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OSOS DESCRIPTION AND ACCESS INFORMATION

America’s One Stop Operating System (OSOS) is a case management, tab and button

driven system, used to record data related to the Wagner/Peyser (Labor Exchange or LEX)
and Workforce Investment Act (WIA) programs. This guide describes how to populate and

maintain the Provider module.

OSOS has specific minimum requirements for computers and connectivity settings. The
specific computer and connection information is found at
http://labor.ny.gov/workforcenypartners/osos/OSOSTroubleshootingDeskGuide.pdf.

Note: Some field names in this desk guide are abbreviated, to match how they are
displayed in OSOS. Also, the graphics used in this guide are fabricated and not true
indicators of the OSOS application at the time of publication.

Throughout this guide, symbols are used to highlight certain information:

i| E Indicates important information

\

I/‘\( Indicates Best Practices

%&?2 Indicates the information flagged pertains to Youth participants

J

Q

OSOS is accessed by Department of Labor users connected to the HSEN network at
https://nyosos.labor.state.nyenet/osos.html and requires a username and password that
must be obtained by the local OSOS security coordinator from the NYS Department of
Labor.

Other users connect to OSOS via https://osos.labor.ny.gov/osos.html.

OSOS Provider Module Desk Guide 3

10/24/2011



http://labor.ny.gov/workforcenypartners/osos/OSOSTroubleshootingDeskGuide.pdf
https://nyosos.labor.state.nyenet/osos.html
https://osos.labor.ny.gov/osos.html

The Provider module in OSOS stores information about the various service Providers
across the state, including locations, contact information and offered services. Provider
Create permission is required to access and make changes to this module.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search Offering Detail
Provider Search
0505 10| Status [Active | WwiB | =l
Provider Mame | Organization Tpe | =]
City] Federal Provider D (FEIN)l
Senvice Categary| =] State Provider ID (EIN)l
Service T\,fpel | Service T_l,lpel
CIP Coda| | CIPCode |
|’| Provider D | Provider Name | City | Organization Type |
| | | | =
|25 hd I Search I Qlearl [Vetal I [Weleteeeleston | CEnmbE ) Carespand | Show Comtacts | Mew I

Responsibility for populating the Provider module has historically been that
& of the Local Workforce Investment Area Security Coordinator or their

designee. Itis strongly recommended by WIA Central Security that a limited

number of staff have access to this module to prevent duplication and
errors. Staff accessing this module should be well-versed in OSOS, with a good
understanding of the system.

The Provider module is where all Level 2 (L2) services are created and stored, so they can
be linked to customer records. These include Training, Trade Act, State funded
programs, NEG Specific, and Youth Specific services.

The Common Measures functional alignment efforts of 2006 changed how staff-assisted
services are recorded in OSOS. Staff-assisted services (L1 services) are not entered
through the Provider module, but are recorded via the Activities tab in the Customer Detall
module. The L2 services listed in the Activities screen should not be used at this time.

Understanding and correctly populating the Provider module helps to ensure that an
accurate picture of a customer’s history can be created and maintained.
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OSOS PROVIDER MODULE STRUCTURE

Before entering or editing data in the Provider module, it is important to understand how it
is structured. This flowchart shows the relationships between the different components of
the Provider module.

PROVIDER

(STATEWIDE)

Y Y

Locations Services
(Local Office) J ‘ (Statewide)

) 4

A

A 4

Offerings

(Unique Identifier)

Providers and their Services are entered into OSOS as statewide entities. Each Provider
can have many Locations, attached to different WIBs or different offices within the same
WIB. Entering a new Provider into OSOS does not give the creating WIB exclusive rights
to that Provider record. Other WIBs who also use the Provider may add Locations which
reflect their use of the Provider.

All Providers should be entered into OSOS only once, with the various locations and
services attached. Unfortunately, some providers have been entered multiple times,
leading to duplication, confusion and data entry errors. The duplicate records need to be
corrected and guidance on that process is provided (see Provider Consolidation to
Eliminate Duplicate Records).

Providers can have many different Services available to all offices, though not every office
will necessarily use all services. The creation of an Offering is what associates a particular
Service with a particular Location (office). Offerings are used by OSOS to identify what
service (Service) a customer received and what office (Location) was responsible for
providing it to the customer.

OSOS Provider Module Desk Guide 5 10/24/2011




General Steps to Create a New Provider

OSOS, using any possible combinations of spellings and abbreviations, to

Before creating a new Provider it is important to search for the provider in
i 1 E
avoid duplicating Provider records.

The following steps are the general order in which data for a new Provider should be
entered into OSOS. Detailed instructions on these stages follow.

1) Create the Provider
e Enter information such as the full name, main address and contact
information
¢ This information should refer to the headquarters or main address of the
Provider
2) Enter a Location
¢ Provides a means of tracking multiple locations within one WIB or across
many WIBs
e At least one Location must be entered to save the Provider in OSOS.
¢ Allows more than one WIB to use the Provider record
3) Create Services
e Once created, Services may have Offerings added to link to any Location
4) Create Offerings
e The most unique identifier, combining information about what Service was
provided and which Location provided it.
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THE PROVIDER SEARCH SECTION

Again, before entering a new Provider, it is essential that a search of the
. Provider’s name be performed without specifying a particular WIB. The

Provider may have been entered previously by another WIB or NYSDOL

Central staff during the ETPL approval process (see OSOS and the ETPL).

