save | Statt Match | Services | Comp Assess| Activity | 1A Referrals | Correspond | IVR | Retto Srch | Comments| Tag | Resume | Sched | Message |
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WORK HISTORY TAB

When recording military service work history, it is a best practice to fill in the Job Type
information first, discuss the position and duties with the veteran customer, and then fill in the
Job Duties field. This will allow for a conversation to facilitate the initial assessment of the
customer's knowledge, skills, abilities, and experience.

To enter a new job title, click the New Job Entry button. Start by selecting the Job Type as
"Military" and then enter the Branch of service. Once the Branch is selected, enter the Rank.
Selecting the Rank will require the Military Occupational Specialty (MOS) field to be completed.
Although not indicated by a green dot, the MOS data field is required to save the record.

Note: Various military branches identify their Military Occupational Classifications

(MOC) or specialty job titles using terms other than MOS. The MOS data field will

accept different codes depending on the Branch of service selected. The table below

provides information regarding how military branches refer to their MOCs and an
example of how to enter the code into the MOS data field. If the veteran customer knows their
military job title, but is unsure of their MOC code, staff can use the O*Net Online Crosswalk
Search to find the appropriate code.

Branch MOC 0OSOS Data Entry Example
Air Force Air Force Specialty Code 1C131
(AFSC)
Army MOS 42A
US Coast Guard* Rating 110
Marines MOS 3381
Navy Navy Enlisted Classification 1121
(NEC)

*OSO0S does not accept traditional U.S. Coast Guard ratings in the MOS data field. Refer to the
Coast Guard Rating OSOS Conversion Chart to find the applicable OSOS data entry code for each
Coast Guard rating.

0OSOS Guide - Military Service -13- 3/27/2019
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STAFF

Services

EMPLOYER

Comp Assess

PROVIDER

Customer Search

MALINAK, VET SSN: ID: NY014993615 10f1
(£ (0 EENED ETFISEN AR CPRieon L werkHist € Work History tab [Comments | 7d > >
-~ aDetail
Job Title| | ONet Tiles | O*NetCode| |
“Employer | | Include online [v] @StartDate| | @EndDate
wAddress Supenisor | Phone| | E’d| |
*Wage | [ Hourly v HoursMreek
@ City #Reason for Leaving W |
State | New York V| zip| | #Job Duties
Country| United States V|
| Job Type Type|Mitay V| Branch | Amy V| Rank |E4_ V| MOs | Branch, Rank, & MOS data fields
|| | NAICS Lookup | !

NAIGS |

Start End

Job Company City

I New Job Entry button New Job Entry | Delete Selection|
ivity | 1A Referrals | Correspond | IVR | Retto Srch | Comments| Tag | Resume | Sched | Message

Save | Start Matchl Sergicesl Comp é&se&l
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After the MOS has been identified, discuss with the veteran their military experience and enter
that information into the Job Duties data field.

MALINAK, VET SSN: 0SO0S ID: NY0149936156 1of1
< <) Gen. o) iy Ao PameiPh Y Onjectve YL L] Ee] i saved searcnesYacivies Commenis | T > 1o
~ @Detail
@Job Title| | O'Net Tites | O'NetCode| |
0Employer| | Include online OStarlDatel:I @End Date
@Address Supenisor | Phone| | Exl| |
*\Wage | | V| HoursMreekD
@ City ¥ eason for Leaving W |
OStaie jOb DUties @Job Duties Performs personnel and administrative A
@Country| United States o functions. Participates in occupational v
Job Type| Miitay | Branch | Army V| Rank[E4 V|Mos[42a | RREwnt# ' Event |
NAICS | | | NAICS Lookup | Individual w/Disabiity |

Note: The Credentialing Opportunities On-Line (COOL) websites are helpful resources to

obtain specific details on military occupation job duties. Each military branch has a COOL
website:

e Air Force: https://afvec.langley.af.mil/afvec/Public/COOL/Resources.aspx

e Army:_https://www.cool.army.mil/

e US Coast Guard: https://www.gocoastguard.com/active-duty-careers/enlisted-
opportunities/view-job-descriptions

e Marines:_https://www.cool.navy.mil/usmc/

e Navy: https://www.cool.navy.mil/usn/index.htm

OSOS Guide - Military Service -15- 3/27/2019
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@ O‘NET OnLine

