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PURPOSE
On September 26, 2013, the NYS Department of Labor received a forty-month Disability
Employment Initiative (DEI) grant in the amount of $3,857,758 as part of a federal project to
improve outcomes for individuals with disabilities by providing education, training and

employment opportunities. An increase in performance measures and outcomes for customers
with disabilities is expected under DEI.

FIVE GOALS OF DEI PILOT SITES

e Increase the number of tickets assigned and ticket revenue generated under the
Social Security Administration's Ticket to Work Program

e Increase access to services for people with disabilities

e Create functioning Integrated Resource Teams (IRTs) to address multiple barriers to
employment for individuals with disabilities

e Increase partnerships and collaboration amongst those providing services to
individuals with disabilities

e Provide Asset Development strategies to individuals with disabilities

Required project reporting information for DEI will be captured in OSOS. This guide will provide
an overview of which data fields in OSOS are essential for reporting out on DEI.

This data is required to be collected from each of the 4 DEI pilot sites and each of the
2 DEI comparison sites (list included at the end of this guide). If you work in one of

@ these sites, you must collect this data. If you do not work in a DEI pilot site or DEI
comparison site, you do not need to collect the additional data elements needed for
DEI outlined in this guide.

OSOS DATA ENTRY

Most of the data elements needed for DEI are currently being collected in the OSOS Customer
Module, on the General Info and Work History tabs of the Customer Detail window. A DEIl tab
has also been added to collect additional information. This guide will demonstrate which fields
on each of these tabs are required for DEI reporting.

The DEI reporting data must be collected for any customers who disclose having a

disability. Customer disclosure may come from an intake form such as the ES-100;
previously recorded information found in the customer’s OSOS record; or a verbal

attestation by the customer.
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GEN. INFO TAB
The fields needed on this tab for DEIl are: Last Name, First Name, Date of Birth and Email.
(<] < LU Add' info | Pams/PA | Objective [ Work Hist. | EdiLic | Skills | Saved Searches | Activitics | Comments | Tests | Primd > |>>)
Customer Data
@ 55N @Status Active @Job Seeker Active - Ethnic Hertage & Race |
@llsername dei_tester 1 @Password socialdynamics123 Merge |
@l astName Martin @First Name Pat | {11 Education & Employment
" Education Level
Date of Birth 05/14,/1331 Femal - i JobZone Adult - ¢
_ EeLs el Disabled w/Cert./IEP -
: | @School Status
SCity Fresh Meadows @State New York ¥ @Zip 11385 o Mot attending school; H.5. Graduate
County Cueens * Country United States - Metro - @#Employment Status
Phone 516-011-2358 Ext Alt Ext. Fax a Mot Employed -
I Email PMartinS1@yahoo.com @#Contact Preferences
URL Use Postal || Fax
Alt URL e Pri. Phone Email
Resume Contact Inf
el S Citizen ["] Alt. Phone M

These fields are usually entered as part of the normal OSOS data entry process, so in most
cases, you will only need to verify that the information is correct. If any of the information is
missing or needs to be updated, please make any necessary changes.

In addition to all of the DEl fields, all green-dotted fields are still required as part of
the normal OSOS data entry process.

ADD'L INFO TAB

Be sure to indicate disability status on the Add'l Info tab. Upon choosing Disabled from the
drop-down list of options next to the Disability Status field, a Disability Category field will
appear. Choose the correct option from the drop-down list to indicate the type of disability.

Programs
Income Status
Lower Living Standard /s«

Income 70% LLSIL /4 «
Local Priofity 1a
| Disability Status oDisability Stals Disspied
sDisability Category

@Migrant/ Seasonal W

Disability Category drop down menu I

Physical Impaiment
Mertal Impaiment
Both Physical and Mental Imp.
Mot Disclosed
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WORK HISTORY TAB

The DEI will track certain information about a customer’s most recent job, most of which can be
pulled from the Detail box for the most recent job entry on the Work History tab. The fields
needed on this tab for DEl are: Job Title, Start Date, Hourly Wage, and hours worked per week
(Hours/week) for the most recent job the customer has held.

If the customer does not have any work history, no information will need to be added
or edited on the Work History tab.

[<¢] <Gen. info | AddInfo [ PamsiPa | objective Ll Al Fan ic [ Skiis [Saved Searches [ activities [ comments [ rests [prima > T>>)

il
ﬁ]bTitle Air Traffic Controllers O~Met Titles | O*Met Code 532D21D[:-|
@Employer Fantasy Fights Aviation School Include onlinl Start Date 10/2008 I End Date 062014
@Address 1012 Landing Strip Supervisor Mr. Jones Phone Ext.
@Wage s 26.00 Hourhy vI Hoursiweek 25 I
@City Wrightsville @Reason for Leaving Lack of work -

@State New York * Fip General air traffic control for & school of =
@Country United States - @Job Duties 200+ students, analyzing weather patterns,| -
Job Type - RR Event # Event

MAICS MAICS Lookup
| Job | Company | City | sat | End |

[T | Counter Attendants, Cafeteria, Food ¢ Central Valley Senior Center Central Valley 06/2005 0942007 =
antasy Fli Wrightsville

2008 062014

e Job Title: This should describe the customer’s most recent job. This field should be
populated using the O*Net Titles button.

e Start Date: This field should indicate when the customer started working in the
most recent job, in the format of mm/yyyy. Also, if there is an end date for this job,
enter it in the End Date field.

e Wage: The wage needs to be reported as the hourly wage. Additionally, the Wage
Unit drop-down field next to the Wage field needs to be set to Hourly.

e Hours/Week: Type the number of hours the customer worked each week.

Keep in mind that the data for DEI reporting will be pulled for the customer’s most recent job.
This means that you may need to review the customer’s work history and determine the most
recent job to view its detail. An easy way to do this is to sort the job entries by end date (click
on the End column header in the list of job entries) and then select the job with the most recent
end date.

| Job | Company | City | st | Ena
[T |Counter Attendants, Cafeteria, Food  Central Valley Senior Center Central Valley 06/2005 09/2007

Air Traffic Controllers Wrightsville 10/2008  |06/2014

Mew Job Entry| Delete Selection |

Save | Start Matd1| Seniicesl Comp &ssess| Activity | 1A H.efenals| Comespand | IVHl Ret to Srch | Cnmmerrts| Tag| H.esume| Sc:hed| Message
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any jobs where the customer is no longer working or if the job has ended. This will be
used to pull the most recent job entry information for DEI reporting. Also, as per
normal OSOS data entry, all green-dotted fields are also required for each job entry.

@ In addition to the DEI fields mentioned, the End Date field must also be filled in for

It is possible that the customer may still be working at the most current job. In this instance,
nothing should be entered in the End Date field and the Still employed option should be
selected in the Reason for Leaving field.

