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PURPOSE

Career Center staff must be proficient in accurately recording veteran status and eligibility in
0SO0S. 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 service in active duty in the United
Sates Armed Forces and was separated with any discharge type except dishonorable and who
service 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.

OSOS Guide - Military Service OSOS Guide -1- 11/13/2024



S0OS
One-Stop Operating System
Refer to the NYSDOL Career Center Services for Veterans and Eligible Persons
https://dol.ny.gov/system/files/documents/2022/10/nysdol-career-center-service-for-veteran-

and-eligible-persons.pdf for more information about priority of service and serving veteran
customers.

OSOS DATA ENTRY

GENERAL INFO TAB

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 already in OSOS if the customer is scheduled based on an
Unemployment Insurance claim. Always verify if existing information is correct.

Be sure to include an email address and revise the Customer Assignment section to reflect
which staff and office is primarily providing service.

OSOS Guide - Military Service OSOS Guide -2- 11/13/2024


https://dol.ny.gov/system/files/documents/2022/10/nysdol-career-center-service-for-veteran-and-eligible-persons.pdf
https://dol.ny.gov/system/files/documents/2022/10/nysdol-career-center-service-for-veteran-and-eligible-persons.pdf

SOS

One-Stop Operating System

LUSLUITIET I

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Test, Jamie 0S0S ID: NY016787988 4 W 1of1 M M

~Customer Data ~Citi p
% 5Status *.Job Seeker

*@ Active ¥ | | Active - *| Ethnic Heritage anc ‘ L] & U.S. Citizen

*Username *Password

TestJamie ] Test1234 Education ~Education & Employment
*Education Level

#*Last Name *First Name — 12 Grade - HS Graduate -

Test ] [Jamie ‘ ]
% School Status

*Date of Birth *Gender *Portfolio Level Mot Attending School; Secondary School Graduate/Equivalent | v]

05/211990 Female [ ] (Jobzone Acut | Ml rr—r—

*Address 1 Mot Employed -

1234 No Street 123

Underemployed Long Term Unemployed
- -

Address 2 ]
*City % State ~%Contact P es
[NoWhere ] MNew York |v]
%*ZIP Code Coun Country Metro
12345 Chemung | ] United States |-] -
Phone Ext. Alt. Phone Ext.
123-455-7290 C]
Email
testiamie@mailinator.com Email Address
(Enroiments | [ yz/cz manager Mo | q Add to Case Load
~Customer Assignment: =
Staff Assigned
MANG, TAMARA ] Customer Assignment | ervate ]
Agen
Department of Labor GER LAKES WORKS CAREER CENTER ) [ change Office |
Ul Claimant Registered origin Profiled Profiled Date
+| (052012022 ] }
[ O Internet Resume ] [ 0 Confidential ] | Nork Search Record |

ELIGIBILITY TAB

Custom | =

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 under Income Eligibility Guidelines
https://dol.ny.gov/workforce-professionals-tools?f%5B0%5D=filter term%3A801 section of the

NYSDOL website.

If the customer is determined low-income, select "Yes" from either the Lower
Living Standard (Poverty Guidelines) or the Income 70% LLSIL (LLSIL Guidelines) drop-down,
depending on which standard the determination was based on.
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Do not select Yes in both Low-Income fields.

Refer to the Veterans' Program Terms and Definitions
https://dol.ny.gov/system/files/documents/2023/10/vp-terms-and-definitions 1.pdf resources
document for the definition of a "Low-Income Veteran".

CUSTOMER PROVIDER EMFLOYER STAFF ADMIN

Customer Search Customer D

il Logout =

Test, Jamie 505 ID: NY016787988 M4 M 1o0of1 M M
e i gty Tab
Eligibility T~

e Info-

Pro
¥ Lower Living Standard *Income 70% LLSIL 5% Rule/Local Priori — LI N
- tegration Program
Yes ~| | Not Disclosed - -

Income Info 9
High Poverty Area h Intee Sve Provider 22

Reason

~Disability Info-
% Disability Status

-
)
: [HVRP Grantee Sve Provider £3 ‘ v]
-

Reason

INAP - Indian and Native American Programs
BearTracks Software Version

Tribal Code Tribal Affiliation
Lookup ]

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 this, select "Not Disclosed".
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CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout =
Test, Jamie N: ©OSOS ID: NYD16787988 MO M 10f1 M MM
Eligibility
rIncome Info- ~Programs:
il . L
%*Lower Living Standard *Inco.me 70% LLSIL 5% Rule/l ocal Priori HVRP - He T T ation Program
fes | | Not Disclosed M M HVRP Grantee Svec Provider
HIgh BOVeryiATea HVRP Grantee Svc Provider £2
Reason
~Disability Info