-
the americanjobcenter®network

A proud pa

Help Find Occupations Advanced Search Crosswalks

Military Crosswalk Search

Help Find Occupations Advanced Search Crosswalks

@ O-NET OnLine

Help Find Occupations Advanced Search Crosswalks

Military Crosswalk Search for:
42a

42A Human Resources Specialist (Army - Enlisted)
11-3011.00 Administrative Services Managers
11-3121.00 Human Resources Managers
13-1071.00 Human Resources Specialists
13-1075.00 Labor Relations Specialists

Search codes or titles from the Military Occupational Classification (MOC).
m |
Examples: 0963, radio chief

1 code matching "42A" in Military Occupational Classification (MQC)

Search again: [Army (MOS) [v] [424] x

13-1141.00 Compensation, Benefits. and Job Analysis Specialists

13-1151.00 Training and Development Specialists # creen
43-1011.00 Eirst-Line Supervisors of Office and Administrative Support Workers

43-3051.00 Payroll and Timekeeping Clerks

43-4161.00 Human Resources Assistants. Except Payroll and Timekeeping

43-6011.00 Executive Secretaries and Executive Administrative Assistants

43-9022.00 Word Processors and Typists
43-9061.00 Office Clerks. General

The O*Net OnLine Military Crosswalk website, http://www.onetonline.org/crosswalk/MOC,
provides a list of related civilian O*Net occupations for various military job titles. Select the
branch and enter the veteran customer's MOC or job title and click the Go button.

Occupation Quick Search:

@ >3

Share O*NET Sites

O*NET Sites

This will generate a list of similar civilian job titles from which the veteran customer may use to
detail their skills. The career crosswalks may not be exact, but can add to the conversation with
the veteran customer on what preferences exist for future employment.

Occupation Quick Search:

G ) >

Share O*NET Sites
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https://www.mynextmove.org/vets/

MY NEXT MOIVE (i

Careers similar to Army MOS code

42a

Your search matched the Army MOS code:

42A Human Resources Specialist (Enlisted)

training, education, or experience.

Tasks in these careers match most duties of the military job:

Where in
the Army?

Executive Secretaries & Executive Administrative Assistants

Human Resources Assistants

Office Clerks, General

Word Processors & Typists

Human Resources Specialists

First-Line Supervisors of Office & Administrative Support Workers

Labor Relations Specialists

Human Resources Managers

Showing 12 civilian careers similar to this code. These careers may require additional

¢ Ready

« forajob?

' First term
/' First term
V' First term

V' First term

First term
+ plus prep

First term
+ plus prep

First term
4 plus prep

= Long term

Another useful website for identifying skills and experience from military service and converting
these skills to a civilian O*Net title is My Next Move for Veterans:

e - N

insit
SEARCH  INDUSTRIES ~ MILITARY
Print = Share

Try another search:
Army (MOS) M

423 (D)

Pay Grade 7 green 70 URENRwe
E3
E3 a
E3 Qo
E4 o
E4 2
ES
E5
E6
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Once an O*Net Code has been identified, it can be copied and pasted into 0SOS. When
copying and pasting into the O*Net Code data field, be sure to delete the ( —) that displays in
the code. The O*Net Code will automatically populate the Job Title. It is acceptable to keep
the O*Net title or enter a corresponding civilian or military Job. The screen below displays the