<] <Gen. info | Add info | PamsPA | objective WLl Edn ic | Skills | Saved Searches | Activities | Comments | Tests | Primg > | >>]
Detail

@Job Title Air Traffic Controllers O*Net Titles | O*Net Code 53202100
@Employer Fantasy Flights Aviation School Include online Start Date 102008 End Date
@Address 1018 Landing Strip Supenvisor Mr. Jones Phaone Ext.
@Wage s 2600 Houy ~ Hoursiweek 25
@City Wrightsville @Reason for | eaving Lack of work -
Mew York - Fi £ -
@5tate Mew Tol Zip _ |category 1-DW r a school of N
@Country United States A @.Job DUties| ¢ e gory 2-DW mass layoff or closure per patterns,
Category 3-DWW sef-employed
Job Type v Category 4-DWW displaced homemaker M
MAICS Diglocated due to foreign trade
Fired
Lack of work
Medical/Health

WTC Digaster
[] |Counter Attendants, Cafeteria, Food ¢ Central Valley Senior Center Central Valley

| Job Company

Air Traffic Controllers Fantasy Flights Aviation School Wrightsville

New Job Entry| Delete Selection |

Save | Start Match | Services| Comp Assess | Activity | LA F{efen'als| Corr&spond| IV'Hl Bet to Srch Commaﬂs| Tagl F{&aume| Schedl Message
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DEI TAB

The DEI tab is available to track the remaining information needed for DEI reporting. This tab
can be used to track:

e The benefits a customer received at the most recent job

e Customer referrals from and to Adult Career and Continuing Education Services —
Vocational Rehabilitation (ACCES-VR)

e Information about the customer’s Social Security disability benefits (SSI and/or SSDI)
and participation in the Ticket to Work (TtW) program

e Utilization of Asset Development strategies and/or the Integrated Resource Team
procedure, at pilot sites only.

formation | HYYW Placement | NYYW Training | > | >>|

DEI Which of th following were available at the most recent job? =
| Admin | Created | j Check all that apply - scroll to bottom for definitions:
= IE MNone

m

Health Insurance

Wacation

Sick Leave

Flexible Hours

Working from
Home

Customized
Employment

Job Sharing

Customer referred

from ACCES-VR?

Customer referred

to ACCES-VR?
DEl Customer Self Attestation

Customer

- currently receiving i
el (=] e Heb | | e

§ave| Start Match | Sagms| Comp ﬂss&ssl Activity | LA, F{efa'ralsl Comespond | I‘u"H| Ret to Srch | Commerﬂsl Tagl F{&wmel Sd15d| Message

The DEIl tab is located in the Customer Detail window. Depending on where you are in the
Customer Detail window, you may need to click on the double-headed arrows at the upper
right hand of the screen to navigate to the furthest tabs in the window to be able to see the DEI
tab.

Customer Search Comp Assess Services JobZone
Martin, Pat SSN: = =2475 QS0S ID: NY0M2776897 10f1

[<e] <[Gen. Info | Add Info | PamsPA [ Objective LU 3] EdiLic | Skills [ Saved Searches | Activities | Comments | Tests [ Primd > | >>

0OSOS Guide - Disability Employment Initiative -6- 12/5/2014
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Then you should be able to see the DEI tab and click on it to select it.

Customer Search Senvices JobZone
SSN: == **2475 OS0S ID: NYD12776897

To activate the fields on the right hand side of the tab, you will first need to add a new DEl
tracking entry by clicking on the Add button in the lower left hand side of the tab.

ities | Comments | Tests | Primary Language | DOB NYESS Info | TAA Information | NYYW Placement | NYYW Training § = | >>

NYESS Info | TAA Information | NYYW Placement | NYYW Training | = |>>

0OSOS Guide - Disability Employment Initiative -7-
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This will add a new DEI record (displayed as a highlighted row on the left of the screen) and
activate the fields on the right hand side of the tab for data entry.

E E

]

H

T

BENEFITS AT THE MOST RECENT JOB

To complete the data in the first checkbox field, you will need to ask the customer which
benefits were available at the customer’s most recent job. If none of the listed benefits were
available at the customer’s last job, check the None checkbox at the top of this field.
Otherwise, check all that apply.

K

E E

E E

H

K
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Definitions for each of these benefits have been provided at the bottom of this tab. Scroll
down to see the complete list.

*Definitions

Health Insurance - Employee health plan maintained by an employer that
provides assistance to the employee and/or dependants in the form of
reimbursement for medical expenses ranging from routine doctor visits
ar surgery.
Wacation - Paid absence from work allowed an employee as a benefit of
being employed for a certain period of time.

Sick Leave - Paid absence from work allowed an employee because of
sickness.

Flexible Hours - A system that allows employees to set their own daily
times of starting and finishing woark, within specific limits.

Working From Home - The ability to work at home without appearing
pefore a boss and without conducting business at the employer's
establishment.

Customized Employment - Individualizing the employment relationship
between employees and employers in ways that meet the needs of both.

Job Sharing - The division of a job between two or more people such that
each covers the same job for complementary parts of the day or week.

REFERRALS TO AND FROM ACCES-VR

As part of this initiative, we will also be tracking the number of customers referred to our
services by ACCES-VR and the number of customers our staff refer to ACCES-VR services. For
each of these fields, you will click on the drop-down arrow and select the appropriate option.
The options listed are: Yes, No and Unknown (use if it is unknown if the customer was
referred).

Mo 3 Custormner referred | s v
to ACCES-VR?

Customer refemed
from ACCES-VR?

ez
Mo

Linknown

Yes
Mo

Linknown
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DEI| CUSTOMER SELF ATTESTATION

For DEI reporting, information should be tracked to indicate if a customer is currently receiving
or has received Social Security disability benefits and whether or not the customer is currently a
Ticket to Work participant. This information can be supplied verbally by the customer.

e Customer currently receiving Social Security Disability Insurance (SSDI)? - Select

Yes or No from the drop-down field

e If NO, Has customer ever received SSDI? - Select Yes, No or Do Not Know/Unsure

from the drop-down field

e Customer currently receiving Supplemental Security Income (SSI)? - Select Yes or
No from the drop-down field
e If NO, Has customer ever received SSI? - Select Yes, No or Do Not Know/Unsure

from the drop-down field

e Customer currently a Ticket to Work Participant? - Select Yes, No or Do Not
Know/Unsure from the drop-down field

DEI Customer Self Attestation

Customer
currently receiving
Social Security
Dizability
Insurance (S3DI)?
IFMO, Has
customer ever
received 35DI7

Customer
currently receiving
Supplemental
Security Income
(s50)?

If MO, Has
customer ever
received SS17
Customer
currently a Ticket
to Wark
Participant?

If you work at a comparison site, or are not a Disability Resource Coordinator (DRC) at

a pilot site, then you do not need to enter data under the remaining two fields - Asset
@ Development or Integrated Resource Teams. These two fields are solely the

responsibility of the DRCs, as they are required job duties under the DEIl and only

expected of the DRCs.

Click Save to save your changes when you finish entering the data.
If you are a DRC, continue to enter the remaining information as described in the remainder of

this guide.

-

OSOS Guide - Disability Employment Initiative
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ASSET DEVELOPMENT - PILOT SITES ONLY
The information collected under this section should only be entered by the DRCs at the pilot
sites.

¢ Did customer receive information or training in asset development? - Select Yes,
No, or Unknown from the drop-down field

e Which of the following topics were covered? - Check all that apply (see below for
further clarification regarding a few of the topics)

Asset Development - Pilot Sites Only

Did customer -
receive
information or
training in asset
development?

Which of the following topics were covered?

Use of beneficial
tax provisions
Individual
Development
Accounts
Advisement
regarding Social
Security Disability
Benefits, Work
Incentives, and
Employment
Suppors
Referral to
Benefits Advisor
outside the
Career Center
Managing Money
and Credit
Self-employment
Home ownership
Other

e Use of beneficial tax provisions: Examples of these would be the Earned Income
Tax Credit and Saver's Credit.

e Advisement regarding Social Security Disability Benefits, Work Incentives, and
Employment Supports: This box should be checked if the benefits and work
incentive advisement was provided by the DRC at the Career Center.

e Referral to Benefits Advisor outside the Career Center: This box should be checked
if the customer was referred to a Community Work Incentives Coordinator outside
the Career Center. Referral to or guidance from the State DRC is also appropriate.