CUSTOMER

Provider Detail Offering Search Offering Detail

Provider Search (i (1
0505 1D Status | Aotive =] WiB | =1
Frovider Mame | Oroanization Type | =1
Cinrl Federal Pravider ID (FEIN)l
Setvice Category | = State Provider 1D (EIR |
Semice T\,rpe| | Service T_l,lpel
CIP Code| | ciPcode |
|_| Provider D | Frovider Mame | City | Crganization Type |
[l I I | =1
I
I 25 - I Search I Clear I et I [elete Selechion I Frirat Lrst I [EarTespntn I St [Eortacts I Hew I

As with other search screens in OSOS, the full name is neither required nor recommended.
The first few letters of the name will generally suffice to bring up the Provider desired. One
should also consider alternate spellings and acronyms. For example, The CDL School is
found in OSOS as the following, among others:

e Commercial Driver Training

e Comm. Driving School

e Commercial Drivers License School, Inc.

e The CDL School, Inc.

The typo in the third name in the example above is an actual entry in OSOS. As you can
see, typing out the full name would not have brought up all of the results. An additional
search using “The” in the search field returned the final entry.

Using this method to search provides an opportunity to discover duplications and errors
which require correction. For Providers with many entries by multiple WIBs, coordination
between OSOS Central Security and the affected WIBs will be necessary to clean up these
Providers.
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Do not, under any circumstances, delete or change the Provider
& information of another WIB without their consent and
cooperation.

For duplications which affect only one WIB, one record should be chosen as the “official”
record and the others should be deleted or discontinued after consolidating the information
(see Provider Consolidation to Eliminate Duplicate Records).

CUSTOMER EMPLOYER STAFF

M Provider Detail Offering Search

Offering Detail

Provider Search

ososio[ Status | Active =] wie | =
Provider Mame | commerc _ Organization Type | =]
City| Federal Provider 1D (FEIND [
Service Category| =] State Provider ID EIMD[
Sernvice T':.-'pel | Service Typel
CIP Code| | ciPCcode |
| Provider D Provider Mame City Organization Type I
=]
I

|25 0 Search |I Qlearl [era | [elete SElechion | Erirat Lrst | Correspondl Shimw Contactsl ﬂewl

To search for a Provider, click on Provider Search. Enter the first few letters of the name
into the Provider Name field. Do NOT enter information in any other field - a broad search
will prevent duplicates from being entered accidentally. Click on the Search button.

If the Provider is found in OSOS, click on the entry to hi-light it and click on Detail.

Otherwise, a new record can be created by clicking on the New button on the bottom right
of the screen.
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CUSTOMER

EMPLOYER

STAFF

Provider Search Provider Detail Offering Search Offering Detail
1-6o0f6
Provider Search
0508 D] I Status [Active |~ | I wiB | =1
Provider hame | commerc Organization Type | =1
Cil’y‘l Federal Provider ID (FEIN)l
Serice Category| =1 State Provider 1D (EIN |
Service T'y'pel | Service T_l,lpel
CIF Code| | ciPCade |
I-l Frovider D Frovider Mame City arganization Type
[~ [4141 Commercial Driver Training Private ;l
| Commercial Driver Training, Inc. Private
[~ |2047 Commercial Drivers License School, Inc. Private
I~ |31074 Coammercial Driving Schaol of WY {(Frovider not on E|Bronx Frivate
[~ |20616 Commercial Press Canton Frivate
I~ |39213 Commerciasl Drivers License Schoal, Inc Menands Frivate
I 25 - I Search I Qlei i D etal I !Delete Selechon I Print List I (BT EREETE I Shiow Contactl | Mew

Note that this search will only return Providers whose Status is Active. If you suspect a
Provider to be in OSOS as Inactive, set the Status field to blank and search again. The
Provider can be reactivated from the Provider Detail, Gen’l Info tab. Note that this search
also picked up another Provider, Commercial Press, which can be ignored.

Other search criteria can also be used if you are returning to a previously identified record
or if you are searching for Providers in a certain area. For example, the OSOS ID field
allows you to retrieve a specific Provider record by the Provider ID, much like the Customer
ID (NY#########) allows you to retrieve a particular customer.

You may also choose to search by WIB or city. Be aware that this type of search is not
recommended when checking to see if a new Provider record should be created.
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THE PROVIDER DETAIL SECTION

CUSTOMER

Provider Search Provider Detail

ABC Training Center

— Provider Info

Frovider Status I.-’-'«c:tive - I
Federal 1D (FEIM) | 13-2724388
State [D (EIM) |

Organization Type | Other

@Provider Mame | 4BC Training Center

Provider Phane | 718-364-6700 Ext|

Frovider URL |

Provider Email | javmannes@aol com

— Billing Address

@Street Address (linet) |‘| Eazt Fordham Foad

Street Address (ine2) |

iCit‘y‘IEron:-:

@State | Mew Yok

@*70p CDdE|1D4ES

Offering Search
1D: 2119

LS DI contact Info [ Services [service Performance | Comments |

Offering Detail

10of1

—Locations
@Lacation Mame | ABC Training Certer

@Street Address (line1) |1 Eazt Fordham Road
Street Address (line2) |
iCity'lBru:nn:-:
@State | Mew rork
oZip Code [10d68
Location Sufiix|
@18 | Mew rork City

| Lacation |
||_ |PxEIC Training Center I;l

ke

M e anationl Delete Losation | Coppréddiess || Stiow Delete3|

§ave| Print I RBeturn to Search | Post a Note

General Info Tab

The General Info tab is comprised of 3 sections: Provider Info, Billing Address and
Locations. The graphic above shows the basic information for the Provider and the
Locations where this Provider offers services. Provider Info and Billing Address should
reflect the primary location of the Provider, their “headquarters” or main billing address.
Other satellite offices can be specified in Locations.

Fields of note in Provider Info:

e Provider Status - as with Customer records, Archived and Deleted status can only
be used by WIA Central Security staff. Inactive status may be used ONLY when
multiple records of a Provider are being consolidated and the “extras” cannot be
deleted (see Provider Consolidation to Eliminate Duplicate Records).

Provider Info

Federal ID (FEIN)
State 1D (EIN)

Archived
Deleted
MirraniTatinn Twno Inactive

OSOS Provider Module Desk Guide
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e Federal and State IDs - optional, but users are encouraged to enter the numbers

when available.

e Organization Type - choose one which best describes the Provider.

