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One-Stop Operating System

PURPOSE

The One-Stop Operating System (OSOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.
0SO0S collects substantial information from customers, businesses, and training providers. This
information is also used to prepare required State and Federal reports.

This guide will provide a comprehensive overview of searching for WIOA Youth Program
offerings and attaching services to youth records in OSOS.

Important Definitions

Providers — Providers are approved organizations in a local area that offer services to youth
participants. Providers can offer services in multiple locations within a Local Workforce
Development Board (LWDB).

Services — Under the Workforce Innovation and Opportunity Act (WIOA), the LWDB is tasked
with ensuring that all 14 WIOA Youth elements are available in its area. This is achieved by local

providers, who may offer one or more program elements. They are recorded as services in
0S0s.

Offerings — Offerings are entered in OSOS by designated local area staff. They are used to
designate where and when the service will take place. Offerings also provide information
regarding language, number of available seats, and other pertinent service information. Local
areas can provide multiple offerings for the same service element.
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OSOS TERMS

0OSOS is comprised of Modules, Windows, Tabs, Links, and functional Buttons as illustrated in
the screenshot below. These terms will be referenced throughout this guide.

CUSTOMER PROVIDER,

Customer Search

Customer Detail

SSN:  OSOS ID: NY014950531

Customer, Ethan

Eligibiity | Adclinfo

Resumes | Contact Information | Work Histo rofessional Associations | Awards | Qualfications | Sils | Functional Arees | Other Sections | Cover Leters | Reference Lists | wiork Samples
Job = -
job Data- (Employer Dat
#Job Title *Employer
[Automotie Service Technicians and Mechanics ] || (2BC AUt )
O*Net Code_ O*Net Title_ Address Address 2
[43-3023.00 ] [Automotive Sewice Technicians and Mechanics ] ((orNetTites ) || (123 Second street )
Job Type % Start Date *End Date *City e State 2IP Code
(Funmime [+ (01012020 ] (07012021 ] Present dob[ ] [Massapequa ] (new ork -
Wage Salary Unit HoursWeek #*Country
(s20.00 ] (Houny [+ [#0 [Unted states [+
#Reason for Leaving Supervisor Phone Ext
st g ( G
Work Setting Type Customized Services NAICS  Title
[-)( [ ( ) (haics
RR Event #
#Job Duties
Q searchiAdd Skils < —~ B I U 1= = = = @

New Job Entry + pelete Selection W sShow Resume Usage show Audit ®

-
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PROVIDER SEARCH

To begin, locate the correct customer record. Then, from the Customer module, navigate to the
Services tab.

PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Wallace, Jamie SSN: OSOSID: NY014957117 MO H1of1 M M

Customer Info

Customer Data Citis

% Status *Job Seeker
&)

%| Ethnic Heritage and Race

o

*Username *Password
- ¥ ion & E
[ESSSS ] [s_unngzms ] E:'-é‘é?ﬂ:t’l‘uﬁ e
*#Last Name *First Name M [Egh School Equivalency |,]
[Wallace [.Jarme ] D % School Status
*Date of Birth FGender *Portfolio Level Mot Attending School, Secondary School Graduate/Equivalent |+
021612002 Male [ =] [Jobzone Adui [+ = wats K
*Address 1 [Wul Employed ‘ ']
[123 Sesame Street ] Underemployed Long Term
Address 2 ‘ '] [ | ']
[mcwty ] [*Slate | ] [*ZIPCoﬂe (*Contact Pi es:
Poughkeepsie New York || 12603
O Use Postal Alt. Phone -Fax
Coun Country Metro & J o
Dutchess | v] United States | '] M
Phone Ext. Alt. Phone Ext. Fax
555-555-5555 75788

start match M| || activity [A| || r.. Referrals [R|
WIOA Eligibility |W| Summary |U|

If a customer has an existing OSOS record, it is important to ensure all information is
verified and updated each time you work with the customer.
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From the Customer Detail window, select the Services tab, Services link and click the New
Service button at the bottom of the screen.

|CUSTOMER | PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail

Logout &
Customer, Ethan SSN: OSOSID: NY014950531 He H1of1 M M
E tory
D 4
Service ID Service Name Service Type
(103006 (T ) (on-ne-Jon Training ] Level & Source & ovligated | pctual & oblig# ¢
Service i
[customer servies 0T | [(Add1 Service Info | :] :] :] :] :]
Provider 1D Provider Name Location Name Offering ID Adult
[75433 ] [Eronstem Container ] [CNY Works ] [110512 ] O | we Statewide 1.00 0.00 | 107400
Plan. Start Plan. End Program Objective 15%
(07302021 ] (100112021 [~ [~

Act. Start Act. End Completed Next Contact Program Service Type
0773012021 -] | (Mor-1Ta Training [+
Pt Time Lm. Distance Lin, Min. Hours Nbr. Weeks Min. Prog. Agreed Total Funding Petition #

( B [ ) || (s I [
O*Net Title NAICS ] [rme ] [—EF] [—F]

[43—4051 D] ﬁjsﬁumer Service Representatives ]

start match |M| Activity |A] I.A. Referrals |R| i schedule
WIOA Eligibility |W|

OSOS will navigate to the Provider module.
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OFFERING SEARCH

All Level 2 (L2) Youth Services are created and stored in the Provider module.

that have permissions to create and modify provider offerings. It is important that
you work with your partner who can add new offerings to ensure that there is an
offering available for each of the service elements.