*Disability Status | v]
Disabled n HVRP Grantee Svc Provider £3 | ]

-
*Disability Category }/"
o v ) (Y < Disabilityifo |

in Programs
[0 cognttivenoD ] (O Leaming | (O Chronic Health | NM |
O Not Disclosed Tribal Code Tribal Affiliation
Lookup ]
Financial Capability - has a receipt and has received:
[ O Beneiit Planning Services |
~Migrant Info-
O Financial Capability/Asset Development Services

[ P Y P ] #* Migrant/Seasonal Worker No

ADDITIONAL 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 button. When the
Active Service 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.
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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 PROVIDER EMPLOYER ADMIN
Customer Search Customer Detail Logout =
Test, Jamie SSN: OSOSID: NY0D16787988 M4 W1of1 M M
B - e o JERERN e | i | comse | s | o | s s | s | s | 9
Additional Info P
~Military Service ~Employment Preferences
% Service Veteran Work Week Duration
Yes Military Service Ful Tme | +||Regular -
sVeteran Status Salary@ Pay Unit Date Available
Other Ellgible 52000 ] Hourly |v] 05/20/2022
*From *Thru Days Served
1011012022 | (121172023 | (428 Service Dates | °nces
* Service Disabili [ Wark Any Shint [ves L)
Not Disablzd -] a
*Current Housing Current Housing (2] RN (O second snit | ([0 Third Shit | O Rotating Shit|
Homeless | ‘] [_ | V]
0 Split Shift
Campaign Veteran D
Other Barriers to Employment *Military Branch Customer List Participatior
v | | Army M Office ¢ Staff & List Name & Modified &
Veteran E
T — [ J{ J1 J1 ]
Other Vet

No lists asgigned
~Selective Service
* Selective Service? Selective Service Number -
I ) (Ragerionar) Selective Service

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

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 alone is not a barrier that would qualify the veteran for DVOP services.

Note: If the veteran discloses a disability in the Eligibility tab, it may not qualify as a
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".
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Refer to the Veterans' Program - Terms and Definitions resource document for the definitions
of "Disabled Veteran" and "Special Disabled Veteran".

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout =
M4 M 1of1 M MM

SSN: OSOS ID: NYD16787988

Test, Jamie

Additional Info

Employment Preferences:
Duration

~Military Service
% Service Veteran Work Week
(Futme [7)(Reguar_____[+)
*Veteran Status salary@ Pay Unit Date Available
$20.00 ] Hourly |v] 05/20/2022

Transitioning Veteran | Oter Eliginie |

*From *Thru Days Served
101072023 ] 12102024 ﬁi [‘Shlﬂ Preferences
K
-

hift
Service-Connected Disability
[ [ Second Shift ] [ 3 Third Shift ] [ ] Rotating Shift ]

d ] _

~Customer List Participation:

Other Barriers to Employment  #Military Branch
™| [Amy v Office & Staff & List Name & Modified

Veteran Era [ ]

Other Vet
Mo lists assigned
~Selective Service
% Selective Service?  Selective Service Number
s Assign to List Remove From List

Yes v ] [ Register/Lookup ]

_%*Service Disability
Not Disabled

Not Disabled
Disabled
Special Disabled

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 "Not Disclosed" from the drop-down menu.
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CUSTOMER PROVIDER EMPLOYER ADMIN

Customer Search Customer Detail

Logout &
Test, Jamie $SN: 0OSOS ID: NY016787988 M MH1of1 M W

Additional Info

~Military Service ~Employment Preferences:
% Service Veteran Work Week Duration
Yes n Full Time || Regular -

*Veteran Status Salary@ Pay Unit Date Available
Transitioning Veteran | Other Eligible} 52000 ] Hourly |'] 05/20/2022
*From *Thru Days Served

10/10/2023 ) (1211012024 ) (428 ~Shift Preferences
% Service Disabili Work Any Shift [Yes [T
Not Disabled -]

#Current Housing  cu [ (O second shift_| [ 0 Tird Shit_] [ O Rotating Shitt |
| Own Home M | Current Housing

O Split Shift
Aged Out of Foster Care
Foster Child Branch ~Customer List Participatic
Group Home - office & staff & List Name & Modified $
Homeless
Not Disclosed [ ] [ ] [ ] [ ]
—
Rent Mo lists assigned
- Runaway

imber

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

%eMilitary Branch )
| Army -|

Air Force
Air Force Reserve
Air Mational Guard

‘ Army Mational Guard

Army Reserve

Coast Guard Reserve
Marine Corps Reserve
Marines

Mawy

Military Branch
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If the veteran customer is a transitioning service member, select the Transitioning Veteran
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".