O*Net job title:
PROVIDER EMPLOYER
Customer Search stom er Deta Comp Assess
MALINAK, VET SSN: 0SOS ID: NY014993615 1o0f1
[ <Tcen infol gty [ Addrfo] Pgm /P Objective WEATUE dtic] skt | saved Searche s [Activiies | commente ] 1 > -2
~ wDetail >4
Job Title| Word Processoms and Typists € Job Title O*Net Code ¥ ONet Code| 43902200
“Employer | United States Ammy Start Date
@Address | Fort Drum Supenisor| | Ph ne| |Exl| |
@Wage| $ 2617200 | [veaty ‘| Hoursiweek| 0
@ City| Fort Drum @Reason for Leaving V|
@ State | New York V| Zip @Job Duties| Ferforms personnel and administrative A
@Country United States V| functions. Participates in occupational \¥4
Job Type| Mitay ™| Branch | Amy V| Rank|[E4 V|MOs[42a | RREwent | Event |
NAICS | || | NAICS Lookup | Individual w/Disabity |
Job Company City Start End

|W0 rd Processors and Typists United States Army Fort Drum 10/10/2004 [12/10/2005

New Job Entry | Delete Selection|

Save | Start Match | Services | Comp Asses| Activity | 1A Referrals| Corespond| VR | Retto Sreh | Comments| Tag | =~~~ | sched | Message
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MALINAK, VET

SSN:

0S0S5 ID: NY014993615

[<c] <[ Gen. info [ Engrbtty | Adc nfo | Pgms/PA | Objective Gt el ic | Skits [ Saved Searches | Actvities | Comments | T2 > |>>|

The screen below displays the customer’s military job title with the same O*Net Code as above:

1of1

— @Detail

@Job Tmel Human Resources Specialist

oEmponer| United States Ammy

| O'NEITMEI O*NetCode

Include online @Start Date | 10/10/2004 | @End Date | 12/10/2005%

|
OMdressl Fort Drum | Supenﬂ'sorl | F'hone| | E,n_| |
| | e\Wage| 52617200 ||veaty ‘| Hoursiweek
@ City| Fort Drum |  @Reason for Leaving| v

OS’[EIE| Mew York Vl Zipl | @Job Duties| Performa perscnnel and administrative fa
OCounh'y| United States V| functions. Participates in occupational W
Job Type| Mitary ~| Branch | Ay V| Rank|E¢ V| MOS| 424 | RREvent# ==

NAICS | [ | MAICS Lookup | Individuzl wiDisablity |

Worker Information section using

Customer Search
MALINAK, VET

PROVIDER

[<c] <] Gen. nfo] Ehgibiiity | Add'TInfo] Pgms/PA | Objective IAGEL

Complete all the required fields in this tab, including the Reason for Leaving data field. If the
veteran customer is profiled 50-100, likely to exhaust Ul benefits, and/or collecting benefits on
a UCX claim, then the Reason for Leaving must be recorded as "Category 1-DW". This will
provide access to the Dislocated Worker Information section. Complete the Dislocated

the veteran customer's military separation date as the

Qualifying Dislocation Date and calculate the Tenure (months). The O*Net at Dislocation data
fields will automatically populate from the title and code selected above.

EMPLOYER

JobZone

Comp Assess

SSN: 0505 ID: NY014993615 1 of 1
Ed/Lic | Skills | Saved Searches | Actvities Eﬁﬂ

— @Detail

@Job '|'|t|e| Human Resources Specialist

| OrNetTites | @ 0*Net Code

@Employer | United States Amy |
@Address | Fort Drum |
|

Include online @Start Date | 101072004 @End Date | 12/10/2005

Supervisor | Phone | Ext. | |

OWage{ £26172.00 Yeg

@Qualifying Dislocation Date | 12/10/2005

@City | Fort Drum |  @ReasonforLeaving cai=cory 10w € Select Dislocated Worker option I
OSlatel Mew Yaork Vl Zip| | @Job Duties| Performs perscnnel administrative ~
OCoumJ']rl United States Vl functions. Participates in occupaticnal W
Job Type| Mit=y | Branch | Amy V| Rank|E¢ V|mog[424 | RREvent# || [Ever |
NAICS | | /(im_ﬂ-“—l—-
Dislocated Worker Information Complete Dislocated Worker Information -I

@Tenure (months)

O*Met at Dislocation | 43906100 | Office Clerks,

General |

NAICS | Il

Job

Human Resource

Specialist

United States Army

Start

10M0/2004

Company City

Fort Drum
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DOB TAB

Per WIOA guidelines, date of birth must be verified. In the DOB tab, the veteran customer's
date of birth will populate from the General Information tab. If the veteran customer is
receiving unemployment insurance, their date of birth will be verified by the Ul Division and the

Ul DOB date will be populated.