There is designated staff in each of the Local Workforce Development Areas (LWDASs)

From the Provider module, navigate to the Offering Search window. If the Offering ID is
known, enter it in the Offering ID field and click Search.

CUSTOMER PROVIDER EMPLOYER ADMIN

Provider Search Provider Detail Offering Search Offering Detail Logout &+

Results: 0
s R R

Quick Search | General Info | List Search

oOffering D ||
D1

or more Offering IDs

‘Validate Offering ID List

commonly used Offering IDs used by a given provider. This will make it easier to
select the appropriate service when entering data.

As a best practice, staff working with youth customers should create a list of
®
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If the Offering or Provider ID is unknown, the offering must be identified by searching in the
Offering Search window.

Customizing search results will help ensure the appropriate service type, offering and location is
associated with the service being provided. Before searching for the service, click the Options
tab to customize your search results.

CUSTOMER PROVIDER EMPLOYER ADMIN

Provider Search Provider Detail Offering Search Offering Detail Logout =

Results: 0

Options || Results

Qick Search | General Info | List Search

General Info

[ OC JH[ —

Provider
inl ider Name Service Name Service Program

[
valﬂer Status Sanm:e Type
Amws ] [Sewice Type}

Pay for Performance ETP Status Training

— B ]

[ )

{ETP Program of Study Leading ti

3 Industry R 0 R tered Apprenticeship (0 State or National License 1 Associate Degree U Bachelor's Degree
I J( I J |

ommunity College Certificate econdary School Diploma or Equivalen eading to Credential eatling to Employment
LIC Caoll Certificat O s dary School Diplh E lent [m] (O MSG Leading to Credential [ MSG Leading to Empl it

Program Format- -
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Select the options to display in your offering search results. Here is a suggested sequence of
display options: (1) Provider Name, (2) Service Name, (3) Service Description, (4) Service Type,
and (5) Location Name. Additional options may be selected as needed. Once you have
identified and ordered the fields that you wish to display in your search results, select the Set
as My Defaults check box.

CUSTOMER EMPLOYER ADMIN

Provider Search Provider Detail Offering Detail Logout &

Criteria Results

Results: 0

[ stafAssigned

D Prov. Creation Time

D Prov. Modify Time

[ Provider D i Provider Name Federal ID (FEIN) [] state 1D (sEM) [ Adaress 1
D Address 2 B City D State \:‘ ZIP Code B Provider Phone
D Ext D Provider URL D Provider Email \:‘ Qrganization Type D Provider Status

Provider Location

D Location Suffix

[ vocation state

|3 ] Lacation Name

Location ZIF Code

Location Addr. 1

Location WIB

D Location Addr. 2

[ Location Delete?

D Locafion City

[ vLocation Mod. Time

Provider Service =

D Training Prerequisite

D E-Learning

D Credential Name

D In Person

D Part Time Learning

D Service Type

D Distance Learning

D Service Category

D Online Learning

Service Name

Service Description [ a5 {1 rraining creait urs [ Hours [ oays [_] weeks

D Service Modify Time

WIOA Eligible Status CIP Code [ ovhet Title ] pelete?

'S
show My pefaults & show system Defé » save As My Defaults & Apply &
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Click on the General Info link to begin the provider search. In the Location section, select the
appropriate LWDB (which is referenced in OSOS as WIB) from the dropdown.

Then click the Service Type button.

CUSTOMER PROVIDER EMPLOYER ADMIN

Provider Search Provider Detail Offering Search Offering Detail Logout &

IR ovtions | Rosurs |

Quick Searchl General Infol List Search

Results: 0

General Info

Locatit Start Date Range-
wiB _ city From To
Albany/Rensselaer/Schenectady Counties [ ] [ ] [ ]
A

Albany/Rensselaer’Scheneciady Counties
AlleganyiCatiaraugus Counties Lot
Broome/Tioga Counties

N ) N B
Cayuga/Cortland Counties —
Chautaugua County I
| ——

Chemung/Schuyler/Steuben Counties
Chenango/Delaware/Otsego Counties te
Clinton/Essex/FranklinfHamilion :
4 Columbia/Greens Counties
' Dutchess County

P Program o dy Leading

industry Recognized Ceriification egistered Apprenticeship 2 or National License sociate Degree achelor's Degree
O Industry R ized Cerfificatl O Registered Aj ticeshij O State or National Li O Associate Dt O Bachelor's D

[ O Community College Certificate ] [ ) Secondary School Diploma or Equivalent ] [ O Employment ] [ O MSG Leading to Credential ] [ U MSG Leading to Employment ]

Program Format -
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SERVICE TYPE SELECTION

Once the Service Type button has been selected, the Service Type box will appear. OSOS
Service Types are organized into three hierarchies: Groups, Categories, and Service Types. The
first set of folders are Groups. For youth data entry, staff will select the L2 WIOA Youth
Services group.

The second set of folders are the Categories. These Categories mirror the 14 WIOA Youth
Elements with one additional Category that encompasses the Design Framework Services.
Within each of the Categories are the Service Types that are selected when data entering the
Program Service Type for the customer. These terms will be used throughout this guide.

Prior to attaching a Youth Element to a participant record, all youth eligibility data
must be documented in OSOS. In addition, an Intake and Eligibility Determination,
Objective Assessment and the Development of Individual Service Strategy must be
completed with the customer and the respective Service Types entered in OSOS under
the Design Framework Category.