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detall Logout &
Test, Jamie SSN: OSOSID: NYD16787988 M4 H1of1 M M

Additional Info

~Military Service Employment Preferences:
% Service Veteran Work Week Duration
Yes Full Time ~| | Regular -
*Veteran Status Pay Unit Date Available
I\ ot Other Eligible Transitioning Veteran Hourly ~| |0s/20i2022
\ %*Transition T r -
Type /; Discharge V M Shift Preferences
*From *Thru % Service Disability ny Shift No
1210912013 ] (08/1512015 | (ot Disabled [+] Dates

(1O second shitt | (O Tnirdshift | [ O Rotating Shift
Campaign Veteran

Other Barriers to Employment s Military Branch O Split Shift
|| Army -

~Customer List Participation

Customer Recently Separated

Veteran Era Office & Staff & List Name & Modified &

Transitioning Service Member [ } [ ] [ ] [ ]
~Selective Service Mo lists assigned

% Selective Service?  Selective Service Number

Yes - ] [Reg\sten‘Loukup J

Assign to List Remove From List

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
https://dol.ny.gov/system/files/documents/2023/10/vp-terms-and-definitions 1.pdf resource
document for the definitions of "Eligible Spouse", "Wounded Warrior", and "Caregiver".
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Note: The Other Eligible category will not display until "Yes" is selected from the
Service Veteran drop-down menu.

~Military Service
% Jervice Veteran

[YES "] Select "Yes"

*Veteran Status
[Amive Service | Transitioning VYeteran e l=Sg =m0

Other Barriers to Employment #Military Branch
[ - (rmy ”)

Veteran Era

Other Eligible T‘ [Otner Eligible ]

Sample comment:

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout =
Test, Jamie N: ©OS0S ID: NY016787988 M M 1of1 M »1

ot [n])(=) @ (=)

Created % Staff Assigned % Comments % Type %
l:‘ [ ] [Mang. Tamara } [ ] A ]
D 06/03/2024 MAMNG, TAMARA Customer is an eligible spouse per VA lefter. < comment

o e @ G0

Note: The Selective Service data field must also be completed. This is necessary to
create the WIOA enrollment and access WIOA funding when entering L2 level
services.
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PLANNING TAB

In the Employment Objective link, click the Add a Job Title button to enter Desired O*Net
codes and titles within the Planning 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 Profile
standard, at least one O*Net code in the Desired O*Net section should 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.

PROVIDER EMPLOYER

CUSTOMER

Customer Detail

Customer Search

0SOS ID: NY016787988

SSN:
Planning Tab |2 IR IR ) I

Test, Jamie

Employment Objective

Objective \l
u
~% Employment Objective ~% A table Job Locations.
—_ Location Type
Sans Senf & Nommal % B I US H H ==& & U.S. States | Non-U.S. Coumn‘es]
Maximum ZIP/Radiu
To obtain a position in an office or clerical environment, such as a secretary or Administrative Assistant
Within [50 miles |'] of ZIP [14459 }
Within [ |v] of ZIP [ }
Within [ |'] of ZIP [ }
| Reset Li
4
~% Desired O*Net Desired O*Net Desi loyers
ONet O"Ne! =
43-9061.00 eneral | ((o*Net ites | 5 O*Net Titles Button ™" ¥
Experience Years E)(Erien:e Months ‘ [
™~ ABC Shipping
O*Net Title % Exp. (Months) & .
{ ] [ ] [Add an Employer ][ Delete Selection }| Custom i<
0 Secretaries and Administrative Assistants, Except 124
Leqgal, Medical, and Executive
O Word Processors and Typists

Office Clerks, General

Add a Joh Title )[4

start Match |M| Activity |A| I.A. Referrals |R|
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RESUME DATA - WORK HISTORY LINK

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.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Test, Jamie SSN: OSO0S ID: NY016787988 M4 H1of1H M

Planning Comp Assess

< Eligibility Add'l Info

EIResumes | Contact Information | Work History.