¢ Managing Money and Credit: i.e., financial literacy.

0OSOS Guide - Disability Employment Initiative -11- 12/5/2014
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INTEGRATED RESOURCE TEAMS - PILOT SITES ONLY

The information collected under this section should only be entered by the DRCs at the pilot
sites.

¢ Did the Career Center bring in other service providers and/or agency partners to
help customer access needed resources? - Select Yes, No, or Unknown from the
drop-down field

¢ Did this result in additional resources and/or services for the customer? - Select
Yes, No, or Unknown from the drop-down field

Integrated Resource Teams - Pilot Sites Only

Did the Career -
Center bring in
other senvice
providers andfor
agency partners to
help customer
access needed
resources?

Did this resultin -
additional
resources and'or
senices for the
customer?

Remember to revisit the DEI tab to complete these additional DRC specific fields if the
tab was initially completed by someone else.

When you finish entering the data, click Save to save your changes.

SERVICES

DEI funding may be used for training, supportive services and needs-related payments.

Q Grantees must use WIA, W-P, or other program resources to the greatest extent
possible to fund all education, training, job search activities, and supportive services
for participants. The Department believes that the successful outcomes of adults and
youth with disabilities accessing the American Job Center system during the life of DEI
(and indeed the success of the DEI projects) depends upon the leveraging of funds and
resources beyond the DEIl grant funds for education, training, and other activities.

OSOS Guide - Disability Employment Initiative -12-
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ELIGIBLE PARTICIPANTS

Customer must self-disclose a disability and be determined in need of training services in order
to increase employability. No documentation is required to establish disability status.

Customer must be eligible to enroll in WIA intensive or WIA training services.

Customer does not need to be a ticketholder; however, priority of service is encouraged for SSA
beneficiaries as an incentive to assign the ticket to a Career Center.

Utilization of the IRT model is not a requirement to utilize training funds; however, it is
encouraged and recommended as a way to address the multiple challenges to employment.

Local area “Policies and Procedures” pertaining to Individual Training Accounts (ITAs),
supportive services, and needs-related payments must be followed.

Training providers must be found on the NYSDOL'’s Eligible Training Provider List (ETPL) except
for OJT. The service must state "ETPL Auto Load" in the description.

Training must be for a job determined to be in demand in the customer's geographical area.

Training completion must occur before January 31, 2017, or the end date of the grant period.

ALLOWABLE TRAINING SERVICES
e Occupational skills training
e On-the-Job training (OJT)
e Workplace training and cooperative education programs
e Private sector training programs
e Skill upgrading and retraining
e Entrepreneurial training
e Adult education and literacy activities in combination with training
e Customized training

The new Workforce Innovation and Opportunity Act (WIOA) “emphasizes training that leads to
industry-recognized post-secondary credentials”.

Wage subsidies and work readiness credentials are not considered allowable training services
under this funding.

0OSOS Guide - Disability Employment Initiative -13 - 12/5/2014
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DATA ENTERING A SERVICE

AGENCY
The user must login to one of the DEI Pilot site offices and register the customer in the
respective agency. Select the agency from the drop down menu.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess ~ Services
Martin, Pat SS8N: *-~-2475 0S0S ID: NY012776897

[<<] < L i bielil] Achieve ment Objectives | Services | Service History | Enroliments | Outcormes |

wAgency | Saratoga/Warren/Washington WAE

Oswego WAE

“Intake Date Qyster Bay/Morth Hempstead/Glen Cove WAE
Phipps Community Development Corporation
Phoenix Houses of New York Inc
Rochester Housing Authority Yth Cntrctr
Rochestar/Monroe WAE

Status Rockland WAE ’

:Saratoga/W arren/Washington WAE

So Bronx Overall Eco Dev Corp - SoBRO

SOFA - State Office For the Aging Status
- St Nicholas Meighborhood Presv Corp
aratoga/Warren/VWashington WAE St Lawrence WAE =

Structured Employment Economic Dev Corp
Suffolk County Community College

Suffolk WAE

Sullivan WAE

Test Contractor

The Academy for Career Development Inc
The Altamont Program Inc

The Center for Youth Services Inc

The Childrens Aid Society

The Childrens Village

The City of NY - School of Coop Tech Edu
The Highbridge Community Life Center Inc
The US Satellite Laboratory Inc

Tompkins WAE

Town of Hempstead Dept of Occ Resources L
Ulster WAE j
Urban League of Rochester NY Inc

Vocational Foundation Inc &

HELP
JobZone

Commen® 4 Wdrt [ Trainina Ad

Agency menu

Termination Date

Termination Reason

OSOS Guide - Disability Employment Initiative -14 - 12/5/2014
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Both the Intake and Enrollment Dates must be completed. These dates are usually the same
date that you begin providing service to the customer.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess .~ Services JobZone
Martin, Pat S§SN: =-.2475 0SO0S ID: NY012776897
[<<] <Ll Ll Achievement Objectives | Services | Service History | Enrolimens | [Audit [Training AC> -]
wAgency | Saratoga/Warren/Washington WAE |
Intake Date #Intake Date IW Enroliment Date | 11/03/201 Enroliment Date I
Termination Date I—
Termination Reason | =
Status
Agency Status
aWarren'Washington WAE Active

The customer must also be active in the Department of Labor agency. Click the Save button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess ~ Services JobZone
Martin, Pat SS8N: **-.2475 0SOS ID: NY012776897

[<<] <l tini il Achicvement Objectives | Services | Service History [Enroliments| [Audit [Training A{>]>>]

wAgency | Depanment of Labor

wintake Date | 11/03/2014 Enrollment Date | 11/03/2014

Termination Date
Termination Reason |
Status
Agency A Status 1 |
[ | Saratoga/Warren/Washington WAE . | Active / . ﬁ
[ | Department of Labor B#Oth AgenCIes Active \ Active Status

I
MNew Agency | Delete Agency |
Save button Save | Customer Detai!l QompAssessl Commenlsl Check Labor Market Information |
Staff: Rotman, Neil |Oﬁ'|ce: Warren County Employment & Training P“Ot Site ofﬁce !: Delete | 11/03/2014 '
OSOS Guide - Disability Employment Initiative -15- 12/5/2014
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SUPPORTIVE SERVICE
Click the Service tab.

PROVIDER EMPLOYER HELP
Customer Detail Comp Assess ~ Services JobZone

Customer Search
Martin, Pat

@ ﬁ Agency Info JAchievement Objectives Service:

[~ Detail

Click the New Service button towards the bottom of the screen.

Provider Name Service Name Actual Start Datg Actual End Dat Program Svc Type
[ | Functional Alignment PY 2006 Assessment Interview, Initial Assessmer| 07/24/2014 0712412014 Core Staff Assisted
[ | Functional Alignment PY 2006 Career Guidance - Intensive 07/24/2014 07/24/2014 Intensive
«| | 2
Options | PrintList | New Servic New Service button Iervice Summary; Payments | Tracking | Change Actuz| Cost |
Save | Cus Detai!l QompAssessl Commenlsl Check Labor Market Information |

Clicking the New Service button will bring the user to the Quick Search tab. If the Offering ID is
known, enter it in the field labeled ID 1 and click the Search button.