Select Seeker Service Type x
» L2 NEG Specific Services
» L2 State Funded Programs .
b L2 Trade Act < ) Groups
» L2 Training
» L2 WIOA Youth Services
= Design Framework (: ] Categories
[ Intake and Eligibility Determination (Youth)
[ Objective Assessments (Youth) .
O Development of Individual Service Strategy (1S5) (Youth) (: 3 Serwce
[ Update of Individual Service Strategy {1S5) (Youth) Types
» Adult Mentoring Element
v Alternative Secondary School/Dropout Recovery for HS Equivalency Element
» Comprehensive Guidance and Counseling Element
» Entrepreneurnial Skills Training Element
¥ Financial Literacy Education Element
» Follow-up Services Element
» Integrated Ed./Education Concurrent with Workforce Preparation Element
v Labor Market and Employment Information Element
» Leadership Development Opportunities Element
» Occupational Skills Training Element
v Postsecondary Education/Training Preparation and Transition Element
» Supportive Services Element
» Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma Element
» Work Experience Element
» L2 Z NYSDOL ONLY
» Labor Exchange -
v MYECERE (T nnnral Mot Dronrany Enncificd
Keyword(s) )
| | Search ‘ ‘ Reset | | select | | Clear ‘ ‘ cancel x
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L2 WIOA YOUTH SERVICE CATEGORIES AND SERVICE TYPES

Design Framework
O Intake and Eligibility Determination {Youth)
O Objective Assessments (Youth)
O Development of Individual Service Strategy (155) (Youth)
O Update of Individual Service Strategy (155) (Youth)

Adult Mentoring Element
O  Adult BMentoring (Youth)

Alternative Secondary School/Dropout Recovery for HS Equivalency Element
O Altemmative Secondary School/Dropout Recovery for HS Equivalency (Youth)

Comprehensive Guidance and Counsaling Element
O Comprehensive Guidance and Counseling (Youth)

Entrepreneurial Skills Training Element
O Entrepreneural Skills Training (Youth)

Financial Literacy Education Element
O Financial Literacy Education (Y outh)

Follow-up Services Element

Follow-up Adult Mentoring CYouth)

Follow-up Financial Literacy (Youth)

Follow-up Labor Market and Employment Information (¥ outh)
Folliow-up Postsecondary Transition (Youth)

Follow-up Supportive Services (Youth)

Follow-up Mon-Element (Youth)

Integrated Ed_fEducation Concurrent with Workforce Preparation Element
O Integrated Ed./Education Concurrent with Workforce Preparation (Youth)

oooooo

Labor Market and Employment Information Element
O Labor Market and Employment Information (Youth)

Leadership Development Opportunities Element
O Leadership Development Cpportunities (Youth)

Occupational Skills Training Element
O Occupational Skills Training

FPostsecondary Education/Training Preparation and Transition Element
O Postsecondary Education/Training Preparation and Transition (Youth)

Supportive Services Element

Supportive Services — Child Care (Youth)

Supportive Services — Dependent Care (Youth)
Supportive Services — Housing (Youth)

Supportive Services — Meeds-Related Payments (Youth)
Supportive Services — Transportation (Youth)
Supportive Services — Other (Youth)

oooooo

Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma Element
O Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma (Youth)

Work Experience Element

Employment/internships, Not Limited to Summer (Youth)
Job Shadowing (Youth)

On-the-Job Training (Youth)

FPre-Apprenticeship Programs (Youth)

Summer Employment/internships, Summer Only (Youth)
Cther Work Experience Type (Youth)

ooOoooo

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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All WIOA Youth Program Services Types can be found by selecting the L2 WIOA Youth Services
group, and expanding the appropriate folder.

All WIOA Youth Service Types are identified by the word “Youth” in parenthesis,
except Occupational Skills Training. With this one exception, if the word Youth is not
in parenthesis, then it is not a Youth Service. This is especially important if you are

searching for an applicable Service Type using the Keyword(s) search field at the
bottom of the dialog box. For instance, if staff do a keyword search for Follow-up,
there may be several search results. Youth providers must only select the service

types that are designated with the word “Youth” at the end.

NOTE: Occupational Skills Training will not display the word Youth in the Service Type because
of the requirement that all ITA trainings must be listed on the Eligible Training Provider List

(ETPL). Since the ETPL does not differentiate trainings available to youth and adults, the same
service type must be used for all ETPL approved trainings.

Select Seeker Service Type

+ L2 WIOA Youth Services -

Design Framework
Adult Mentoring Element

Alternative Secondary School/Dropout Recovery for HS Equivalency
Element

Comprehensive Guidance and Counseling Element

Entrepreneurial Skills Training Element

Financial Literacy Education Element

Follow-up Services Element

Integrated Ed./Education Concurrent with Workforce Preparation Element
Labor Market and Employment Information Element

[] Labor Market and Employment Information {Youth)<:

Leadership Development Opportunities Element

[J Leadership Development Opportunities (Youth)

Occupational Skills Training Elemen
[0 Occupational Skills Training
Postsecondary Education/Training Preparation and Transition Element

[J) Postsecondary Education/Training Preparation and Transition
(Youth)

Supportive Services Element
[ Supportive Services - Child Care (Youth)

[ Sunnartive Sarvicas . Danandant Cara (Yauthl

Keyword(s)

] search Reset select

| Clear ‘ ‘ Cancel
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Select the appropriate Category and Service Type. Click Select at the bottom of the screen.