— Provider Info

Praovider Status [Active -
Federal D (FEIN; |
State D (EIN |

Qrganization Type | Private =1
@Provider Narne

) Community college
Provider Phone [Maon-profit

) One-Stop local office
Provider LIRL DOthar

Provider Ermail fRiEsE

Wocational/T echhical

e Provider’s Name - this field will hold up to 80 characters (including spaces).

e Phone number, URL and Email - also optional but should be entered if available.

The Billing Address section should have the Provider's primary address listed. If there are
satellite offices, they can be listed under Locations.

All Providers must have at least one Location for a new record to be created. This may be
the Billing Address or some other locale. Additional Locations may be added to a Provider

by any WIB. The example on page 10 shows a Provider with only one Location. The

graphic below shows one with multiple Locations in multiple WIBs.

Provider Search

Provider Detail

Commercial Driver Training, Inc.

Ll L Contact info [ Services [ Service Performance | Comments |

Offering Search
ID: 2046

Offering Detail

10f1

@ ocation Name | Camrnercial Driver Training, Ihe. - |

@Street Address (inet) | 416 0ld Meighborhood Road

— Provider Info — Locations
Provider Status Im
Federal D(FEIN) [
State IDEN [ Street Address (linez) |

Organization Type | Privats

= & City | Kingston

@Provider Mame | Commercial Driver Training. Inc.

Provider Phone | 845336

@State | New rork
2300 Ext| @ Zip Code [ 12401

Provider URL | http://cdtschool.com

Provider Email | cdwb@aol.com

Location Suffix |

@B | Ulster County

Billing Address Location
aStreet Address (inet) [ 416 01d Neighbothood R oad I” | Commereial Driver Training, Inc. - Ulster =
Strest Addrass (Iin92)| I |Cammercial Driver Training, Inc. - Suffolk
. - [ |Commercial Driver Training, Inc. - MyC
@ City| Kingston [~ |Carnrnercial Driver Training, Inc. - Colurmbia-Greene
@5tate | New York =l I |Commercial Driver Training, Inc. - Sullivan
@7ip Code | 124 [ |Commercial Driver Training, Inc. - Cyster Bay Ll

OSOS Provider Module Desk Guide
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Adding a New Location

By adding their own Location to the Provider, each WIB is able to create Offerings for their
own use.

STAFF
Ofering Detail

EMPLOYER
Offering Search

CUSTOMER
Provider Search

Commercial Driver Training, Inc. 1D: 2046 1 of 1
Provider Info Locations

Provider Status eLocation Name | |

Federal ID (FEIN) | @Street Address (line )| |

StateIDEMN) | Street Address (line2)| |

Organization Type | Private v| @ City | |

@Provider Mame | Commercial Driver Training, Inc. @State | Mew York v|

Provider Phone | 245-3362300 | Ext| #Zip Code

Provider URL | htp://cdtschoal com | Location Suffix| |

Provider Email| cdiwb @aol.com | @WIB| NYSDOL-CO v|

Billing Add Location |

ing Address : . — - -
@Street Address (line1)| 415 Old Neighborhood Rozd | S SD'“”"E’FCFG: grfver?a!“!”g- :”C- - SITST‘EF Bay e
) ommercial Driver Training, Inc. - Ulster
Street Address (line2
( _)| | [ |Commercial Driver Training, Inc. - MYC
@City | Kingstan [ |commercial Driver Training, Inc. - Hempstead
@State | New York A [] |Commercial Driver Training, Inc. - Suffolk 0
@Zip Code 1 |commercial Driver Training, Inc. - Columbia-Greeng 2
Delete Location | Copy Address
Save | Prirt | Betum to Search | Post a Mote |

Click on the New Location button on the lower left of this box. Enter the Provider's name in
the Location Name field. This fields holds up to 80 characters (including spaces).

It is strongly recommended that Providers with multiple locations and the same
A\ name have some sort of identifying “tag” to differentiate between the offices. For
‘7/‘\( example, “Sunny Day One Stop — Maple Avenue” and “Sunny Day One Stop —
Elm Street,” or add the name of the LWIA, if multiple areas share the same
Provider (see Creating Offerings).

If the Provider's name is long, it may be necessary to abbreviate in the Location Name
field in order to add an identifying tag. For example: “Commercial Driver Training, Inc. -
Ulster” could be abbreviated to “CDT — Ulster.”

If the Location and the Billing Address are the same, click on the Copy Address button
and click on OK to agree to overwrite the information. This will bring over the Billing
Address information. If they are not the same, enter the appropriate address information.
Click on Save.
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Contact Info Tab

The Contact Info tab allows you to enter contact information for multiple staff within the
same Provider and attach the contacts to a certain Location. In the graphic below, John
Rayne is the contact attached to the Ulster Location of the Provider. Other contacts may
be entered for other Locations, as well. The other contact listed, Ray Reed, is attached to
the NYC Location. Up to 12 Provider Contacts may be listed.

CUSTOMER EMPLOYER STAFF
Provider Search pta Offering Search Offering Detail
Commercial Driver Training, Inc. 1D: 2046 1 of 1
Gonerat o Vel Serees servce PrformanceY Commerts
— Contact Detail
@First Name | John E. Phane [631-2431330  Eat|
wlast Name | Fayne Fax|631243.0428
Title | President Ermail | cdtwb@aol. com

@ 5taff Assigned | Eizenberg, Edward Change

Location | Commercial Criver Training, Inc. -

Commercial Driver Training, Inc. -
Commercial Driver Training, Inc. - NYC
Commercial Driver Training, Inc. - Colu
Commercial Driver Training, Inc. - Sulli
Commercial Driver Training, Inc. - Oystd
[ (Ravne, John B, Commercial Driver Traininc_l, Tl=SR e =00 Training, 1631-249-1330

[T |Reed, Ray |Cnmmercial Diriver Training, 1§ 718-661-8682

Mame

G31-249-0428
718-G61-9692

cotwhiE@anl.com

cdtwhi@aol.com
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Services Tab

The Services tab is where all services a Provider offers are created or listed. Not all
Services will be attached to all Locations. For example, looking at the graphic below, one
WIB may only choose to create offerings for “A+ Professional” and “Class A” training, while
another WIB creates Offerings for the whole list. How it is set up depends entirely on which
training classes a given WIB is offering to its clients.