CUSTOMER EMPLOYER
Provider Search Provider Detail  Dffering Search <

Offering Search window

Quick Search tab I

— Offering ID
ID1|111834 —

o2
oa[
o4
I
oe[
o7
o8|
ool

-
—

|—| Provider Name | Service Name | Location | Start Date | StartTimel End Date | End Time |

] | | | | | | =

OSOS Guide - Disability Employment Initiative -16 - 12/5/2014
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If the Offering ID is not known, then click the General Info tab. Enter any known information in
the available data fields. OSOS allows you to enter the beginning letters of a Provider Name,
Service Name, or select the Program or Service Type from a drop down menu. Click the Search

button at the bottom of the screen.

STAFF
Offering Detail

CUSTOMER EMPLOYER
Provider Search Provider Detail  Offering Search

L ) General Inf General Info tab I
Location Start Date Range
I WIB WiB ISaratogaN‘.’arrenM’ashingtLI City | |_Fr0m| TOI
Provider Information
Provider Name | WARR Partial entry Program | |
Provider Status I Active = I
|
Service Type |Supportive Services - Transportation I Service Type button Service Typel
|—| Provider Name | Service Name | Location | Start Date | Start Time | End Date | End Time |
| | | | -
Oplionsl I Search button Search | Qleall Detail | Deletel Print List || Schedule

OSOS Guide - Disability Employment Initiative -17 - 12/5/2014
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Clicking the Search button will bring up a menu of services from which to select one:

CUSTOMER EMPLOYER STAFF
P Offering Search window Y Offering Search | Offering Detail

Multiple matches

1-30f3 @

Quick Search hluc UL L

— Location |—Starl Date Range

wiB ISaratogaN‘.’arrenM’ashingt;I City | From I To I

— Provider Information

Provider Name | Service Name I Program | ;l
Provider Status |Ac1ive
Service Type | Supportive Services - Transportation Service Typel
[ Provider Name Service Name Location Start Date | Start Time | End Date End Time |
[ | One-Stop Center of Washingtq Gas Card Supportive Services One-Stop Center| 01/01/2010 12/3172012 ﬁ
[” | One-Stop Center of Washingtq Transportation Services One-Stop Center| 01/01/2010 12/3172012
{ supportive Service (Transportation VWarr inty E_

or, when the information that is data entered results in a single match, OSOS navigates to the
Offering Detail screen:

CUSTOMER

Provider Search

Supportive Service (Transportation) Single match

General Info

— Provider Info
Provider Name| Warren County Employment & Training
Service Category| Supportive Services

Service Type| Supportive Services - Transportation |
Service Desc |'ipti0n| Supportive Service (Transportation) |

— Location — Schedule
Lo{:alionl Warren County Employment & Training ;l Start Datel— End Datel—
Address| P. 0. Box 4393 | Start Time| End Time[
| Northway Plaza, Suite 13C | sun. [ Mon. ¥ Tue I~ Wed. [~ Thu I Fri [ sat I
Cily| Queensbury | State | New York |
Zip| 12304 | wiB | SalatogaManerVWashingtoJ

— Additional Info

Cost|$ 1.00 Total Seatsl Available Seatsl
Description Supportive Service (Transportation) ;I
Save Single Save Ongoing | Provider Services | Return to Searc Return to Sea rch b utton I
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Select the appropriate offering and click the Schedule button:

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail _ Dffering Search Offering Detail
1-30f3 ®
General info
— Location Start Date Range
wiB ISaratogaN‘.’arrenM’ashingt;I City | |_Fr0m I To I
— Provider Information
Provider Name | Service Name | Program | =
Provider Status |Ac1ive
Service Type | Supportive Services - Transportation Service Typel
[ Provider Name Service Name Location Start Date | Start Time | End Date End Time |
[ | One-Stop Center of Washingtq Gas Card Supportive Services One-Stop Center| 01/01/2010 o 12/3172012 Iﬂ
™ | One-Stop Center of Washingtq Transportation Services One-Stop Center 01/01/2010 [
[El | Warren County Employment & Supportive Senvice (Transportatior, Warren County E_ Select one offering
=
Options | Search | Clear| Detail | Delete| PrintList | Schedul Schedule button I
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0OSOS will navigate back to the Services tab with the provider and offering details automatically
populating the service. For Supportive Services and Needs Related Payments, data enter the
Planned and Actual Start Dates, Planned End Date and the appropriate Program Service Type
from the drop down menu and click the Save button:

PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess .~ Services JobZone
Martin, Pat SSN; ~--2475 0S0S ID: NY012776897
[<<[ <TAgency Info [ Achievement Objectives |l Service History |Enroliments | Outcomes | Comments | Audit [ Training A{ > |>> ]
~ Detail nding

Service Name| Supportive Service (Transportation)

Auto-populated provider and offering details L

Service Desc. | Supportive Service (Transportation)

Service ID| 10429 |

Service Type| Supportive Services - Transportation |

Provider Name| Warren County Employment & Training |

Location Name| Warren County Employment & Training |

Provider ID Offering ID| 111834

Youth Services

@ Plan. Start Date| 09/01/2014 Plan. End Date | 10/31/201 Planned End Date T
Actual Start Date|09j01f2014 Actual End Datel TEET l— Add | Edit | Deletel
Completed Successfully I hd l Petition # l—
Next Contact Datel
Program Service Type | Intensive Program Service Type drop down menu
Part Time Leam_l c
ore
— Praamm!  |Core StaffAssisted
Provider NFollow U Service Name Actual Start Datd Actual End Dat Program Svc Type
[ | Functional Alignment R ITA-Training sessment Interview, Initial Assessmer| 07/24/2014 07/2412014 Core Staff Assisted
[~ | Functional Alignment R Non-ITA Training areer Guidance - Intensive 07/24/2014 07/24/2014 Intensive

Supportive Service (Transportation) 09/01/2014 _ Intensive

| | >l

Gpﬁonsl Print List NewSewice | Delete Service | Autharization | IPA Service Summary Payments | Tracking | Change Actual Costl

Save button Save | Customer Detai!l QompAssessl Comments | Check Labor Market Information |
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Enter the number "1" to the Total F

unding data field. OSOS is not used in NYS to track service

costs, so the "1" is entered to ensure proper reporting of the service. Click the Add button.

[<<[ <TAgency Info [Achieve ment Objectives Jugbiasall Service History | Enroliments | Outcomes | Comments | Audit | Training A{ > |>>]

—Detail

Funding

Level Source

Service Name| Supportive Service (Transportation)

|Obligated| Actual | Oblig # |

| -

Service Desc. | Supportive Service (Transportation)

|

s

Service ID

Service Type| Supportive Services - Transportation |

Provider Name| Warren County Employment & Training |

Location Name| Warren County Employment & Training |

Provider ID[ 30075 | Offering ID 111834 |
Plan. Start Datel 09/01/2014 Plan. End Datel 10/31/2014

Actual Start Datel 09/01/2014 Actual End Date

Completed Successfullyl &7 l

Total Funding | $ 1.00
Petition # I

Add button

Ad

Mext Contact Datel
Program Service Type I Intensive - I
Part Time Leam_l Distance Leam_l ]

 Praaraml =

RR Event #|

Incumbent Worker Waivers |

=
=

| Provider Name | Service Nan;e

|Amua| Start Datei Actual End Datel

Program Svc Type

or a more appropriate option. Click the OK button.