Work History Link ications | Professional Associations | Awards| Qualifications | Skills ‘ Funch’on

Job Information \] - |~
~Job Data: ~Employer Data
#Job Title *Employer
[ | ]
O*Net Code O*Net Title *Address Address 2
( ( ] ((o°Net Tites | ]

*Ci % State #*ZIP Code
Present J0b|:| [_W ] New York | v] [

Week *Country

Job Type
- (united states [

#Reason for Leavin Supervisor Phone Ext.
[ [ | O |
cs)

#Branch % Rank . %kMOS

Amy JJea A | % Branch, Rank & MOS Data Fields
% Job Duties

Q, search/Add Skills B I U &= = iE | e

New Job Entry New Job Entry + Delete Selection W Show Resume Usage Show Audit @& Custom

Save Start Match M| Activity |A| I.A. Referrals |R| correspond # IVR % Ret To Srch Q
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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.

each Coast Guard rating.

(NEC)

Branch MOC 0S50S Data Entry Example
Air Force Air Force Specialty Code 1C131
(AFSC)
Army MOS 42A
US Coast Guard® Rating 110
Marines MOS 3381
MNavy Mavy Enlisted Classification 1121

*0SO0S 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

0OSO0S Guide - Military Service OSOS Guide
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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.

CUSTOMER PROVIDER EMPLOYER

Customer Search Customer Detail

Test, Jamie OSOS ID: NY016787988

Resumes | Contact Information |

Waork History | Drivers License| Schools | Licenses/Certifications | Professional Associations | Awards| Qualifications | Skills | Functional Areas ‘ Cthe

Job Information

~Job Data
%*Job Title

~Employer Data

e )

*Address Address 2
| ([t Tites | I ]

Job T % Start Date *End Date *Ci % State %*ZIP Code
Military - Present Job D [_lY ] New York ‘
Wage Salary Unit Hours/Week *Country

- United States | v]
*Reason for Leaving ‘ '] [_EN‘S"" ] [Me ] [E“- ]
*Branch *Rank *MOS CS

R G| )|

RR Event #

O*Net Code O*Net Title

] (maics]

#.Job Duties

Job Duties

Q, Search/Add S

Perform routine administrative functions such as drafting correspondence, scheduling appeintments, organizing and maintaining paper and electronic files, or providing infermation to
callers.

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
https://www.cool.osd.mil/
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The O*Net OnLine Military Crosswalk website https://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 keyword search
*
@ O-NET OnLine it
Help~ Find Occupations ~ Advanced Searches ~ O*NET Data ~ Crosswalks = Share > Sites~

Military Crosswalk Search

Search codes or titles from the Military Occupational Classification (MOC).

Branch > select a branch: v
oees Job Title
Examples: 0963, radio chief

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 conversation with the
veteran customer on what preferences exist for future employment.

OSOS Guide - Military Service OSOS Guide -15- 11/13/2024
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@ O-NET OnLine

Help~ Find Occupations ~ Advanced Searches ~ O*NET Data~ Crosswalks ~

Military Crosswalk Search

Codes matching “42a”

Army (MOS) v

Search again:  42a

1 code shown from the Military Occupational Classification (MOC)

Occupation keyword search

Q

electrician

Share ~ Sites =

Code £ Military Title ¢
42A @B) Human Resources Specialist
Army — Enlisted
The following military titles are no longer in active use:
Code £ Military Title ¢
427 @ Adjutant General, General
Army — Commissioned Officer only
OSOS Guide - Military Service OSOS Guide -16- 11/13/2024
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&

[k

MY NEXT MOVE (Goimsts

Careers similar to Army MOS code

42a

Your search matched the Army MOS code:

42A Human Resources Specialist (Enlisted)

Learn more about this military classification from Careers in the Military cz.

Tasks in these careers match most duties of the military job

v lcon legend

Executive Secretaries & Executive Administrative Assistants
B Job prep: Firstterm $ Paygrade: E3

Human Resources Assistants
B Job prep: Firstterm $ Pay grade: E3

Dffice Clerks, General
B Job prep: Firstterm $ Paygrade: E3

Word Processors & Typists
B Job prep: First term $ Pay grade: E4

Human Resources Specialists
B Job prep: First term plus prep $ Paygrade: B4

First-Line Supervisors of Office & Administrative Support Workers
B Job prep: First term plus prep $ Pay grade: E5

Labor Relations Specialists
B Job prep: First term plus prep § Pay grade: ES

Human Resources Managers
B Job prep: Long term $ Pay grade: E6

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:
https://www.mynextmove.org/vets/

V4 e *
SEARCH INDUSTRIES MILITARY

Try another search:

Army (MOS) v

Examples: 15W, radio operator

Showing top 13 civilian careers similar to this code. These careers may require additional training, education, or experience.
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Once an O*Net Code has been identified, it can be copied and pasted into OSOS. 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 screenshot below displays the O*Net job title:
CUSTOMER PROVIDER EMPLOYER

Customer Search Customer Detail
Test, Jamie OSO0S ID: NY016787988

Resumes | Contact Information | Work History | Drivers L\cense| Schools | Licenses/Certifications | Professional Associations | Awards| Qualifications | Skills ‘ Functional Areas | Othe

Job Information
~Job Data =mployer Data.
#.Job Title #Employer
[Word Processors and Typists ] United States Army ]
O*Net Code O*Net Title Address Address 2

(43-9022.00 | (Word Processors and Typists ) (oNetTities | ||| Fort Drum ]
Job Ty % Start Date %End Date *Cil % State ZIP Code
Military | [10/M10/2022 1271002023 Present Jobl:‘ Fort Drum ] Mew York | v] 13062
I WEgE Salary Unit curs el *Country
$ 26172.00 Yearly . United States | v]
_#Reason for Leaving Supervisor } Phone } [E“- ]

.* Branch *Rank *MOS NAICS Title
Ay | (4 +] (424 ]l ( 1 ] (nacs)
RR Event #

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

Test, Jamie OSOS ID: NY016787988

Resumes | Contact Information | Work History | Driver's License | Schools | Licenses/Certifications ‘ Professional Associations | Awards | Qualifications | Skills | Functional Areas | Othi

Job Information

~Job Data. -Employer Data
% Job Title . *Employer
| Human Resources Specialist United States Army }
O*Net Code O*Net Title Address Address 2

43-9022.00 | [Word Processors and Typists } (onetTitles ] || [Fort Drum ] [_ }
Job T % Start Date %End Date *Ci % State ZIP Code
Military - (10r102022 121102023 | Present Job[_| [?:{Jrum } New York | v] 13062

Wage Salary Unit HoursFWeek *Country

5 26172.00 Yearly - 40 United States [+]

%Reason for Leaving | v] [ﬂ&r\iisor ] [me } [Ex‘l—}

*Branch *Rank *MOS NAICS Title
Army ~| [E4 -] (424 ) [ ) (naics)
RR Event 2

OSOS Guide - Military Service OSOS Guide -18 - 11/13/2024
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above.

Test, Jamie

Resumes | Contact Information |

Complete all the required fields in this tab, including the Reason for Leaving data field.

If the veteran customer collecting Unemployment Insurance benefits or meets any other
criteria under Program Guidance Letter 22-01, 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 Worker Information section using 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

OSOS ID: NY0O16787988

Work History_| Driver's License ‘ Schools ‘ Licenses/Certificafions | Professional Associations ‘ Awards | Qualifications | Skills ‘ Funclional Areas | Other S

Job Information

~Job Data
sJob Title

Human Resources Specialist

*Employer
United Siates Army ]

O*Net Code O*Net Title

Address Address 2

Wage Salary Unit HoursFWeek
§26172.00 Yearly - 40

43.9022.00 | [Word Processors and Typists ] *(onetTites | || (FortDrum ]
Job Ty % Start Date #*End Date *Cii % State ZIP Code
Miitary | (10102022 | [1210:2023 | PresentJob[ | 1t Drum ) (mew vork [ -] 13062

*Tenure

“*Reason for Leavin, *QDD@
Category 1-DW [~] (121102005 ][44

[—

=BT Ry it

Army -|[E4 -|[428

Country

[

Reason for Leaving /
Dislocated Worker Information

L JL

#Job Duties
€, searchiAdd Skills B I U

Performs personnel and administrative functions. Participates in occupational performance evaluations

0OSO0S Guide - Military Service OSOS Guide
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CUSTOM TAB - DOB
Per WIOA guidelines, date of birth must be verified.