CUSTOMER EMPLI STAFF

Provider Search pia Offering Search Offering Detail

Commercial Driver Training, Inc. 1D: 2046 10of1
Contact Info service Performance
— Service Detail
@5emvice Categow| Training |
@5ervice Type| Occupational Skills Training | Semwice |
@Service Mame | 70 Hour Clazs A COL @WilA Eligible Status |A|:u|:uroved
Descriptinn|?‘ﬂ Hoaur Clazs A COL
Service ID | 15464 | Training Credit Hours | Programs._|
Total Service Length: Yeeks | 4 Da\,fsl Hnursl
0*Met Title | | | Gt Tites |
CIP Code | | GiPCade |
Category Service Type Semice Mame Description |
[~ |Training Cccupational Skills Training 70 Hour Class ACDL 70 Hour Class A COL &
[ |Training Qccupational Skills Training A+ Professional
[~ |Training Qecupational Skills Training Career Training | Tractor Trailer |Tractor Trailer Driver
[ | Training Qeocupational SkKills Training Career Training || Tractar Trailer | Tractor Trailer CDL Class A program 16
[~ |Training Cccupational Skills Training Career Training Il Tractar Trailer|Career Training Il Tractar Trailer (PT)
[ |Training Qccupational Skills Training CDOL B Course ZDL B Course
[~ |Training Qecupational Skills Training Cdl Class "a" license wi hazardo Cdl Class "a" license wi hazardous matg
[ | Training Qeocupational SkKills Training Class A
[~ |Training Cccupational Skills Training Class B
Mew Service | Delete Semvice | Brint Senice | [dew I Herma | Ghiaty Deletesl
§ave| Print | Return to Sealchl F'DstaNatel

Adding Services to a Provider

Training services that are added to OSOS must be approved on the Eligible Training
Provider List (found at: https://applications.labor.ny.gov/ETPL/). When entering Eligible
Training Provider List (ETPL) services, be sure to open up the site to facilitate entering data
into OSOS (see OSOS and the ETPL).

Check to be sure the Service is not already listed. If it is, perform an Offering Search to
be sure an Offering does not already exist (see Provider Offering Search Section).

OSOS Provider Module Desk Guide 14 10/24/2011



https://applications.labor.ny.gov/ETPL/

Commercial Driver Training, Inc. 1D: 2046

General Info | Contact Info |2l ] Service Performance | Comments

10of1

— Service Detail

@Sewice Category |

@Semice Tvpe |

I | Service |

@Senice Mame |

@i1A Eligible Status | Mot approved

-

Description |

Service ID| | Training Credit Hnursl Prograrmz I
Total Service Length: Weeks| Daysl Huurs|
O*et Title | | | DMet Tites |
CIP Code| | CIPCode |
Category Semice Type Service Name Description |
[ |Training Decupational Skills Training 70 Hour Class A CDL 70 Hour Class ACDL &
[~ |Training Qcocupational Skills Training Individualized Program Individualized Frogram
[ | Training Occupational Skills Training Carear Training | Tractar Trailer |Tractor Trailer Driver
[ |Training Qccupational Skills Training Carear Training [l Tractor Trailer | Tractor Trailer CDL Class A program 16
[ |Training Cecupational Skills Training Class B
[ |Training Decupational Skills Training Class A
[~ |Training Occupational Skills Training Truck Driver, Heawy Truck Driver, Heawy
[ | Training Qccupational Skills Training Truck Drivar, Light Truck Driver, Light
[ |Training Cccupational Skills Training Straight TruckfCoach Bus Combination Straight Truck and Coach EL'
= ...

I e Sewicei! Delete Service | Print Service I Mew Offering | St Deletesl

If it is not, click on New Service on the lower left of the screen. In the upper right of the
Service Detail box, click on Service. This will open a dialog box called Service

Category/Type Selector.

3 Service Category/Type Selector -- Web Page Dialog

Service Category/Type Selector

L1 Staff Assisted Core

11 Staff Assisted Intensive
L1 State Specific

(] L1 Supportive Sucs | Need Related Pmts
] L1 Veteran Specific Senices
L2 NEG Specific Services

(] L2 State Funded Programs
L2 Trade Act

1.2 Training

L2 WA Youth Specific

L2 Z NYSDOL ONLY

Search |

Keywward{s) |

Click on the appropriate L2 category.

OSOS Provider Module Desk Guide 15
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i 1 E Reminder - Do not enter L1 Services in the Provider module!

& Service Category/lype Selector -- Webpage Dialog

Service CategoryType Selector
LT VELBIAN JPECIHIL JEIVILEYS

1 L2 HEG Specific Services

|12 state Funded Programs

12 Trade Act

—J1.2 Training

5 Intensive/Training

L —-lTraining
— [ Basic Skills/Life Skills
— [ customized Training
— | English as a Second Language (ESL)
— | Entrepreneurial Training
— éDccugationaI Skills Training
— (] on the Job Training (QJT)
— O skills Upgrading and Retraining

— DTraining Programs Operated by the Private Sector
— Ol work-Related/Job Readiness Training
— DWorkaace Training

112 WiA Youth Specific

127 NYSDOL ONLY

Kevpword(s) Search

Clear | Cancel

The general category will open into one or more specific service type(s). Click on the one

that best describes the service you want to create.