The Funding - - Webpage Dialog box will appear. Enter the number "1" in the Obligated
Amount data field and select the DEI Supplemental Funding Source if the customer is eligible

(g Funding -- Webpage Dialog il
Funding
Level Funding Source Year Remaining |

[T |wiB WIA Dislocated Worker 12013 $ 799426.00 d

[~ (wiB WIA Dislocated Worker 12014 $ 10000.00

[T |wiB Youth Statewide 15% (2013 $ 10000.00

[T |wi Dislocated Worker State(2013 W_DD

[T |wiB Adult Statewide 15% 2013 a0

[+] DEI Supplemental 2014 DEI Supplemental Funding Source I

I WIF - Workforce Innovat| 2012 Aviv) |
I S]_ 0b||gated Amount Obligated Amount |$1.i}D OR Obliggied Percentage |1i}D
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Click the Save button. If the service has ended, enter the Actual End Date and Completed

Successfully data fields. Click the Save button again:

Customer Search Customer Detail

Martin, Pat

SS

Curnp Assess

--2475

~Detail
Service Name| Supportive Service (Transportation)

Service Desc. | Supportive Service (Transportation)

Senvice ID

Service Type| Supportive Services - Transportation |

Provider Name| Warren County Employment & Training |

Location Name| Warren County Employment & Training

Provider D[ 30075 Offring .D_

Plan. Start Datel 09/01/2014 Plan. End Date [ 10/31/2014

Agency Info [ Achieve ment Objectives [asibililf Service History m Outcomes

Funding

Level Source

DEI Supplemental |$ 1.00

4|

09/01/2014

— 7
Actual Start Datel 09/01/20714 Actual A0 a0t 5100 Add | Edit | Deletel
Completed Successfuly | Yes Completed Successfully h—
Mext Contact Dat I
act ae — RR Event #] =l
Program Service Typel ntensive 'l )
Incumbent Waorker Waivers ;l
Part Time Learn. I— Distance Learn. I— I
— Praaraml I
Provider Name Service Name Actual Start Datg Actual End Daty Program Svc Type
[ | Functional Alignment PY 2006 Assessment Interview, Initial Assessmer| 07/24/2014 07/2412014 Core Staff Assisted
[~ | Functional Ahgnment PY 2006 Career Guidance - Intensive 07/24/2014 07/24/2014 Intensive

10/31/2014

Intensive

LB

Options | Print List NewSewice

Delete Service | Autharization | IPA Service Summary

Payments | Tracking | Change Actual Costl

Save button

Customer Detai!l QompAssessl Comments

Check Labor Market Information |

OSOS Guide - Disability Employment Initiative

-22 -

12/5/2014



>0

One-Stop Operating System

NEEDS RELATED PAYMENTS SERVICE

For Needs Related Payments, click the New Service button in the Services tab. Select the WIB
and click the Program Service Type button.

CUSTOMER

Provider Search Provider Detail

U4 o) General Info

Location

EMPLOYER STAFF

_ Dffering Search | Offering Detail

WIB Saratoga,"Warren,"Washingt;I Cllyl

Start Date Range
|_From |

Tol

Provider Information

Provider Name |

Service Name | Program | =
Provider Status |Ac1ive
| |
Service Type | Needs Relat=d Paymens WiAOny) | Program Service Type button |Service Type|

Service Type

|2 state Funded Program
|| Needs Related Payments

/3 Service Type -- Webpage Dialog

Select the L2 State Funded Programs Needs Related Payments option to search for the service:

I Needs Related Payments

L2 WIA Youth Specific
L3 Needs Related Payments
|l TI™ Needs Related Payments (WIA Orly)

Keyword(s) | Meeds Related Search I

Click and then the Search button:

Options | I Search button

L2 State Funded Programs
) Schedule button I

°§|< OK button I

§ealch| Qleall Detai[l Deletel PrintListl Schedulel
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Clicking the Search button navigates the user to the Needs Related Payments offering. Click
the Schedule button.

STAFF
Offering Detail

EMPLOYER

CUSTOMER

Provider Search

Provider Detail

1-10f1 &
General info
— Location Start Date Range
wiB ISaratogaN\.’arrenN\.’ashingt;I City | |_Fr0m| TOI
— Provider Information
Provider Name | Service Name I Program | ;l
Provider Status |Ac1ive
Service Type | MNeeds Related Payments (WIA Only) Semvice Typel
[ Provider Name Service Name Location Start Date | Start Time | End Date | End Time
arren County Employment & Training | Needs Related Payment! Warren County E_
Schedule button | -|
0plion5| Search | Qleall Detai!l Deletel PlintListl Schedulel

Complete the remainder of the service in the Services tab as described in the Supportive
Service section.

If the program service and offering does not exist for the WIB, then it will need to be
created. Coordinate with the individual in the WIB that has the authority to create
provider services and offerings.
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TRAINING SERVICE

CLASSROOM TRAINING

Clicking the New Service button will bring the user to the Quick Search tab. If the Offering ID is
known, enter it in the field labeled ID 1 and click the Search button.

CUSTOMER

Provider Search

EMPLOYER

Uifenng Seardn

Provider Detail

Offering Search window

Quick Se Quick Search tab I

Offering ID
[ D1jmes € Offering ID # I

D2| \l

If the Offering ID is not known, then click the General Info tab. Enter any known information in
the available data fields. OSOS allows you to enter the beginning letters of a Provider Name,

Service Name, or select the Program or Service Type from a drop down menu. Click the Search
button at the bottom of the screen.

CUSTOMER

Provider Search

EMPLOYER STAFF
roh Offering Detail

Provider Detail

Uifenng Ses

Quick Search Lo LIl General Info tab I
Location | Start Date Range
WIB ISaratogaN‘.’arrenMashingt;l City | |_Fr0m I To I
Provider Information K
Provider Name | Adirondack Beginning of Provider Name Il =l
Provider Status | Active
| |
Service Type | Occupational Skills Training ( Service Type I SewiceTypel
\ |
|_| Provider Name | Service Name | Location | Descripti
| | | |
| k | 2
Gpﬁonsl I Search buttory §ealch| Qleall Detai[l Deletel PrintListl Schedulel
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with the auto loaded date.

Click the Schedule button.

CUSTOMER

Provider Detail

Provider Search

EMPLOYER

Offering Detail

STAFF

Select the appropriate offering. Remember that the Description must state "ETP Auto load"

Adirnndark Community Collen

-

CiirkBnnks Pra 2004 Intradictinn

Adirondack Comi ETP Auto load 01/07/2014
Adirandark Comn FTP Anitn Inﬁri N1I07120 1

Gpﬁonsl Search | Qleall Detai!l Deletel PlintListl Schedule

ETP Auto load

1-250f25
General info
— Location Start Date Range
WIB ISaratogaN‘.’arrenM’ashingl;I City | |_Fr0m| TOI
— Provider Information
Provider Name |Adirondack Service Name I Program | ;l
Provider Status |Ac1ive
Service Type | Occupational Skills Training Service Typel
[ Provider Name Service Name Location Descripti
[ | Adirondack Community Colleg| Liberal Arts/ Humanities Adirondack Com
[ | Adirondack Community Colleg| Mechanical Technology AAS Adirondack Comn ETP Auto load 01/07/2014
[ | Adirondack Community Colleg| Mechanical Technology AAS Adirondack Comn ETP Auto load 01/07/2014
[ | Adirondack Community Colleg| Medical Transcription Adirondack Comi Medical Transcription program conggsts of three modules
- Mursing AAS Adirondack Comil ETP Auto load 01/07/2014
v
r