To access the DOB popup window, select the arrow next to the Custom functional button at the
bottom right of the screen and select DOB from the popup.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN

Customer Search Customer Detail Logout &
Test, Jamie SSN: OSOSID: NY016787988 M4 H1of1 M W
Customer Info -
(Customer Data Citizenship-
#Status #Job Sesker
*@ H ﬂ { Ethnic Heritage and Race £ & u.s_Ciizen
#Username *Password
Testl: Test1234 i
(e )(om ) =
:““" I :F"“ = i [HS +2 yr Associales Degree ‘ -]
(= ] (vame 1U| | St
*Date of Birth *Gender *Portfolio Level Mot Attending School: Secondary School Graduate/Equivalent | )
(05211980 [Femate [ =] [onzone Adun B pra—
*Addrass 1 (Mot Employed [+
(1234 No Street 123 ] o
Address 2 [ | -] [ ‘ .]
*City *State *ZIP Code ~%Contact
[Movimere ] (Mew vork [+] (12345 ]
= = | | ez
[chemung [~] [unites states B -]
U Email
Phone Ext. Alt. Phone Ext. Fax
(B )] | —
Email URL Alt. URL
[tesljam\e@mall\nalnr com ] ]
( ] (4zicz Manager: No | [[Remove From Case Load |
(Customer Assig
tatt Assigned WIB Assigned
[MANG, TAMARA ] | Change  ~ | [FINGERLAKES _Ontario/Senecaayne/Vales ]
Ageney Office
(Department of Labor ] (FINGER LAKES WORKS CAREER CENTER ] ((enange office |
Ul Claimant Registered Origin Profiled Profiled Date

Seek (Subject fo Work Search) | |05/20/2022 -
start naten ) | Activity (AT || 5.A. seforrals (8] L e iility W] || swmary (U
=] (==

[ reroan o |[ cusom | ~4 Custom Tab Button

Languages Spoken
IWR Additional Info
BE Events

WIOA Referrals

Primary Language

<

DE! Round &

DE! Round 8

THRIVE
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In the DOB window, the veteran customer's date of birth will populate from the General
Information tab into the Linked Date of Birth field. 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. In this case, no additional action is needed.

The DOB popup window must be completed if the veteran customer's DOB has not already
been verified through Ul. Click the Add button to access the tab fields.

Data Element Verification

rCustomer Detail
DNV #

Linked Date of Birth
02/19/1886

rRecord Sent
DOE Sent

[ ]

rProcess Response
Match Found

[ )

Match Mot Found

A
Ul DOB P4
(o2r1r1080 <. UIDOB Verification )

Werification Source

Other Verification Sources:

DMV # DoB

Q Add Button t Record | | Print Record/w Audit | | Audit |

| Eave | | Cancel | | Help | Custom
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To verify date of birth using the customer's New York State motor vehicle operator's license,
enter the license number into the DMV # field and save the information. The result of the DMV
match will populate later in the Process Response section of the tab.

If another verification source was used to verify date of birth, enter this in the Verification
Source dropdown menu.

DOB

Data Element Verification
rCustomer Detail
< DMV#

Linked Date of Birth

117/16/2004

~Record Sent
DOB Sent

( J

rProcess Response
Match Found

Match Mot Found

~Other Verification Sources
Ui Doe

__‘.’etiﬁr..aﬁnn Source . -
[Government D Card |~ Verification Source -
L

Gopy of ID DMV # DOE
Baptismal Record

Birth Certificate
oo-214

Government 1D Card
Hospital Record of Birth
Passport Cancel | | Help | | Custom -
Pubdc Assist Social Srve. Record -
Schaol Record/|D Card

E| | Print Record | | Print Record/w Audit | | Audit |
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COMPREHENSIVE ASSESSMENT

To record additional eligibility criteria in OSOS, staff will need to update the Comprehensive
Assessment tab. 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 links within
the Comp Assess window that require data entry are:

Employment
Education
Family
Housing

EMPLOYER

PROVIDER

CUSTOMER

Customer Search Customer Detail

: OSOSID: NY016787988

Services Tests Comments Attachments Correspondence m

Test, Jamie

m;ﬂjymenl‘ Euucatmn| Financlal‘ Family‘ Health | Treatments ‘ Lega\‘ Housing | Transportation

Comp Assess

Health and Treatment links are inaccessible and require no data entry. The Legal and
Transportation links have no required data fields, but staff should record available
information as appropriate. And although the Financial links is accessible, staff must
not enter any information into this area.

Q Note: Not all links within the Comp Assess tab are required to be completed. The

OSOS Guide - Military Service OSOS Guide -23- 11/13/2024
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COMP ASSESS - EMPLOYMENT LINK

The Employment link 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

Customer Search Customer Detail
S5N: OS05ID: NYD1ETET9E2

Employment Link | Hausing | Transpariation A
Employmant I
Origingtion Dats L Upas

J/
parl ~Jop Bahavior and Skil Job Behavior and Skills
Employmant Bahavior
[ﬂm‘.‘r'}f'\:im ]

njecth )

Test, Jamie

Employmant |

FRasume Data Planning

Job Title
Teachers and Insiructars, Al Other |

dob Sssking Akllis

Wage Decired Par
(2000 ] (o ]

Locath g

Jdob Keeping Bkl

[wittin 50 mie of 14489 ]

( J

P

[ | Bummary of Gooupetional Erengtne ang Wieaknectse

= the cumiamer interested in nan-traditional Employment?