\ If you need assistance determining which category a given service may fall under,
V‘\( see Definitions of L2 Services. See also L2 Service Types, below, for a general

discussion of L2 Service Types.

Click on OK to choose the category and close the dialog box.
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Provider Search

Service Detail

CUSTOMER

Commercial Driver Training, Inc.

[General Info | Contact Info Jilad L] Service Performance | Comments |

EMPLOYER

Offering Search
1D: 2046

STAFF

@Senvice Category | Training

@Senice Type  Occupational Skills Training
_.SEMCE MName | Sample Service
Description | Sample Service

@\WIA Eligible Status

Ofering Detail

10f1

| Approved v |

Senvice ID

Training Credit Hours

|

Programs

i

Total Service Le"ch:Weeks| |Day5| |H0ur5| |
O'NetTite| | 0Nt Tiles
CIP Code CIP Code
Category Senvice Type Senvice Name Description |
[ — = = = 1 = 1 =
[1|Training Occupational Skills Training CDOL B Course COL B Course
1| Training Ceccupational Skills Training Career Training Il Tractor Trailer|Career Training Il Tractor Trailer (PT)
] | Training Occupational Skills Training Modified Bus Modified Bus
[]|Training Cccupational Skills Training 70 Hour Class ACDL 70 Hour Class A CDL
[1|Training Occupational Skills Training Career Training | Tractor Trailer |Tractor Trailer Driver
] | Training Occupational Skills Training Straight Truck/Coach Bus Combination Straight Truck and Coach B
[]|Training Cccupational Skills Training Cdl Class "a" license wi hazardd Cdl Class "a" license w/ hazardous mate
[1|Training Occupational Skills Training Commercial Drivers License (CICommercial Drivers License (CDOL)
[]|Training Skills Upgrading and Retraining Refresher Class L2 Intensive  |CDL Refresher

New Service

DeleteSem’cel Print Service | MNew Offering |

Save | Prirt | Retum to Search | Fost a Note |

|

| £

Enter a name for the service in the Service Name field. For ETPL services, copy and
paste the name of the service from the ETPL. Enter a description of the service in the

Description field. This may be just the name of the service or a brief description. This field
holds up to 200 characters (including spaces). The ETP description may also be used by

copying and pasting the description.

If you have entered a Training service (i.e. a service whose completion is intended to lead
to a credential), including OJT or Customized Training, change the WIA Eligible Status

field to Approved.

Service Detail

Click on Save in the bottom left of the screen. The Service will not be available to attach to

@Semice Tvpe |
@Senice Mame |

@Service Categary |

Service

@ilA Eligible Status | Approved -

Description |

Service D

Training Credit Hou

IS I Programs |

a client record until an Offering is created (see Creating Offerings).

OSOS Provider Module Desk Guide
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L2 Service Types

e L2 NEG Specific Services - the National Emergency Grant (NEG) is given to
areas for specific emergencies. The collapse of Carrier in the central New York
triggered an NEG for certain WIBs. This Service Type should only be used if a WIB
has received one of these grants.

e L2 State Funded Programs - State funded programs include Displaced
Homemaker Programs and Chamber of Commerce On-the-Job training programs,
which are funded from State, not Federal, funds. These programs count toward
statewide performance but not a WIB’s local performance, unless a customer is co-
funded with WIA local program dollars.

- The L2 State Funded Service Type must NOT be used for WIA or Trade Act
Services.

e L2 Trade Act - Trade Act services are provided to those customers who are eligible
for Trade benefits as determined by USDOL. These Service Types can be set up as
Services under the agency providing Trade Act funded services, usually the One
Stop.

e L2 Training - itis very important when setting up training services to choose the
correct Service Type. Under the category L2 Training, you will find two sub-
categories: Intensive/Training and Training.

- Intensive/Training - the three choices listed, Academic Learning, Literacy
Training and Mobility Training, may count as either an Intensive service or
a Training service, depending on what Program Service Type (PST) is
chosen when the service is attached to a customer. If the PST is set as ITA
Training or Non-ITA Training, it will trigger OSOS to look for a credential on
the Outcomes tab. Choosing a PST of Intensive will not trigger the credential
flag.

- Training - all of the choices listed will trigger the credential flag no matter
what PST is chosen in the customer record, EXCEPT Basic Skills / Life
Skills, English as a Second Language (ESL) and Work-Related / Job
Readiness Training. These three Service Types can be used in the same
manner as the Intensive/Training choices, triggering the credential flag if the
PST is ITA Training or Non-ITA Training, or not if the PST is Intensive.

- This allows for the flexibility to record all Training, whether it leads to a
certificate/credential or not.

e L2 WIA Youth Specific - at a minimum, the 10 required elements of the Youth

Program should be created for a Youth Provider. Other Youth services may be
created as needed and appropriate.
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Service Performance Tab

This tab is not generally used; however, it provides a place to keep track of statistics for
individual Services given by a Provider. This must be manually maintained.

Provider Search ider Detail Offering Search Offering Detail

Commercial Driver Training, Inc. 1D: 2046 1of1

General Info | Contact Info [ Services [EERDELGENMIELTEY Comments

Performance Detail
Service Mame | Truck Driver. Heawvy Average Starting Wage |

Completion Ratel % Rate of Licensurel %o
Entered Emplayment Ratel % Rate of Skill Attainmentl k]
Unsuhsidized Employment Retention Ratel % Rate of Cerdification | %

Service Mame Comp% | Empl% | Reth% A, WWage Lics% Skil% Cert%l

70 Hour Class ACDL
Individualized Program

Career Training | Tractar Trailer
Career Training || Tractor Trailer
Class B

Class A

Truck Driver, Heaw

Truck Drivar, Light

Straight Truck/Coach Bus

CDL B Course

Cdl Clags "a" license wi hazardous mater —
A+ Professional

Commercial Drivers License {CDL)
Career Training |l Tractor Trailer (FT) j

Frint Service Pelfarmance | Showleletes |

-

| e {0

Comments Tab

The Comments tab is used like the other Comments sections in OSOS. Click on the
Comments button in the bottom right and then save, to leave a comment about a Provider.