Schedule button
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0SO0S will navigate back to the Services tab with the provider and
populating the new classroom training service.

offering details automatically

Complete the following data fields in the Detail section of the tab:

e Plan. Start Date: Enter the planned started date when the service is expected to
start in the format of mm/dd/yyyy

e Plan. End Date: Enter the date the service is expected to end

e Actual Start Date: Enter the date the service begins. This cannot be a future date

e Program Service Type: Select ITA - Training for classroom training from the drop
down menu

e Part Time Learn.: Enter Yes or No to indicate if the classroom training is part time

e Distance learn.: Enter Yes or No to indicate if the classroom training will include on-

line or another form of distance training

HELP
JobZone

EMPLOYER
Comp Assess
SS8N: *-"-2475

PROVIDER

Customer Detail

0SO0S ID: NY012776897

ol Service History | Enroliments | [Audit [ Training AL 1>>]

e

Customer Search
Martin, Pat

[<<[ <[ Agency Info
~Detail
Service Name | Office Technology - Meffical AAS

Service DeSC.| ETP Auto load 01/07/2014

Service ID

Service Type| Occupational Skills Training

Services tab

Auto-populated provider and offering details
|LEEN| | | | |

Provider Nar‘ne| Adirondack Community College |

Location Nar‘ne| Adirondack Community College |

Provider ID Offering ID

"

Planned End Date I

Plan. Start Date[11/03/2014 Plan. End Date |06/15/2016
Actual Start Datelw Actual End Datel— LI
Completed Successfullyl hd l otal Funding I ﬂlﬂl Helte
Next Contact Date l— Fetition #I
Program Service Type | ITA-Training ITA - Training Program Service Type Iﬁ;l
Part Time Learn. m Distance Learn. I e
Program| i
| Provider Name | Service Name |Aa:tual Start Datei Actual End Datel Program Svc Type

[ | Warren County Employment & Training 10/31/2014 Intensive
Bl | Adirondack Community College ITA-Training
[ | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive
[ | Functional Alignment PY 2006 Career Guidance - Intensive 0712412014 07/24/2014 Intensive

| i

-

Gpﬁonsl PlintListl New Service | Delete Service | Authorization | IPA Service Summary

Payments | Tracking | ChangeActuaICostl

Save | Customer Detai!l QompAssessl Comments

Check Labor Market Information |
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Enter the O*Net code, if known.

If the O*Net code is not known, it may be identified by clicking the O*Net button.

PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess JobZone
Martin, Pat SSN: *.7.2475 0SOS ID: NY012776897 Record Saved
[<<] <TAgency info | Achievement Objectives [yl Service History [Audit [ Training A{ > ]>>]
-Dgigilwﬁﬁmﬁ . = = 7” Inding
Part Time Learn. m Distance Learn. | No Learnin g buttons I}bligated | — | e |
Programl ;l | | ! ! ' Iil
Minimum Hours I— Number of Weeks |—|
O7Net [ 29207100 | Medical Records and Health Informatiorf _O*Ne O*Net button I
NAICS | | | Naics| N
Min. Prog. Agreed |
Achv. Objective | |
Staff Assigned | | Change | Jhd
WIB Assigned | Saratoga/Warren/Washington CourJ Total Funding I ﬂlﬂl%
Agency| Saratoga/Warren/Washington WAEI Change Petition #
Olﬁce| Warren County Employment & Tlain| Office RR Event # I ;I
Orig. Obligaton]| | Total Obligation| 000 | Incumbent Worker Waivers | =l
Offering Costl$ 1.00 Actual Costl B
| Provider Name | Service Name |m:tua| Start Datci Actual End Datel Program Svc Type
[ | Warren County Employment & Training | Supportive Service (Transportation) 09/01/2014 10/31/2014 Intensive
B | Adirondack Community College Office Technology - Medical AAS 11/03/2014 ITA-Training
[~ | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive
[ | Functional Alignment PY 2006 Career Guidance - Intensive 07/24/2014 0712412014 Intensive
< | 2
Options | Print List | MNew Service | Delete Service | Authorization | IPA Service Summary Payments | Tracking | Change Aclua| Cost |
,EI Customer Detail | Comp Assessl Comments | Check Labor Market Information |
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Clicking the O*Net button will bring up the O*Net window.

Enter in a keyword and click the Search button or drill down through the folders to locate the
appropriate O*Net title. Then click the Select button.

(& Select 0*Net - Webpage Dialog x|
Hierarchy Search (i] ||

— Current O"Net
O*Net Code | 35201400 | O*Net Ti‘tle| Cooks. Restaurant

Hi I
" Alerarchy

| »

|| Architecture and Engineering Occupations

- Arts, Design, Entertainment, Sports, and Media Occupations
L Building and Grounds Cleaning and Maintenance Occupations
| Business and Financial Operations Occupations

[ Community and Social Service Occupations

L_J Computer and Mathematical Occupations

| Construction and Extraction Occupations

L_J Education, Training, and Library Occupations

[ Farming, Fishing, and Forestry Occupations
» I Food Preparation and Serving Related Occupations
L3 Cooks and Food Preparation Workers
I LI cooks
I 1 T~ Cooks, All Other
|| 1T~ Gooks, Fast Food
: : Sy Cooks, Institution and Cafeteria
I
[

I Select Folders

\/

[ [ Cooks, Private Household
L Gooks, Restaurant
[ Iy Cooks, Short Order

Keyword[s)lCook

Select Select button

N
The O*Net code may be found in the Provider Service details:

Provide Detail window _

Keyword(s) Search button

Provider Detal

Provider Search

o 10t1
Services tab Services
TRTEE D ans
#Servicel ategary| Training \
#Senvice Type | On the Job Training (0JT) | Senice |
#Service Name | On the Job Training (0JT) “\WIA Eligible Status | Approved =
Description I To provide up to 10 weeks of on-site training.
Service ID | 53177 \ Training Credit Hours I— Programs |
ervice Length: Week5| 10 Daysl chrsl
I O*Net Code O*Net Title | 35201400 | | Cooks, Restaurant | O*NetTiles |
I CIP Code | | clPCode |
Category Service Type Service Name Description
&l | Training ini
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Enter the O*NET code and click the Save button.

PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess .~ Services JobZone

Martin, Pat SSN: 72475 0OSOS ID: NY012776897
[<<] < [Agency Info [ Achieve ment Objectives Jigeiivll Scrvice History |Enroliments | Outcomes | Comments | Audit | Training A{ > |>>]
~Detail——— Funding
Part Time Learn. m Dlstance Learn. lﬁ—l | L | e | SEIEEL | e | Oblig # |
Programl il
Minimum Hoursl Number of Weeks |:|
O*Net O"Net [29207100 | Medical Records and Health Informatior] _O*Net |
NAICS | | | Naics|
Min. Prog. Agreedl
Achv. Objective | =]
Staff ASSlgned| Rotman, Neil | Change | ;I
WIB Assigned | Saratoga/Warren/Washington CourJ Total Funding I ﬂlﬂl %l
Agency | Saratoga/Warren/Washington WAEI Change Petition # I
Olﬁce| Warren County Emplayment & Tlain| Office RR Event # I ;I
Orig. Obligation Total Obligation Incumbent Worker Waivers | =l
Offering Cosil $1.00 Actual Cosil B
Provider Name Service Name Actual Start Datq Actual End Dat Program Svc Type
™ | Warren County Employment & Training | Supportive Service (Transportation) 09/01/2014 10/31/2014 Intensive
[ | Adirondack Inn On the Job Training (OJT) 11/03/2014 Mon-ITA Training
[Edl | Adirondack Community College Office Technology - Medical AAS 4 ITA-Training
™ | Warren County Employment & Training | Needs Related Payments 11!06!2014 Intensive

4

| 2

Gpﬁonsl Print List NewSewice | Delete Service | Authorization | IPA Service Summary Payments | Tracking | Change Actual Costl

Save button Save | Customer Detai!l QompAssessl Commenlsl Check Labor Market Information |

Enter the number "1" to the Total Funding data field. OSOS is not used in NYS to track service
costs, so the "1" is entered to ensure proper reporting of the service. Click the Add button.