The DOB tab must be completed if the veteran customer's DOB is not verified through Ul. Click
the Add button to access the Data Element Verification (DEV) sections and verify the birth date
using the customer's motor vehicle operator's license (DMV #) or Other Verification Source.

STAFF

Services

EMPLOYER

CompAssess

PROVIDER

Custom er Search

MALINAK, VET SSN: O30S ID: NY014993615 10f1

[<<] <kive | Work Hist. | EdiLic| Skilis | saved Searches | Activities | Comments | Tests) DOB tab oos ) B8

Data Element Verification V

il ~ Customer Detail
Linked Date of gg/19/ 1981

Birth

~ Record Sent

DOB Sent

~ Process Response
Match Found
S S Ul DOB Verification I
| |
|

~ Other Verification Baptismal Record
UIDOB | Bitth Cettificate

T Copy of ID
I Verification Source Verification Source Eﬁb

Govemnment ID Card

Hospital Record of Birth

Match with Vital Statistics
Passport

Public Assist. /Social Srve. Record
School Record/ID Card

Tibal Records

Work Permit

Add| Delete | PrintList | Help | Print Record | Audit |

Save [ Stat Match | Services | Comp Assess| Activity | 1.A Referrals| Comrespond| VR | Retto Srch | Comments| Tag | Resume | Sched | Message

I Add
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COMPREHENSIVE ASSESSMENT

To record additional DVOP eligibility criteria in OSOS, staff will need access to the
Comprehensive Assessment window in OSOS. When any information is entered into the Comp
Assess section, all required data fields (as indicated by a green dot) must be completed to save
the record. The tabs within the Comp Assess window that require data entry are:

Employment
Education
Family
Housing

PROVIDER EMPLOYER
Customer Search Customer Detail . Comp Assess <@
MALINAK, VET

<] < S et | Ecucation| Financial] Family| it reatments | Legal | ousing] ransportaton Afiachmen

Comp Assess window
- N 5l

Note: Not all tabs within the Comp Assess window are required to be completed.
The Health and Treatment tabs are inaccessible and require no data entry. The
Legal and Transportation tabs have no required data fields, but staff should record
available information in these tabs as appropriate. And although the Financial tab is accessible,
staff must not enter any information into this tab.
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EMPLOYMENT TAB

The Employment tab contains one required (green dot) data field. Record if the customer has
any Cultural Barriers to Employment. WIOA defines a cultural barrier as having attitudes,
beliefs, customs, or practices that may make it hard for an individual to find work. If the
customer explains the cultural barrier indicate this in the Cultural Barriers text box.

The Employment Objective section will be pre-populated with the information already
recorded in the Objective tab within the Customer Detail window. Complete the Job Behavior
and Skills section with any available information. Indicate if the customer has any Serious
Barriers to Employment and explain in the Customer Detail Comments tab.

PROVIDER EMPLOYER STAFF
Custom er Search Custom er Detail . CompAssess Services Links JobZone

MALINAK, VET SSN: 0SOS ID: NY014993615
(44 Empioyment Employment tab |3 g (e [ [Comments | Attachm eritd > [>>)

Crigination Date LastUpdate Job Behavior and Skil

Staff Assigned | pIACENTE. JASON Job Behavior and Skills I
| |

Employment Behavior

Employm ent Objective
Job Title| pata Entry Keyers
Wage Desired Per

Geographical Location

Within 50 miles of 12206 Job Seeking Skills

Is the customer interested in 0 0
non-traditional employment? e i Job Keeping Skills
Current Employment Status = Ngt Employed

Poor Work History? [

Youth Needing Additional -v
Assistance?
Serious Barriers to Suggsfary of Occupational Strengths & Weaknesses

Employment?

@Cultural Barriers to
Employment?