CUSTOMER EMPLOYER STAFF

Prowvider Search Offering Search Offering Detail
Commercial Driver Training, Inc. ID: 2046 10f1
Coreratte Yconac e ervee e Frtormne, Yot

| Created | Staff Assigned | Comments |
IC | | | =

Edit Comment | [JElEtE Cc.rr.rr.er.t' Hiin

§ave| Prirtt | Betum to Seard1| Commerts
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THE PROVIDER OFFERING SEARCH SECTION

An Offering Search should be run before adding offerings to an existing Provider,
especially if multiple users are able to access the Provider module. This will help prevent
duplication of the offering. This is the same process followed when scheduling a Service in
a customer’s record.

On the top blue bar, click on Offering Search. Click on the General Info tab to bring up the
search fields. Quick Search is not used for this process.

CUSTOMER EMPLOYER STAFF

Prowider Search Provider Detail Offering Detail

General Info | Custom

Lzl | Dzlztz | Pring Lzt | Senzedul=
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The WIB you are assigned to will automatically appear in the WIB drop-down. In the
Provider Name field, enter the first few letters of the name of your Provider. For example, if
you wished to search for Joe’s School of Mechanics, you would only need to type “joe” in
the Provider Name field. In the screen shot below, “commer” has been entered to search
for Commercial Driver Training Providers.

If you are searching for specific services, in the Service Name field you may also enter the
first few letters of the Service Name.

CUSTOMER

EMPLOYER

STAFF

Provider Search Provider Detail Offering Detail

1-20f2
Offering Search
Location — Start Date Range
YWIB | Ulster County = city | Fram | Ta |
— Provider Information |
Frovider hame | commer Senice Mame | IF'rngram | =l
B ——
Provider Status |Active - I
Senice T\,l'pel | Service T_I,Jpel
I_l Provider Mame Provider Service Mame Location Start Date | Start Time | End Date | End Timel
[ |Gommercial Driver Training, Inc. |70 Hour Class A CDL Kingston =
ammercial Driver Training, Inc Individualized Prodram kingston
25 ;. Search | |Elear| Detail I Deletel Frint List | Schedule

Click Search.

Notice that despite many Services listed for this Provider (see graphic), only two Offerings
have been created by this particular WIB. To view more specific information about a given
Offering, click on it once to hi-light and then click on the Detail button.
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THE PROVIDER OFFERING DETAIL SECTION

CUSTOMER EMPLOYER T
Provider Search . Offering Detail |

Individualized Program Offering I1D: 14766 10f1

Provider Detail

Offering Search

General Info

—Provider Info
Frovider Mame | Comnmercial Criver Training. [nhc.

Sewvice Category| Training

Service T\,rpe| Occupational Skills Training

Service Descriptiunl Individualized Program

— Location — Schedule

Lacation | Commercial Driver Trairing, nc. - Ulster =] Start Datel End Datel
Address| 416 Old Neighbarhood Foad | Start Time| End Tirme |
| | sun. [ Mor. B Tue T wed. T Thu, T Fi. I sat T

City| Kingstan | state [ New rork
Zip| 12401 | B | Ulster County
— Additional Info
Cost|$1.00 Total Seatsl Available Seatsl
Description ;l
Save Single I Save Ongoing I Prowider Sewicesl BReturn to Searchl

This graphic shows the Detail for an existing Offering for the Provider in the Ulster location.

Creating Offerings

It is always a good idea when dealing with existing Providers and Services, to check for
existing Offerings before creating new ones. This can be done in the Offering Search
section of the Provider module (see Provider Offering Search Section). This is not

necessary, however, when working with a new Provider.

An Offering should be linked to a Service as soon as the Service is created, otherwise it will
not be available to add to a customer’s record. An exception would be if a new Location is
added to the Provider at a later date, which could require additional offerings to be entered

for existing Services at that time.
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— Service Detail

General info | Contact info JLGa i ) Service Performance | Comments |

@Service Category | Training

@3ernvice Type | Qccupational Skills Training

| Service |

@3envice Name | Truck Driver, Light

SWIA Eligible Status | Approved =l

Description | Truck Driver, Light
Senvice ID | 48315 |

Training CreditHoursI Programs I

-

[ | Training tional 5
[T |Training Occupational Skills Training

Total Service Length: Weeks | Days | Hours |
O*Mlet Title | | || O°Net Titles
CIF Code| | cIP Code

Category Service Type Service Mame Description |
TTaImIg DCocupancnal SEms 1raimmyg - [TMENMmEedqiate [ramimg i TMaTTAUaNZED PToaran
Training Occupational Skills Training Career Training || Tractor Trailer | Tractor Trailer COL Class A pregram 160
Training Occupational Skills Training Intermediate Training Il - COL A |Intermediate Training |l
Training Occupational Skills Training Combination Straight Truck & CgCombination Straight Truck & Coach Bug
Training Occupational Skills Training Class B
Training Ccoupational Skills Training Class &
Training Ccoupational Skills Training

™ [Trainina | occupational Skills Training

Mew Service || Delete Senvice I

§ave| Print IB.eiumto Search | Comments

Click once on the Service to which you wish to add an Offering. Click on the New Offering

button on the lower right of the screen. This will open the Offering Detail screen.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search | Offering Detail |

Truck Driver, Heavy Offering ID:

General Info

Provider Info

Frovider Namel Commercial Diriver Training, [ne.