PROVIDER EMPLOYER

Comp Assess

HELP
JobZone

Customer Search Customer Detail .~ Services

Martin, Pat SSN: ===.2475  0SO0S ID: NY012776897
[<<] <TAgency Info [ Achievement Objectives |l Service History |Enroliments | Outcomes | Comments | Audit | Training A{ > |>>]
—Detail Funding
Service Name| Office Technology - Medical AAS 2l| | tevel|  souce | Obligated | Actual | Obig# |
Service Desc. | ETP Auto load 01/07/2014 | N
Service ID

Service Type| Occupational Skills Training |

Provider Name | Adirondack Community College |

Location Name | Adirondack Community College

Provider ID _ Offering ID _

Plan. Start Date | 11/03/2014 Plan. End Date | 06/15/2016
Actual Start Date | 11/03/2014 Actual End Datel Total Funding | $ 1.00 Ad A d d bU tton
Completed Successfully I hd l Datitinn #
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Click the OK button.

If the classroom training is being funded totally through WIA or DEI, then enter the number "1"
in the Obligated Amount and select the solitary funding.

(g Funding -- Webpage Dialog il
Funding
Level Funding Source Year Remaining |

[T |wiB WIA Adult Local 2013 $ 1087834.00 -
[T |wiB WIA Adult Local 2014 $ 9999 .00

[T |wi WIA Dislocated Worker 12013 $ 1324944 00

[v] WIA Dislocated Worker | $ 10000.00

[ |wi Youth Statewide 15% (2013 $9999.00

[ |wiB Dislocated Worker State 2013 $9998.00

[T lwis Adult Stgtewide 15% 2013 $ 10000.00 ﬂ

Obligated Amount | % 1.00

R Oblig

ated Percentage

100

Click the OK button.

If the classroom training is being funded partially through WIA and DEI, then enter the number
"0.50" in the Obligated Amount and select both funds.

OK button

(g Funding -- Webpage Dialog il
Funding
Level Funding Source Year Remaining |

[T |wiB WIA Dislocated Worker 12013 $ 799426.00 ﬂ
[T |wiB WIA Dislocated Worker 12014 $ 10000.00

[T |wi Youth Statewide 15%  |2013 $ 10000.00

[T lwie Dislocated Waorker State(2013 $ 10000.00

[T lwis Adult Statewide 15% 2013 $ 10000.00

DEI Supplemental 2014 $998.00
[~ \wis WIF - Workforce Innovat|2012 $ 10000.00 T~
m Obligated Amount I $ 050 OR Obligated Percentage I 50
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Click the Save button.

PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess i JobZone

Martin, Pat SSN: ~***-2475 0S0S ID: NY012776897

[<<[ <TAgency Info [ Achievement Objectives Jsudlail] Service History | Enroliments) [Audit [ Training A{> 1>

~ Detail Funding
Service Name | Office Technology - Medical AAS = Level Source Obligated | Actual Oblig # |
Service Desc. | ETP Auto load 01/07/2014 | [~ |WIB  |WIA Dislocated W{$ 0.50 $0.00 Dual fundin

ServiceD[5379 | [~ |WIB |DEI Supplemental |$ 0.50 $000 Ny 2l 8

Service Type| Occupational Skills Training |
Provider Name | Adirondack Community College |
Location Name | Adirondack Community College |

Provider ID Offering ID

Plan. Start Date 11/03/2014 Plan. End Date [06/15/2016 | — -
Actual Start Datel 11/03/2014 Actual End Datel Total Funding [ 1.00 Add | Edit | Deletel
Completed Successfullyl 'l Petiti
Ii etition #
Next Contact Dat
ract e s =l RR Event # =
i -1 ramnin -
FILETISERES [EE J Incumbent Worker Waivers | ;l
Part Time Leam_l No - l Distance Leam_l No 'I
R =ihd
| Provider Name | Service Name |Anua| Start Datci Actual End Datel Program Svc Type

[ | Warren County Employment & Training | Supportive Service (Transportation) 09/01/2014 10/31/2014 Intensive
Bl | Adirondack Community College Office Technology - Medical AAS 11/03/2014 ITA-Training
[ | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive
[ | Functional Alignment PY 2006 Career Guidance - Intensive 0712472014 0712412014 Intensive

| 2

Gpﬁonsl Print List NewSewice | Delete Service | Authorization | IPA Service Summary Payments | Tracking | Change Actual Costl

-

Save button Save | Customer Detai!l QompAssessl Comments | Check Labor Market Information |
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OJT SERVICE

Click the New Service button towards the bottom of the screen of the Services tab.
Navigate to the General Info tab in the Offering Search window.
Make sure that the appropriate WIB is listed or that no WIB is listed.

The Provider Name is usually the name of the employer providing the training. If it is known,
enter all, or part of the Provider Name or Service Name.

Click the Service Type button.

EMPLOYER

Uilenng Searci«

CUSTOMER

Provider Search

Provider Detail

Offering Search window

Quick Search o bl General Info tab I
Location l Start Date Range
I Wi wiB ISaratogaN‘.’arrenM’ashingl;I City | |_Fr0m| TOI
Provider Information
Provider Name | Service Name I Program | ;l
Provider Status |Ach‘ve
Service Type | | Service Type button
|_| Provider Name | Service Name | Location | Descripti
IC | | | |
«| | 2
Gpﬁonsl Search | Qleall Detaijl Deletel Print List | Schedulel
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Clicking the Service Type button will bring up the Service Type - -Webpage Dialog.

Drill down through the folders or Enter in a keyword and click the Search button to locate the
appropriate Service Type.

Then click the OK button.

@ Service Type — Webpage Dialog il
Service Type

LI L1 staff Assisted Core =
| L2 NEG Specific Services
|J L2 state Funded Programs
) L2 Trade Act

I Select Folders L2 Training

L] Intensive/Training

= Training
L ABE or ESL in Combination with Training
L Basic Skills/Life Skills
- Customized Training
. r English as a Second Language (ESL)
(S Entrepreneunial Training [LX Enrolling]
(B Occupational Skilis Training
[y On the Job Training (OJT)
— ™ skils Upgrading and Retraining
L Training Programs Operated by the Private Sector
L I™ Work-Related/Job Readiness Training

—r Workplace Training
J L2 Wia Youth Specific
Keyword(s) Keyword(s) | _Search | € OK button .I
vV
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Enter all or the beginning of the Provider Name or Service Name and click the Search button.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail

Quick Search

| Provider Name | T Senvice Name | Kocation | Start Date | Start Time || EndDate” || End e |
e [ [ [ [ [ [ |

Search button et=il || Belsts | Printlist [| Schedule
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Select the appropriate OJT training provider and click the Schedule button.