Select Seeker Service Type

L2 NEG Specific Services
L2 State Funded Programs

L2 Trade Act

L2 Training

L2 WIOA Youth Services

» Design Framework

Adult Mentoring Element

Alternative Secondary School/Dropout Recovery for HS Equivalency Element
Comprehensive Guidance and Counseling Element

Entrepreneurial Skills Training Element

Financial Literacy Education Element

Follow-up Services Element

Integrated Ed./Education Concurrent with Workforce Preparation Element
Labor Market and Employment Information Element

L ip D O ies Element
[ Leadership Development Opportunities (Youth)
Occupational Skills Training Element

v ion/Training ion and Transition Element
Supportive Services Element
Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma Element
» Work Experience Element
L2 Z NYSDOL ONLY
Labor Exchange
NYESS (General, Not Program Specific)
NYESS PROS
Trade Act
WIOA Basic Career Services (WIA Core) <

V]
Ki rd(s)

v vovw

dvvwwwww~

b
b
»
b
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OFFERING SELECTION

When the appropriate Service Type has been selected, it will populate the Service Type field in
the Offering Search window, on the General Info tab.

Click the Search button at the bottom of the screen to generate the list of the available
offerings.

CUSTOMER PROVIDER EMPLOYER ADMIN

Provider Search Provider Detail Offering Search Offering Detail Logout &

Results: 4
Criteria [
Quick Ssarcl] | Generalinfo | st searcn

General Info

[manyfﬁensse\aarﬂsahanedany Counties ‘v] [ ]

Start Date Range
From To
[ —
Provider

Provider Name Service Name Service Program

Provider Status Service Ty
Active ~| | Leadership Development Opportunities (Youth) ] [Sewice Type}

Pay for ETP Status Training

B ) [
)

’/ETP Program of Study Leading f« ‘

Credential Name

[ O industy Recognizes Gertfication | [ O Registered apprenticesnip | (O State or National License | [ O Associate Degree | [ O Bachelors Degree |

[ 0 Community College Certificate ] [ [ Secondary School Diploma or Eguivalent ] [ O Employment ] [ O MSG Leading to Credential ] [ O MSG Leading to Employment ]

Prog Format ~
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SCHEDULING AN OFFERING

After clicking the Search button, a list of available offerings for that Service Type will appear in
the search results. Choose the appropriate offering based on the provider, service name,
location, and description.

Click Schedule at the bottom of the screen.

CUSTOMER PROVIDER EMPLOYER ADMIN

Provider Search Provider Detail Offering Detail Logout @

EDED - |

Results: 8

190i9 [ | @ (~) )

Service Name & Provider Name & | | Locatien & | | Description &
U ( J| ( . . ]
[ | Leadership Development (Youtn) Buffalo Employment and Training Center BETC
D Leadership Development Buffalo Public Schools: Career Collegiate Institute Career Collegiate Institute
D (Youtn) Leadership Development Buffalo Urban League, Inc. Buffalo Urban League, Inc. Youth
D Leadership Dev. - Big Brothers Big Siste Catholic Charities of Buffalo Catholic Charities - Buffalo
D Leadership Dev. - Maryvale Con_ Ed. ‘Catholic Charities of Buffalo Catholic Charities - Buffalo
D Leadership/Communtiy Service Training Catholic Charities of Buffalo Catholic Charities - Buffalo
D Leadership Davelopment (Youth) Erie County Employment and Training Center Erie Community College

Leadership Development Opportunities (Yo Lackawanna Municipal Housing Authority Lackawanna Municipal Housing Authority
Leadership Development Opportunities (Yo VINY AmeriComps VINY AmeriCorps

1909 ()(=) @ (=))

resign to List &~ scheauts | _

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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DATES AND PROGRAM SERVICE TYPES

Once the service has been scheduled, it will be attached to the youth record and the customer's
Customer Detail window will again display. Details of the service must now be entered. This is
done within the Customer module, under the Services window, on the Services tab. The
Provider Name, Location Name, Provider ID and Offering ID will populate in the Detail section.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
‘Customer Search ‘Customer Detail Logout
Gustomer, Ethan SSN:  OSOS ID: NY014950531 MO M 10f1 M

hctivities | services | History

Detail
S e S
( ) (teadersip Doviopmentopporirives ) (Cossrsp bovlopment Opporamses (v )

Oblig# &

]‘[

Provider ID Provider Name. Location Name. Offering ID

Plan Start Plan End Program

()

Provider Name ¢ Service Name ¢ Actual Start Date & Actual End Date Program Svc Type
[ J1( J| J 1 ( J1( ]

O | Bronstein Container o 0743012021 Hon-ITA Training
Lackawanna Municipal Housing Authority Leadership Development Opportunities (Yo

ivi rals

The following information is required and must be entered in the Detail section:

e Planned Start Date — Anticipated date the Youth Service is expected to start.

e Planned End Date — Anticipated date the Youth Service is expected to end.

e Actual Start Date — Date the Youth Service begins. NOTE: A service cannot be
funded prior to the Actual Start Date.

e Actual End Date - Date the Youth Service ends. A future date cannot be entered,
so if the service will end in the future, staff must return to the service and
update this field at that time.

e Program Service Type — All WIOA Youth Services, except for Follow-Up, must be
entered as Youth Services.