Semnice Categorﬂ Training

Semice Typel Occupational Skills Training

Semnice Descrimiun| Truck Driver, Heavy

Location
Lacatian | |

AddrESS| 416 01d Meighborhood Road
City| Kingstan | state [ Mew Yark
Zip| 12401 | 115 | Ulster County

— Schedule

Start Datel End Datel
StartTimel End Timel

sun. I mon. T Tue. I wed. T Tho [ Fri. I gat [

— Additional Info

Cnstl Total Seatsl

Available Seatsl

Description

Save Single I Save Ongoing | F'roviderSewices' Return to Searchl

Note that certain information is brought over from the Provider Detail section, such as the
Service Category, Type and Description, and the address of the Location listed first in
the Locations listings. The Service Name is listed at the top.
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In the Location box, use the Location drop-down menu to choose the office to which the
offering is being attached.

— Location
Locatian | ;l

Commercial Driver Training, Inc. - Ulster
Address Cormrmercial Driver Training, Inc. - Suffolk,
Commercial Driver Training, Ine. - HYC
Cormrmercial Driver Training, Inc. - Colunibia-Greene
Cormrmercial Driver Training, Inc. - Sullivan
Commercial Driver Training, Inc. - Oyster Bay
Cormrmercial Driver Training, Inc. - Hempstead

i
=i

= &

It was recommended, in the Adding a New Location section to differentiate between
multiple locations with the same name. It is at this step in creating an Offering that having
a distinct name for each location is crucial.

A\

- Without distinct names for each location, you will not be able to distinguish
which is the appropriate location in the drop-down menu.

CUSTOMER
Prowider S8earch

Provider Detail Dffering Search

Truck Driver, Heavy Offering ID:

Otfe ring Detail

General Info
Provider Info
Provider Mame | Commercial Driver Training, Inc.
Service Category Training
Sernvice Type Occupational Skills Training
Semnvice Description Truck Driver, Heavy

Location Schedule
Location w Start Date End Date
Address 416 Old Meighborhood Road Start Time End Time
Sun. [] mon. [] Tue. [] wed. [ Thu. [] Fri. [] sat. []

City| Kingston State | Mew Yok

Zip| 12401 WIB | Oyster Bay/North Hempstead,
Additional Info

Cost Total Seats Available Seats

Description

Save Single Save Ongoing | Provider Services | Betum to Search |

Do not enter Start and End Dates and Times in the Schedule box. Click on at least one
day of the week in the Schedule box. In the Additional Info box, add “1” to the Cost field.
Leave the Total Seats and Available Seats fields empty.

Click on the Save Single button on the lower left of the screen (do not use Save
Ongoing). To return to the Provider Services screen, click on the Provider Services
button. Repeat for the next Service, if needed.
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DELETING OR DISCONTINUING ITEMS FROM THE PROVIDER
MODULE

Deleting items from the Provider module is very similar to deleting from a Customer’s
record. The items must be deleted in the reverse order they were entered. All Offerings
attached to a Service must be deleted before the Service itself can be deleted. All Services
must be deleted from a Provider before the Provider can be deleted. If an Offering has
been used and is attached to customer records, OSOS will not allow it to be deleted, which
will prevent deletion of the Service and the Provider. If an item cannot be deleted, it should
be discontinued.

information of another WIB without their consent and

Do not, under any circumstances, delete or change the Provider
i 1 E

cooperation.
To discontinue a Provider, as part of consolidation or if the LWIA is no longer using the
Provider, it is necessary to flag those Offerings, Services and Providers which are no
longer to be used. The method recommended by OSOS Central Security is to change the
name of the service by adding zDNUz as a prefix (which stands for Do Not Use). For
example, Case Management would become zDNUzCase Management. Adding the letter
“2” makes the service drop to the bottom of the list when alphabetizing search results.
Details are described below in the “Discontinuing” sections.

Deleting an Offering

Search for the Offering you wish to delete (see Provider Offering Search Section).
Click once on the Offering you wish to delete to hi-light.

To delete the Offering, click on the Delete button at the bottom of the screen.

Click on Return to Search button and move to the next offering to be deleted and
repeat.

If the Delete button is grayed out, the Offering is connected to customers and cannot be
deleted. See Discontinuing an Offering, below.

N

o

Discontinuing an Offering

Search the Offering you wish to discontinue (see Provider Offering Search Section).
Click once on the Offering you wish to discontinue to hi-light.

Click on Detail.

On the Offering Detail screen, remove the $1 from the Cost field, and any data in the
Scheduling section (Start Date or End Date or Times), so all the fields are blank.
Leave at least one day of the week checked off. Click on the Save Single button.

5. Click on Return to Search button and move to the next offering to be discontinued and
repeat.

rwnhE
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Deleting a Service

1. Perform an Offering search to be sure all Offerings associated with the Service have
been deleted (see Deleting an Offering, above).

Go to the Provider Detail section, Services tab.

Click once on the Service you wish to delete to hi-light.

Click on the Delete Selection button. Click on OK to delete the Service.

Click on Save.

If the Delete button is grayed out, the Service cannot be deleted. See Discontinuing a
Service, below.

A

Discontinuing a Service

1. Click once on the Service that needs to be discontinued.

2. Click on the Service Name field and add zDNUz to the beginning of the Service name.
3. Make the WIA Eligible Status field Suspended.

4. Click on Save.

Discontinuing a Location

A location should be inactivated when no Services are being provided at that location. This
Is not the same as inactivating or deleting the Provider.

{ ! 5 Never inactivate or delete a location which is assigned to another WIB!