Currant Btatus 4
(ot Emplyed ]

View Emplayment Histary

B Poor Werk History?
Youlh seding Adetizal 2
3ericus Barriers te Emaloyment? 4

* Cultural Sarriars to Emplaymant?

Cultursl Barners

Otner Barriers fo
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COMP ASSESS - EDUCATION LINK

The Education link contains two required (green dot) data fields in the Math and 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.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout =
Test, Jamie §SN: OSOSID: NY016787988 M4 MH10f1 M M
= = e [ Y T P ET Y R
Employment | Education Education Link  [ecal | Housing | Transportation y
N vl =

Readi N 4 o ' .o . [
M:‘I;L:i‘::dskills DEﬁcienULuw Levels of Literacy § gl q Tralnlng \gror':g: Tralnlng Informatlon
‘fes - Basic Skills Deficient W
Math and Reading
|

s e

] Training in Progress

|| |

Job-Related Interests

[ U Customer below appropriate grade level? ]

Pell Grant

| Learning Disabilities z
ob-Related Aptitudes

| |
Learning Disabilities

Training Meads
e

start match |M]| Activity |4| I.A. Referrals |E|
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COMP ASSESS - FAMILY LINK

The Family link contains two required (green dot) data fields.

Choose an option from the dropdown 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.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Test, Jamie SSN: OSOS ID: NY016787988 M4 M 10f1 M MM

: e T T O |

Family Link nortation

Family I ' -
Personal > 4 I ’ Family Need:

*Marital Status ‘ Special Needs of Househald Members

B General Info Eligibility Add" Info

Employment | Education | Financial | Eamily |

Planning,

Marital Status

U Victim of Domestic Violence?

#Family Status
Parent in two-parent family n

Members of Household

Child Care Ar

000f0 | 1a || < |
Name & Relationship & Birth Date < Dep. &

( J| I ] |

Mo records found.

Family and Friends

000f0 |1 )(<a| [ ][ = | (A00w] P
['Add a Member )| Edit Member | Delete Selection || Custom | = |
u Has Child Profective Services ever contacted customer regarding his/her child or
Is Customer Parenting Youth? Is customer pregnant? Delivery Date children

If yes, specify nature of contact

start match |M| Activity |A| I.A. Referrals |R|

WIOA Eligibility |W|
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COMP ASSESS - LEGAL LINK

The Legal link 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 link. 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 whether the
customer has work restrictions. Comments should be specific to job search restrictions and
work restrictions only.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &

0S0S ID: NY016787988 M H10f1 M M

Test, Jamie SSN:

ST - E e e e e e
Emplcymentl Educationl Finunc\all Family ‘ Health | Treatments ‘ L_egill Legal Link
Legal Information /I \ I -
Offender Status N
B Offender Status
Ext
es )i IC ]

Mo
Mot Disclosed

WIOA Eligibility |W| || summary |U| ||
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COMP ASSESS - HOUSING

The Housing link contains one required (green dot) data field. The Current Housing will
automatically populate with any data entered into the Current Housing listed in the Additional
Information tab. Update and add any relevant additional information into the data fields.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout =
Test, Jamie 8SN: , OSOS ID: NY016787988 M4 H10of1 M M

Proorams. Oufcomes Saved Searches

o e 5 i e |
Employment | Education | Financial | Family | W Treatments | Legal | Housing Housing Link

Housing / 1 | -

_#Current Housing

C .
Homeless 4] Current Housing

Aged Out of Foster Care
Foster Child
Group Home Phone Ext.

Mot Disclosed
Own Home
Rent
Runawiay

e B || start Mmateh [M| || Activity |A| || I.A. Referrals |K| Schedule

WIOA Eligibility (W| || Summary |U|
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COMP ASSESS - TRANSPORTATION LINK

Customer Detail Comments tab.

The Transportation link 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

B Does customer own a vehicle?