The Next Contact Date is not required but should be completed as a best practice. Entering a
date in this field will generate a reminder that will be sent to the Inbox in the Staff module of
0SOS for any service details that require additional attention.

Entering an Actual End Date on an offering will end the service. If no additional
services or activities are added, the record will exit enrollment 90-days after the last
Actual End Date has been entered into the Services tab.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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The Program field must also be updated if an Occupational Skills Training service is being
recorded for a Youth customer.

To correctly record an Occupational Skills Training Service funded through the WIOA Youth
Program, select Youth Services in the Program Service Type drop-down and Youth ITA Waiver
in the Program drop-down as shown in the screenshot below. This is the only way to enter a
Youth ITA, fund the training with WIOA Youth funds, and ensure that it is reported correctly.

NOTE: Occupational Skills Trainings or Youth ITAs can only be provided to Out-of-School Youth
(OsY).

‘CUSTOMER PROVIDER EMPLOYER STAFF ADMIN

Customer Search Customer Detail Logout
Customer, Ethan SSN: OSOS ID: NY014950531 K K 10f1 M W
Activities | services | History
(Detail B
Servics D Service Type
] (Leadership Development Opportunities (Yo ) Leadership Development Opportunites (Youth) ) Level ‘ Source & Obligated & ‘ Actual & ‘ Oblig# &
[ ] ((Add1 Senice Infa )
He records found
Provicer ID Providsr Name. Location Name. Offering 1D
68186 Lackawanna Municipal Housing Authority ] ] (s0220 )
Plan Start Plan. End Frogram i
0300172024 0710112024 Youth ITA Waiver -] [-]
et start Aot End <
0310172024 s Cos [
- 5 81 Project
Pt Time Lrn. Distance Lrn o Suppartive Servces Distioution Totel Funding ] Pefition #
WIF BEAM ] ( [
ONet Title WIRED Training RR Event £
O T pemrrem—m— @) | ( Bl ]
wE t .
‘Albany/Rensselasr/Schanactady Countie ] ((change offce |
PR 2P¥ 2000 Rapid Response Supplemental Funding T e
2PY 2000 State Supplemental Funding - 5100 [:]
ooz (i) @ )
Provider Name Service Name & Actual Start Date Actual End Date & Program Sve Type &
O | 6ronsten Container our 073012021 NonITA Training
& Lackawanna Municipal Housing Authority Leadership Deveiopment Opportunities (Yo

IPA Service Summary

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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FOLLOW-UP EXCEPTION

All WIOA Youth services except Follow-Up services must be recorded with the Program Service
Type of Youth Services. Follow-up services must be recorded with Program Service Type of
Follow-Up.

Staff are required to provide Follow-up services to youth for a minimum of one year after the
last program element service is provided. Under WIOA, there are five allowable service
elements that can be provided to youth as Follow-up Services.

In the Follow-Up Services Element folder, the five allowable Follow-up Service Types are listed.
In addition, the ‘Follow-up Non-Element (Youth)’ service type is listed and should be recorded

| when a concrete Follow-up Service outside of the five allowable elements was provided.
Contacting the youth's school counselor to check-in and discuss the youth's progress is an
example of when staff should select the "Follow-up Non-Element (Youth)". This service type

| should not be selected when there was no concrete service provided. Forinstance, contacting
the youth to update address information would not be appropriate use of the "Follow-up Non-
Element (Youth)" service type.

Select Seeker Service Type x

v L2 WIOA Youth Services “
Design Framework
Adult Mentoring Element

Alternative Secondary School/Dropout Recovery for HS Equivalency
Element

Comprehensive Guidance and Counseling Element
» Entrepreneurial Skills Training Element
Fi ial L Ed ion El ¢
~ Follow-up Services Element
O Follow-up Adult Mentoring (Youth)

O Follow-up Financial Literacy (Youth)

- v

-

(O Follow-up Labor Market and Employment Information (Youth)
(O Follow-up Postsecondary Transition (Youth)
O Follow-up Supportive Services (Youth)
(] Follow-up Non-Element (Youth)
Integrated Ed./Education Concurrent with Workforce Preparation Element
Labor Market and Employment Information Element
Leadership Development Opportunities Element
Occupational Skills Training Element

Postsecondary Education/Training Preparation and Transition Element
[ Postsecondary Education/Training Preparation and Transition -

] Search Reset Select

| Clear | | Cancel

4 v v v -

Keyword(s)
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Select Follow Up from the Program Service Type drop-down. This is selected to prevent the

Follow-up service from extending an enrollment or creating a new enrollment.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Customer, Ethan SSN:  0SOS ID: NY014950531 M H10f1) »

Activites | Services | History

Ser';ir.e v} Service Name Service Type
[ ) (Folow-up Adut Mentoring (Youtn) (Folow-up Acutt Mentoring (voutn) ) L=l 9 Erm= & CIT & Lo S CIro®
Service Description [ [ I [ J| [ 1 )
[Fonow-up ‘Adult Mentoring (Youth) ] [Addl Service Info ]
No records found
Provider ID Provider Name Location Name Offering 10
(105696 ) (8¢ Traming ) (10505 )
Plan. Start Plan. End Program Objective
(05012024 | (08012024 [ [ L)
Act. Start Act. End Completed Next Contact Program Service Type
(05012024 ] [0m012024 ] [es I+ Follow Up [+
Pt Time Lrn. Distance Lrn, Min. Hours Nbr. Weeks Min. Prog. Agreed Total Funding Petition &
( [)( [H( J( [
o T ) Thes T Incumbent Worker Training RREvent#
[ ) (o) ) (hmcs) | [ [
wiB Agency Office.
[ ) (o = &
Staff Assigned Orig. Oblig. Total Oblig. Offering Cost Actual Cost
( ) [cnange -] [ J (5100

o] o0

Do not select "Youth Services" as the Program Service Type to record a Follow-up
service. Only use "Follow Up" when recording a Follow-up service.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide

-19-

11/21/2024




]
One-Stop Operating System

ACHIEVEMENT OBJECTIVE

All Youth Services are required to have an associated Achievement Objective. An Achievement
Objective must be created prior to entering the service, so that it is available in the
Achievement Objective dropdown menu.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search ‘Customer Detail Logout &
Customer, Ethan S$SN: 0SOS ID: NY014850531 MO M 1of1 ) W

Actviies | Services | History

Service ID Service Name Service Type - - - - < -
(3184 ) (Leadersnip Deveiopment Opporunties (vo ) Leadersnip Deveiopment Opportunties (voutn) ) (5519 EEIED 9 GO © (Em O E05 o
Service Deseription [ I ( 1 [ )1 ( J 1 ( )
( | (Add1 Senvice Info |
No records found

Provider ID Provider Name Location Name Offering ID

[ssme ] [Lackawa nna Municipal Housing Authority Lackawanna Municipal Housing Authori 50220

Plan. Start Plan. End Program Objective

[nz/m/znza ] [ormﬂznza ] [Vnum ITA Waiver ‘ [ Obtain Work and Gain experience in the Electric Field .

Act Start Act Ena Completea Next Contact
(ozorzze ] -
[PlTime Lm. ‘ [Duunce L. ‘ ] [Mm. Hours ] Nbr. Weeks [T""“ ERg) ] ["5"“0" = ‘ ]

et Title ) "~ Nacs Title Incumbent Worker Training RR Event #
( ) ) () f ) (] || { LIl N

wiB Agency Office.
[A\banyfﬁ‘enﬁﬁE\aer/S:henedady Counties ] [Departmeul of Labor ] [ALEAN‘( ] [(ehange Office | m m

Staff Assigned Orig. Oblig. Total Oblig. Offering Cost Actual Cost
[Eucmey_ Ryan ]‘Change -] [ ] [ ][w o0 ][ ]

s @D B0

If the appropriate Achievement Objective is not available from the drop-down selection, it must
be created prior to saving the service. This is done from the Customer Detail window, under
the Planning tab, Achievement Objectives Link.

Click New Objective.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &

Customer, Ethan

General Info

SSN: OSOS ID: NY014950531 M H1of1 M M

Eligibility | Add’linfo

Senere e TR s e

Objecti bri Search Plan
e
[ntain work and Gain experience in the Electric Field ]
Goal Justifiat
[Would iie to wiork n Trade, Only as a HSE ]
Objecti
Objective
Type of Goal Goal Attainment it
Planned Start Date *Planned End Date Actual Start Date Actual End Date
Dete Closure Reasan

Outcome | Status

Achievement Objective & Type & Attainment &

-

New Objective

start Match M| Activity |A| I.A. Referrals |R| correspond # R schedule () WIOA Eligibility |W| summary |U|
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In the Achievement Objectives section, enter the following fields:

Achievement Objective name
Type of Goal

Goal Attainment

Planned Start Date

Planned End Date

Evaluation Date

Click Save.

This Achievement Objective will now be available from the drop-down menu when entering
Service Details on the Services tab.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Customer, Ethan SSN:  OSO0S ID: NY014950531 MO M Aof1 M M
Objective | Achi Objectives | Work Search Flan
[Obtaln Work and Gain experience in the Electric Field ]
Goal Justificati
[Wnuld Jike to work in Trade, Only has a HSE ]
Objective
['ru complete Flumber Apprenticeship Application ]
Type of Goal ‘Goal Attainment
[occupahonal Skills ‘ -] [su but attainment pending ‘ .]
#Planned Start Date “#Planned End Date Actual Start Date Actual End Date
(0ar17r2024 ) (0710172024 ) (031772024 )i )
#Evaluation Date Closure Reason

Outcome / Status

12002 (e[ ) @ ()]

Achievement Objective & Type < Attainment 3

save B tivity |A ferrals |R pond & S inks |L Ret h t: g % hedul 1igibility |W| y |U

As a best practice, staff working with a youth should record goals established on the
Individual Services Strategy (ISS) as Achievement Objectives. The Print button at the
bottom of the screen allows staff to print all the Achievement Objectives so that the
youth can be provided with a copy to keep. Also, the occupational and academic
components of a work experiences can be recorded as Achievement Objectives.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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FUNDING A SERVICE

After the required service details have been saved, funding for the service must be entered in
the Funding section of the Services tab.

Enter 1 in the Total Funding field.