Cultural Barriers

Cultural Barriers text box

ment

Save | Customer Detail | Services | Activity | Comespond | WIOA Eligbiity| Summary | Comments |

View Employment Hstory | ACI"NET |

Other Barriers to E
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EDUCATION TAB

The Education tab contains two required (green dot) data fields in the Math & Reading section.
In the Basic Skills Deficient/Low Levels of Literacy field, choose an option from the drop-down
list. In the English Language Learner field, choose "Yes" or "No" from the drop-down list.

Education and Current School Status in the Education Completed section will be pre-filled with
the information entered in the Education & Employment section of the Gen. Info tab of the
Customer Detail window.

If the customer discloses a learning disability (the check box in the Disability Info section of the
Eligibility tab is marked), then the check box next to Any indication of learning disabilities? will
be automatically marked.

Lastly, fill in any Training Information in the five text boxes on the right, if applicable.

PROVIDER EMPLOYER
Customer Search Custom er Detail .~ CompAssess |

MALINAK, T SSN: 0OSOS ID: NY014993615
| Education tab 2 [ucation [Family ] Heath] Treatm ents | Legal | Housing| Trans port= on] Comments | Attachm entq > ||
- Math & Reading Math & Reading | fuaining Information Training Information I——
wBasic Skills Deficient / Training
Low Levels of Literacy | Mg Completed
1 Yes - Basic Skils Deficient
-
English Language Yes-Low Level Of Literacy
Learner
Both
Training in
— Education Completed Progress
Education HS grad or Disabled w/ Cert/IEP |
Current School Status | Mot Attending School, Secondary Schod
Job-Related
Interests
Customer below appropriate grade level? [ |
Pell Grant Recipient? v| Job-Related
Award Amount i
Any indication of leaming disabilities? v Learning Disabilities
Learning Disabilities:
Training
Needs

Save | Customer Detail Sergicesl Acﬁvityl Comrespond \MGAEIigbilyl Summary | Comments
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FAMILY TAB
The Family tab contains two required (green dot) data fields. Choose an option from the drop-
down list next to Marital Status in the Personal Information section.

Choose an option from the drop-down list next to the Family Status field. Choose "Not
Disclosed" if the customer chooses not to disclose this information.

List Members of Household if the customer chooses to disclose this information.

Lastly, enter any relevant information in the three text boxes in the Family Needs section.

PROVIDER EMPLOYER

Customer Search Custom er Detail ~ CompAssess
0SOS ID: NY014993615

g lUN Feaith [ Treatm ents [ Legal | Housing]

[comments | attachmentq > |>>)

: rm ati — Family Needs Family Needs
I Marital Status g7 = o crralrrm i e
Victifn of domestic violence? () yes () No
@Family Status | v| . |
Family Status i care arrangements:
Mem bers of Household
Name | Relationship Birth Date Dep. |

“:l I Support from family & friends:

Add a Member T I Child Protective Services

— Has child protective senvices ever contacted customer regarding

his/her child or children? [_]

Is Customer parenting youth?

Save | Customer Detail Sergicesl Amivityl Comespond | WIOA Eligbilyl Summary | Comments
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LEGAL TAB

The Legal tab contains no required (green dot) data fields. However, it does contain fields
relevant to DVOP eligibility. Record if the customer is an ex-offender in the Legal tab. WIOA
defines an offender as an individual who has been subject to any stage of the criminal justice
process, individuals who need help overcoming barriers to employment resulting from a record
of arrest or conviction for crimes against persons or property, status offenses, or other crimes.
A prior conviction can be a barrier to securing employment and indicate a need to provide
additional services.

Choose "Yes", "No", or "Not Disclosed" in the drop-down list next to Offender Status.

The Probation Officer contact and Current Legal Issues data fields are not required however;
these fields can be helpful to staff working with another agency to assist the customer with
securing employment.

Record relevant comments in the Customer Detail Comments tab, such as when the conviction
occurred, and whether the customer has work restrictions. Comments should be specific to job
search restrictions and work restrictions only.