[ L Does customer have auto insurance? ]

Transportation available to customer:

NN [ wotorcyele | (U Bus/Rail | [ none | [ (L other |

Other Trans%rtalinrl

Transportation

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Test, Jamie §SN: OSOS ID: NY018787988 M4 H1of1 M M
TR o v [ P O oy ey gy oy ge—n—y
Emp\uymanl‘ Educalion Transportation Link Transportation
Transportation 1 / -
rLicense Information: y
Has License Cl
[Ves ‘v] [Class D |0peralol'\] [New York ]
Endorsements
i | [ U Hazard = |[UT | [ U Motorcycle | [ U School Bus | [ U Doubles/Triples | [ U Tank Hazard | [ U Air Brakes
~Trar
Vehicle License # Wehicle Type

1.A. Referrals |E|

start Match M| || Activity [A] R

WIDA Eligibility |W| JobZone &

Reload as
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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. 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.

Click the OK button.

Click the Save button.

CUSTOMER PROVIDER EMPLOYER
Customer Search Customer Detail
Test, Jamie SSN-__NSOS N NYNIATRTIES
— Activities x
General Info Eligibility Add'l Info
¥ RETETals
» RESEA/REA Grant -
SRS » Return to Work - WCB
~Customer Data » SEAP
% Status #.Job Seeker » Syracuse Outstation
*[ 35N | | Active «| | Active - N » TAA Customer Outreach
» Training

= [T LVER Job Matching Referral

Test ] [Jamie » Virtual Services

#Date of Birth __ sGender *Po » WNY Initiative
05/21/1980 | [Femae [ ] [2obz » Work Search Plan

» L1 Supportive Svcs / Need Related Pmts

*U N
V°P Eligible/Service Referral >

O] J‘

*Address 1 » L1 Veteran Specific ices
1234 Mo Street 123 » Labor E
Address 2 » NYESS (Gener; M

Activity Date

[NoWhere ][W [RR Event # |v] j

Coun Country
Chemung |v] United States F—

Phone Ext. Alt. Phone Ext. Fax | search ‘ ‘ Reset | | cancel ‘ _—
123-456-7890 ]

Email URL

{Etjamie@mailinalor com ] [ }

[ Enronments} [ JZICZ Manager: No ] [Add to Case Load}

~Customer Assig .
Staff Assigned
HALE, JAMIE
Agen
Department of Labor gnce

Ul Claimant Registered Origin Profiled Profiled Date
[Seek (Subject to Work Search) H 05/2012022 ] ] ][ ]

( 0 Intemet Resume | [ O Configential | [ Work Search Record |

Click Save

save Bl Start Match |M]| Activity |A| nd # Links |L|

Activity Button
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This is a sample of the recorded activity. They will be displayed in the Services tab, Activities
link.

Test, Jamie SSN: OSOS ID: NY016787988

General Info Eligibility Add'l Info Resume Data Planning Comp Assess Programs Outcomes Saved Searches Comments Attachments Correspondence Audit

Activifies | Services | History

won @@ B EE
Staff &

Activity & Activity Date & Office & Employer Job D &

DVOP Eligible/Service Referral 0610712024 OSOS/REOS Ceniral Support Unit MANG, TAMARA
[ | Assessment interview, initial Assessment 0310512024 ALBANY Fusco, Ako
‘ O | Referred to Training | 03/0472024 ‘ ALBANY | Fusco, Alko | ‘ |

Record a Comment detailing the activity. Click the Save buttons on both the Comment box and
the customer record.

Comments Tab

Edit Comment

WType_ —
Customer Detall B

SansSent ¢ Nomal ¢ B I U6 HH E=ZEE

Comploted MSQ with veteran customer Veteran determined DVOP eligibia due maating the low-income eiigibily crteria

N

Click Save

Comments Button
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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.

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.

Activities

» RESEAREA Grant

» Retum to Work - WCB.

» SEAP

» Syracuse Outstation

» TAA Customer Outrsach
Trainin

VET Referrals Folder . o
» s LVER Job Matching Referral Pl

» Work Search Plan
» L1 Supportive Svcs / Need Related Prts.
» L1 Veteran Specific Services
» Labor Exchange
» NYESS (Ganeral, Not Program Specific)
» NYESS PROS
“Aciviy ote

061072024
R Events

Record a Comment detailing the activity. Click the Save buttons on both the Comment box and
the customer record.

Add a New Comment

ype
[Cu::mv Detat E]

SansSef ¢ Nomal 8 B I U S HH E=SEE

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

P

[ew] < Click Save
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RESOURCES AND ASSISTANCE

For additional guides and resources https://dol.ny.gov/workforce-professionals-
tools?%2Fworkforce-professionals-tools=&qg=/workforce-professionals-
tools%3F/workforce-professionals-tools%3D&f%5B0%5D=filter term%3A811

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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