Click Add.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Customer, Ethan SSN: OSOS ID: NY014950531 M H1of1 M W

Activitiesl] Services || History

Service ID Service Name Service Type b
[sa18e ] (Leadership Development Opportunites (vo | (Leacersnip Development Oppartuniies (voutn) | (= © £ O CIEEl 9 LTI O CLOE O
oo Deser ( J | ( J| { J{ ( J | J

[ | (Adaisenice info |
Provider ID Provider Name Location Name Offering ID o records found
(8816 ] (Lackawanna Municipal Housing Authority ] (Lackawanna Municipal Housing Authoriy ] (s0220 |
Plan. Start Plan. End Program
[oamir2024 ] 070172024 | outn ITA waver [ -] [ovtain work and Gain experience in the Electric Fisid [-]
Act. Start Act End Completed Program Service Type
[oamira022 [ ) [-][ | [outn senvices [-]
Pt Time L. Distance Lrn. Min. Hours Nbr. Weeks Min. Prog. Agreed Lol / 2l

I E I ) || e < | [
T i T T Incumbent Worker Train i Jf“Ri¥ tvent #

) (oma) ( ) (wacs) || T [

wiB Agency Office.
[Atbany/RensselaeriSchensctady Counties | (Department of Labor ] [ABAny ] ((change office | _ ste
Staff Assigned Orig. Oblig. Total Oblig. Offering Cost Actual Cost
(Buckey, Ryan ) [hange '~ ( ) ) (5 1.00 I( |

] o)
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This will open the Funding box.

Enter 1 in the Obligated Amount field.

The Obligated Percentage will auto fill. Click OK.

From the list of available Funding Sources, select WIOA Youth Local with the appropriate

0K

Funding
Level % Funding Source % Year ¥ Remaining % "Eﬁtnnt?me'ﬂ
O | wie WIOA Adult Local 2021 90889
O | wie WIOA Adult Local 2022 o088
O | wie WIOA Adult Local 2023 99993
‘WIOA Dislocated
O | wie Worker Local 2021 04899
WIOA Dislocated
O | wie \Worker Local 2022 99995
‘WIOA Dislocated
O | wie Worker Local 2023 40098
O | wie WIOA Youth Local 2021 99999
O | wie 'WIOA Youth Local 2022 90098
(T4 WIOA Youth Local
(| AN it Ot ide 180 3074 Oooo0
Obligated Amount WIE
[1.DD ] [AlbanyfRensselaerfSchenectady Counties ]
OR Utfice
Obligated Percentage [ALEAN‘T’ ]
[10&00 ] :
Region

[CENMIDBUmt

K=

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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Review service details to ensure proper data entry and click Save when complete.

PROVIDER EMPLOYER STAFF ADMIN
‘Customer Search Customer Detail Logout®
S$SN: OSOSID: NY014950531 MO M 1of1 M M

Custemer, Ethan

Ac\iviheg‘ Services‘ History

Service ID Service Name Service Type ~ - - —~ —~ —
[szma ] [Leanersnlp Development Opportunities (Yo ] [Lea\‘]ersnip Development Opportunities (Youtn) ] Level & Source & Obligated & Actual & Oblig # &
Service Description
) (Agg1Service into |
WIOA Youth
Provider ID Provider Name Location Name Offering 1D Local
(68188 ) (Lackawanna Municipal Housing Authority ) (tackawanna Municipal Housing Authoriy ) (s0220 )
Plan. Start Plan. Eng Program Objective
[nz/m/znza ] [ov/nuzou ] [‘/uuth |TAWaiver ‘ v] [omain Work and Gain experience in the Eleciric Field | v]
Act. Start Act. End Completed Next Contact. Program Service Type
[oz01200a [ - ] [outn services [+
Pt Time Lm. | ] [Dimnce L. | ] [Mm. Hours Nbr. Weeks ] [Mm‘ Prog. Agreed ] [T"'ﬁ' Ll Fm | ]
S S 51.00 S
I T ) " maics e Inumbent Worker Training RR Event #
Jew) (T ) LIl L

wig Agency Office
(Abany/Rensselaerscnenectagy Counties | (Department of Labor ] (Aueany ) ((chenge ofce ) m

Staff, d Orig. Oblig. Total Oblig. Offering Cost Actual Cost
(Bucidey, Ryan ) [cnange [+ ( 51.00
oo () @ () .
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ENROLLMENT VERIFICATION

If the entry of the service generates a new enrollment, the Enrollment Verification pop-up will
appear. Review the information on the Customer Detail and Comp Assess tabs. Verify all data is
correct and update as required.

Click Save at the bottom of the screen.

Enroliment Verification

[ Custamr oo |

~General Information Migrant
050S1D Seeker Status
(Nvot4s50531 | (Acive ] MigrantSeasonal Worker
#Gender Migrant Class
5 s carm g
Alien Reg # Expires Farmwark Type
Permanem.\_\ ‘ ']
Empl. in Farmwork
*Education Level [ ‘ ']
[ngh School Equivalency | v] Farmwork Threshold
% School Status. [ ‘ ']
[Nul Attending School; Secondary School Graduate/Equivalent |V]
*¥Employment Status fMima_ry Service
[an Employed | ,] Service Veteran
b T e [
Selective Service?
1 Camant (e T4
None (Not Claiming UI) [+
Profiled Profiled Date (Programs-
*Ethnic Heritage [HVRPG e ‘ ]
[Hlspamc or Latino I Not Hispanic or Latino i 80 = lET0) [ fellley ‘ ]
% Race Reason
\:| Alaskan or American Indian [ ‘ ]
HVRP Grantee #3
] asian(y) [ [+ -

Eligibility Data Effective Date: 08/08/2024

\z| Apply Updates to Customer Record

\:| Apply Updates Thru Today: 08/08/2024

\7| Apply Updates Thru This Date: :}

Adding or correcting information in the Enrollment Verification box will update the
Customer Detail and Comprehensive Assessment windows. Make sure to record all
known barriers at the time of enrollment. This will ensure an accurate OSOS record
for the youth and assist staff with appropriate service delivery. It will also provide an
accurate information on barriers faced by the local area’s target populations to
appropriately adjust performance goals.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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ADD SENSE COMMENTS

After attaching any service, or to record each interaction you have with a youth, write effective
and quality case notes in OSOS using the Situation, Evaluation, Next Steps, Sufficient
Information, Employment-Related Information Only (SENSE) Model.