1. On the General Info tab of the Provider Detail section, click on the Location in the
upper right corner that needs to be inactivated.
Add zDNUz to the beginning of the Location Name field.
Click on Save.
e Note that it is possible to delete a Location, as long as it has not been used to
create an Offering.
—  Click on the Location to be deleted.
— If the Delete Location button is NOT grayed out, the Location has not
been used and may be deleted.

wnN

Lacation |

Carmmercial Driver Training, Inc. - Suffolk ;I
Commercial Driver Training, Inc. - WY

Commercial Driver Training, Inc. - Columbia-Greeng
Commercial Driver Training, Inc. - Sullivan
Commearcial Driver Training, Inc. - Oyster Bay

([ [

[ |Commetcial Driver Training Inc. - Hempstead

Mew Locationl| Delete Location opy Address | Show Deletesl
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Deleting a Provider

Only delete a Provider whose locations are all in your WIB. If you feel another
WIB’s data is in error, contact the WIB and let them know or contact OSOS

. Central Security. Do not, under any circumstances, delete or change the
Provider information of another WIB without their consent and cooperation.

Search for and retrieve the Provider you wish to delete.
Remove or discontinue all Offerings as described above.
Remove or discontinue all Services as described above.
Click on the Delete Selection button.

Click on OK to delete the Provider.

Click on Save.

ok wNE

Discontinuing a Provider

1. Remove or discontinue all Offerings, as described above.

2. Remove or discontinue all Services, as described above.

3. On the General Information tab, add zDNUz to the beginning of the Provider's name.
4. Click on Save.
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PROVIDER CONSOLIDATION TO ELIMINATE DUPLICATE
RECORDS

When a Provider is found to have multiple records, the information must be consolidated
into one record and the other records deleted or discontinued. For Providers with
Locations in multiple WIBS, this process must be coordinated with all the WIBs affected
and WIA Central Security.

A\

You may, however, consolidate a Provider with only your Location into a Provider record
with multiple WIBs.

Do not, under any circumstances, delete or change the Provider
information of another WIB without their consent and
cooperation.

Steps to Consolidation

1) Determine how many records exist for the Provider, for example Commercial Driver
Training.

e Perform a Provider search (see Provider Search Section). You may need to
perform more than one search if the Provider may be listed under another
name or acronym.

— The first search, using “commer” as the search criteria, returned 4
1 Provider IDs. A second search, using “the”, returned one.

Frovider KMame

Provider D Organization Type

chool, Inc.

Commetrcial Driving Schoaol of MY (Frovider not on E|Branx Frivate
[T | 20616 Commercial Press Canton Frivate
[T 65104 Commercial Travelers Ltica
v | 3 COmm Menands Frivate =

| Provider D Frovider Mame ity Crganization Type

[T 47757 The After Schoaol Corp. (TASC) Ml eyt “rark Man-profit il

[T 38080 The Arc of Monroe County Rochester

[T |Gon73 The Art Insitute of Mew York City Ml eyt “rark Othar

[T 51862 The Buffalo Debt Collection and Customer Service ALackawanna Mon-profit

v | The CDL School Inc. Menands Private

[~ |38352 The CFA/CADD Training School ety York Private

[~ 36120 The Car Connection Middleville Cither

I- ad an Tl e b Blmi Wmwl M- j

— Itis a good idea to make a list of the OSOS Provider ID numbers and
the exact name of the Provider, or print out the lists with the Print List
button, so that all records can be accounted for, especially if they are
drawn off of multiple searches.
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2) Review each record to determine which records can be safely consolidated.
e Look for records where all Locations are within your WIB.
e Do not delete or deactivate records with Locations belonging to other WIBs.
3) Review each of the remaining records to determine which would be the best to
designate as the “official” record.
e |tis best to choose the record with the most information, as the duplicate data
may already exist in the official record.
e Make a note of the Provider ID number of the record you designate as official,
as you will be returning to it often. The graphic below shows the field on the
Provider Search tab which allows you to search by Provider ID.

Provider Search tmm
ososio[ Status | Active =] wiB | =
Provider Mame | Qrganization Type | =]
City| Federal Provider D (FEINY
Senice Category]| =] StateProvideriD BN
Service T\,-'pe| | Service T_|.J|:|EI
CIP Code| | CIP Cade |

4) Carefully compare the duplicate record to the official record before beginning data
transfer.
e ltis helpful to have two sessions of OSOS open for this step, to more easily
switch between the duplicate and official records.
e Waitch for the following:

— Locations which are named differently but have the same street
address. Confirm whether the offices are actually different or if the
office is known by multiple names.

— Services which are named the same or are a variant. For example,
Microsoft Word Level 1 may be listed as MS Word 1. If a variant exists,
do not enter the Service again - use the variant.

° Services may be edited for more accurate names, but be certain
that your edits make the record clear. Changing the name of an
existing service to your local variant may confuse other areas
which may also use this service.

5) Begin transferring data from the duplicate records to the official record. Do NOT try to
delete or deactivate any information at this point.
e Data which should be transferred to the official record include (see Provider

Detail Section for instructions on adding data to a Provider record):

— Locations

— Contact Information

— Services - Remember to add new Offerings to the Services that already
exist in the official record.

— Comments - if there are pertinent Comments, they may be copied and
pasted into the official record. Because the Comments are dated
automatically with the current date, be sure to add the original date to
the Comment when you paste it.

6) Once all pertinent data has been transferred to the official record, deletion or
deactivation of the duplicate record(s) must be done (see Deleting or Discontinuing
Items from the Provider Module for details of this process).
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OSOS AND THE ELIGIBLE TRAINING PROVIDER LIST (ETPL)

Training providers who are eligible to receive Individual Training Accounts (ITAs) through
WIA Title I-B funds are listed on the Eligible Training Provider list (ETP), located at:
https://applications.labor.ny.qov/ETPL/.

When a Provider is approved on the ETP, an entry is made for them in OSOS by WIA
Central staff. Field staff are then able to retrieve the record and add Services and
Offerings. If you cannot find a Provider in OSOS who has been approved on the ETP, be
sure and contact WIA Central Security staff.

More information on the ETP can be found at the above-mentioned website or contact
Catherine Laccetti at ETP@Ilabor.ny.gov.

RESOURCES

Additional desk guides and resources, found at:
http://www.labor.ny.gov/workforcenypartners/tools.shtm.
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