PROVIDER EMPLOYER STAFF
Customer Search Custom er Detail

Services

: NY014993615

MALINAK, VET SSN: 0s0s
[<<] <] Em ploym ent] Exucation | Financial| Fam iy | Heaith | Treatm ents IR . QQEECIREI onl comments | Attachm ered > >3]

Legal Information

Offender Status Yesﬁ Offender Status
Probation Officer | No
Mot Disclosed

Phone | | Ext| |

Current Legal Issues

Save | Customer Detail Sergices| Activity | Comespond NGAEIigbily| Summary | Comments
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HOUSING TAB

The Housing tab contains one required (green dot) data field. The Current Housing will
automatically populate with data from the Current Housing listed in the Additional
Information tab in the Customer Detail window. Update and add any additional information

into the data fields.

If Housing Assistance is needed, enter "Other" in this section. A best practice is to add the
current date in the Expected Changes section when updating this tab.

PROVIDER EMPLOYER
Customer Search Custom er Detail .~ CompAssess
MALINAK, VET SSN: 0OSO0S ID: NY014993615

=) = m ploym ent] Education| Financial] Fam i Ll L RS UL ) Trans portation | Comments | Attachm entq > [>>]

~ Housing Information

@ Current Housing | Homeless Current Housing from Add'l Info tab I
Current Housing (2)| v
Housing Assistance | None V|
Contact Person |
Phone e[

Expected Changes

Save | Customer Detail Sergicesl A{:Iivityl Comespond \l'\ﬂOAEIigbilyl Summary | Comments

OSOS Guide - Military Service -26- 3/27/2019



>0

One-Stop Operating System

TRANSPORTATION TAB

Customer Detail Comments tab.

PROVIDER

Custom er Detail

EMPLOYER

Custom er Search

The Transportation tab contains no required (green dot) data fields. However, it is important
to record applicable Transportation Information to identify if the customer can access services
and obtain employment. Check any boxes that apply and record relevant comments in the

STAFF

Services

MALINAK, VET SSN: S ID: NY014993615
@ﬁ&ma Transportation tab ) Transportation (T IEEnT (2 S
— License Information
Does customerhave a driver's license? j Class ’7 State ’j
|:| Pass Transport D Hazardous Materials |:| Tank %hicle D Motorcycle
|:| School Bus D Doubles/Triples |:| Tank Hazard D Air Brakes

~ Transportation Inform ation

Transportation Information

Does customer own a vehicle? D

Does customer have auto insurance? [ |

[ | other:

Transportation available to customer: [ | Own vehicle [ | Motorcycle [ | BusRail [ | None

Save | Customer Detail Sergicesl Aclivityl Comrespond

WOA Eligbilty| Summary | Comments | Comments

N
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RECORDING ACTIVITIES AND COMMENTS
If the customer is determined eligible for DVOP services, the DVOP referral activity must be
recorded. Click the Activity button to access the Activities - - Webpage Dialog box. Click the
L1- State Specific folder and then the VET Referrals folder to select the DVOP Eligible/Service

Referral. Enter the date that the activity was provided and click the OK button and then the
Save button.

MALINAK, VET 2 Activities -- Webpage Dialog Activities - - Webpage Dialog box kr
2 B cen.info| (SN AL | (Activiies
Customer Data T T
s sSN | eStams |- Return to Work - wcB A
oUsername| malin3615 ] SEAP
wlast Name| MALINAK |- A customer Outreach 5
Date of Birth s Gender - Fraining

& — VET Referrals

fooro (1 LA ALR [}

DVOP Eligible/Service Referral

DVOP Eligible/Senice Referral
@ City| ALBANY | ——— [ |LVER Job Matching Referral
County| Albany vcount| = wNY Initiative
Phaone | 51 8‘~’-‘555555| Ext | | Il - work Search Plan
Email| vetmalinak@yahoo.com L1 Supportive Svcs / Need Related Pmts
URL . L1 Veteran Specific Services
@l S. Citizen I NYESS
Enrolments | JZ/CZ Manager [ ] | PROMISE
3 J v
Customer Assignment 3 I . P ISE Parent Center (ONLY)
Staff Assigned PIACENTE. JASON Activity Date Enter Activity Date I
WIB Assigned Columbia/ Greene Countieg
E RREvent# | ~N V]
Agency Department of Labor
Ofice HUDSON 1 keyword(s))| | Search | o[ Click oK |
ul Iaimant| _ [ y
Save <| Activity ACtiVity button tto Srch | Corm'1ents| Tag | Resume | Sched | Message |
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This is a sample of the recorded activity:

[<<] <] Gen. Info] Bigibility | Addl info | Pgm s/PA | Objective ] Work Hist. | EdiLic] Skills | Saved Searches Jatauuilsoll Comments | Td > >
[|| Activity IAmivily DateI Office | Staff | Employer | JobID | SAl FA|
|D New Job Seeker - Staff Assisted

Record a Comment detailing the activity and click both Save buttons:

MALINAK, VET SSN: 0308 ID: NY014993615 1o0f1
[ <] <] Gen. Info| Bigibiiity | Addt Info| Pgm s/PA | Objective | work Hist.| EaLic) Comments tab_2¥ comments 7 )

Created Comments

07/06/2017 PIACENTE, JASON

Staff Assigned

Completed MSQ with veteran customer. Veteran determined DVOP eligible due

meeting the low-income eligibility criteria.

2 Comment -- Webpage Dialog lﬂ

Edit Comm ent

Completed MSQ with veteran customer. Veteran
determined DVOP eligible due meeting the low—
income eligibility criteria.|

Click Save Save | SpellCheck | Cancel |

Edit Comment | Delete Commeml Print Con‘mentsl

Save | @ Assess| Activity | I.A Referrals | Correspond | IVR | Retto Srch | Comments | Comments button I
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After determining a veteran is ready for job referrals, staff will record the LVER Job Matching
Referral activity. This activity should be recorded after each subsequent appointment with a
veteran customer that is Job Search Ready.

If a customer's eligible veteran status changes, e.g., they were previously incorrectly identified
as a veteran, Career Center staff should notify the LVER to remove that customer from their
caseload and record a supporting comment.

>

Vi

I — [ Ipvor Eligible/Senice Referral
l e LVER Job Matching Referral
- WY Initiative

] Work Search Plan

L1 Supportive Svcs / Need Related Pmts
L1 Veteran Specific Services

MALINAK, VET SSN: 0OSO0S ID: NY014993615 Record Saved
<] <|Gen. Info ] Higibility | Add'l Info | Pgm s/PA | Objective | Work Hist. | EdiLic | Skills | Saved Searches JL 0. L] Comments | Td >
[|| Activity = Activities - Webpage Dialog _l - 1 | —— j_""
[ INew Job Seeker - Staff Assisted Activities
DVOP Eligible/Serace Referral | =) Other Services
L] REA Grant I} ~
|- Return to Work - wCB
I seap
L] TAA Custom er Outreach
L] Training
I VET Referrals folder —IVET Referrals

LVER Job Matching Referral

| NYESS V)
_| ppnnmsE
Activity Date
RR Event # | v
Save | Start Match | Services | Comp ﬁssesslll Kengrd(s)| | Search | OK Click OK
s ¥
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Record a Comment detailing the activity and click both Save buttons:

MALINAK, VET S SN: 0808 ID: NY014993615 Record Saved

[<<] <] Gen. info] Higibility | Add info | Pgm </PA | objective | woric Hist. | EdLic] Skills | saved Searches | activities |l Y 7e > 1>>]

Created Staff Assigned Comments

07/06/2017 PIACENTE, JASON

Iniial assessment determined veteran customer as job search ready. Veteran ready
for LVER job referrals.

.
a Comment -- Webpage Dialog

Edit Comm ent

Initial assessment determined veteran customer as

job search ready. Veteran ready for LVER job
referrals.

A
M( Click Save I

ﬁlCmmwm|DdaeCmem|Hmemwmm|

Save Click Save Assess

Activity | LA Referralsl Corre.spondl VR | Ret to Srch | Comnentsl Tag | Resume | Sched | Message
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides, and other resources can be found at:
https://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

Veterans' Program - Terms and Definitions

Veteran Career Center Service Guide

TA 16-1 Poverty Income and Lower Living Standard Income Level Guidelines
Coast Guard Rating OSOS Conversion Chart
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