See the Resources section for guides on using the SENSE Model.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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CLOSING THE YOUTH SERVICE

If an Actual End Date was not entered when the service was added to the customer's record, it
must be entered once the service has ended. This closes the service.

To close the service in OSOS, enter the Actual End Date and select a completion status in the
Completed Successfully field. Then click Save at the bottom of the screen.

CUSTOMER PROVIDER EMPLOYER STAFF ADMIN
Customer Search Customer Detail Logout &
Customer, Ethan SSN: 0OSOS ID: NY014950531 M€ H1of1 M M
Activities ‘ Services ‘ History
g

Service ID Service Name Service Type
(831 ] (Leadership Development Opportunites (vo ) (Leadership Development Opportunites (Voutn) )

Service

[ ) (Add1 Service Info |

Provider ID Provider Name Location Name Offering ID.

[sswss ] [Lackawa nna Municipal Housing Authority ] [Lackawarma Municipal Housing Authority ] [90220 ]

Plan. Start Plan. End Program Objective

(03012024 (07012024 | [Youtn ITA Waiver [ -] [obtain wark ang Gain sxperience in the Electric Fisid [-]

Act. Start Act. End (o leted Next Contact Program Service Type

(03012024 (05142024 JWves E [vouth Services [-]

Pt Time L. E = Nbr. Weeks Min. Prog. Agreed Total Funding Petition #

( [ Bl I I ]| e J [

ONet Titie NAICS Tl Incumbent Worker Training RR Event#

[ [ ) (omet] ( ) (aics [ [~ [+

WIB Agency Offfice

[Abany/Rensselser/schenectady Counties | (Depariment of Labor ] (ALeany ) ((chenge office | m

Staff Assigned Orig. Oblig. Total Oblig. Offering Cost Actual Cost

[Buckiey, Ryan ) [change '~] | 100 )

1202 (o)) @ (200

Schedule WIOA Eligibility |W| || summary |U|

If there are no open services, then the automatic 90-day exiting process will start as
of the Actual End Date of the last service. Please note that Follow-up Services
provided to the youth should begin when the last service ends. Along with entering
Follow-up Services, staff should also enter any performance measure outcomes the
youth achieved during the program or will achieve after the last service has been
provided. For more information on recording outcomes, go to the Resources section
below and follow the website link for additional OSOS Guides.
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BEST PRACTICES FOR ENTERING SERVICES

e Next Contact Date — Staff are urged to use the Next Contact Date field under the
Customer Module, Services Window, Services Tab. This will set a reminder in
the Staff Inbox to touch base with the youth and/or update the service
depending on the youth’s status.

e Planned end dates — Under the Customer Module, Services Window, Services
Tab, staff often place an extended amount of time in the Planned End Date field.
The extended service time may cause staff to forget the open service that is
attached to the youth record, resulting in poor service quality which may keep
the youth in the Performance Measures when he/she has already achieved
his/her goals in the WIOA program. It is recommended that shorter time frames
are used when developing planned end dates correlating with the youth’s
Individual Service Strategy.

e Achievement Objectives — Under the Customer Module, Services Window,
Services Tab, staff assign an Achievement Objective that serves as a goal, in
relation to the Individual Services Strategy. Make sure the services provided align
with the entered Achievement Objectives.

e Service Designation — There are no specific requirements for LWDAs when
naming services. However, if there are multiple Youth Program providers for one
LWDA, it is recommended that similar services are uniformly named across the
providers. For example, a LWDA may have three Youth Program providers who
provide tutoring. The LWDA could name this service “Youth Tutoring- Improving
Basic Skills” for all three providers.

e If a LWDA has changed youth providers (e.g. due to the issuance of a new
Request for Proposal) it is important to ensure services are entered under the
correct providers.

e L2 WIOA Youth Services — Some local services could fit into multiple WIOA Youth
Program Elements. Report the service under a Service Type that best fits the
definition of services described in Training and Employment Guidance Letter 21-
16.

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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RESOURCES AND ASSISTANCE

For details on the WIOA 14 elements read TEGL 21-16:
https://wdr.doleta.gov/directives/corr doc.cfm?DOCN=7159

Desk Guide for Provider Module Data Entry and Maintenance (page 28)
https://labor.ny.gov/workforcenypartners/osos/osos-desk-guide-provider-module.pdf

SENSE Comments — Write effective and quality case notes in OSOS using the Situation,
Evaluation, Next Steps, Sufficient Information, Employment-Related Information Only

(SENSE)

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

For further assistance with data entry, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: help.osos@labor.ny.gov

For questions related to Youth programs, please contact the NYSDOL Program Development
Office, Youth Team By email: youthoffice@labor.ny.gov

DSOS Guide - Documenting Services to Youth Program Customers OSOS Guide
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