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail  Offering Search Offering Detail

1-110of11 ®

[0 | General Info

— Location |—Start Date Range

wiB ISaratogaN‘.’arrenM’ashingt;I City | Floml TOI

— Provider Information

Provider Name | Service Name I Program | ;l
Provider Status |Ac1ive

Service Type | Onthe Job Training (0JT)

Service Typel

[ Provider Name Service Name Location Des
&l | Adirondack Inn On the raining (OJT) Adirondack Inn

[ | Capital Construction On the Job Training Capital Construction

[ | Ellis Hospital School of Nursing On the Job Training Ellis Hospital - Iroquois On the Job Training for Berger Contract

[~ | One-Stop Center of Washingtq On the Job Training program | One-Stop Center of Washington

[ | RFA 20-R State-Level OJT Northeast Home Enterprises, Northeast Home Enterprises, Inc| HVAC Technician/Installer OJT

[ | Saratoga County Chamber of { On the Job Training Private Industry Council (PIC) Saratoga Co. Chamber of Commerce On the .
[ | schFT (Oin-the-.Inh Traininn Pronram Saratnna One-Ston Center

Proyides inh fgrininn nlarements tn trainfre-traj
! i i

i

Options Search | Qleall Detai!l Deletel PlintListl Schedul Schedule button I
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Plan. Start Datel 11/03/2014 Plan. End Date | 01/09/201
Actual Start Datel 11/03/2014 Actual End Datel

>0

One-Stop Operating System

0OSOS will navigate back to the Services tab with the provider and offering details automatically
populating the new OJT service.

Complete the following data fields in the Detail section of the tab:

e Plan. Start Date: Enter the planned started date when the service is expected to
start in the format of mm/dd/yyyy

e Plan. End Date: Enter the date the service is expected to end

e Actual Start Date: Enter the date the service begins. This cannot be a future date

e Program Service Type: Select Non-ITA Training for OJT and customized training
from the drop down menu

e Part Time Learn.: Enter Yes or No to indicate if the classroom training is part time

e Distance learn.: Enter Yes or No to indicate if the classroom training will include on-
line or another form of distance training

Click the Save button:

HELP
JobZone

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess .~ Services
Martin, Pat SSN: **-.2475 0SOS ID: NY012776897
[<<] <TAgeneyinfo JETIAVI-TR 1 P Lol Lo i Service History|Enroliments | [Audit [ Training A(> ]>>]
~ Detail
Service Name| On the Job Training (0JT)

I
Auto-populated provider and offering details I

Service DeSC.| To provide up to 10 weeks of on-site training.

Service ID

Service Type| Onthe Job Training (0JT) |
Provider Nar‘ne| Adirondack Inn |

Location Name| Adirondack Inn

|
Provider ID Offering ID

Planned End Date

otal Fundingl ﬂlﬂl Delete
Completed Successfullyl hd l o
Petition #l
Mext Contact Datel ot #I ;l
Program Service Type | Non-ITA Training Non-ITA Training r ;
Worker Warversl ;l
Part Time Learn_l No A l Distance Learrt® JJ
—— Praarama] [
| Provider Name | Service Name |Aa:tual Start Datei Actual End Datel Program Svc Type
[ | Functional Alignment PY 2006 Assessment Interview, Initial Assessmer| 07/24/2014 07/24/2014 Core Staff Assisted
On the Job Training (OJT) 11/03/2014 Non-ITA Training
" | Functional Alignment PY 2006 Career Guidance - Intensive 07/24/2014 07/24/2014 Intensive
[ | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive
< | 2

ew Service | DeleteSewicel Authorization | IPA Service Summary Payments | Tracking | Change Actual Costl

Save button Save | Customer Detai!l QompAssessl Comments | Check Labor Market Information |
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The O*Net code must be included for all training services. There are two ways to locate the
O*Net title and code if it is not known.

The first method is to clicking the O*Net button to bring up the O*Net window.

The second method is to copy it from the Provider Service details, when available.

HELP
JobZone

PROVIDER EMPLOYER

Customer Search Comp Assess .~ Services
Martin, Pat SSN: =--2475 0SOSID: NY012776897

<] <TAgencyinfo [ Achieve ment Objectives udlui Service History |Enroliments [ Outcomes | Comments [ Audit [Training A > >}

Customer Detail

-Dgl_a_il____________ o Funding
Part Time Leam [No =] Dictance Learn NG Level Source | Obligated | Actual | oOblig# |
Programl d
Minimum Hours I— Number of Weeks 4
m O"Net| | onetd. O*Net button I
NAICS | | | NAICS] q
Min. Prog. Agreed |
Achv. Objective | |
Staff ASSlgned| Rotman, Neil | Change | ;I
WIB Assigned | Saratoga/Warren/Washington Cour4 Total Funding I ﬂlﬂl %l
Agency | Saratoga/Warren/Washington WAEI Change Petition # I
Oﬁ'lce| Warren County Employment & Tlain| Office RR Event # I ;I
Orig Obligation|$100 | Total Obligation|$000 | Incumbent Worker Waivers | =l
Offering Costl $1.00 Actual Cosll B
| Provider Name | Service Name |Anua| Start Datci Actual End Datel Program Svc Type
[ | Adirondack Community College Office Technology - Medical AAS 11/03/2014 ITA-Training
B | Adirondack Inn On the Job Training (OJT) 11/03/2014 MNon-ITA Training
[~ | Functional Alignment PY 2006 Assessment Interview, Initial Assessmer| 07/24/2014 07/24/2014 Core Staff Assisted
[ | Functional Alignment PY 2006 Career Guidance - Intensive 07/24/2014 07/24/2014 Intensive
< | 2
Options | PrintList | New Service | Delete Service | Autharization | IPA Service Summary Payments | Tracking | Change Actual Cost |

Check Labor Market Information |

Save | Customer Detai!l QompAssessl Comments

OSOS Guide - Disability Employment Initiative -38- 12/5/2014



—
One-Stop Operating System

Clicking the O*Net button will bring up the O*Net window.

Enter in a keyword and click the Search button.

/2 Select O*Net - Webpage Dialog x|

Hierarchy Search

Current O*Net
|_O*Net Code | | O*Net Title | |

— Hierarchy
|| Architecture and Engineering Occupations I
] Arts, Design, Entertainment, Sports, and Media Occupations
= Building and Grounds Cleaning and Maintenance Occupations
) Business and Financial Operaticns Occupations
] ‘Community and Social Service Occupations
- Computer and Mathematical Occupations
" Construction and Extraction Occupations
J Education, Training, and Library Occupaticns
] Farming, Fishing, and Forestry Occupations
) Food Preparation and Serving Related Occupations
" Healthcare Practitioners and Technical Occupations
) Healtheare Support Occupations

] Installation, Maintenance, and Repair Occupations
' Legal Occupations

I Life, Physical, and Social Science Occupations

| Management Occupations

" military jﬁmc Occupations

- Office a inistrative Support Occupations / I '|
Keyword(s) Keyword(s)| coor = Search button I
_Sekect| Carcel | Cear

Select the appropriate O*Net title and click the Select button.

/A select 0*Net - Webpage Dialog x|
Hierarchy Search [\ ;||

Current O*Net
|_O’Net Cﬂde‘ 35201400 ‘ O*Net Trtlel Cooks. Restaurant ‘

— Hierarchy
" Food Preparation and Serving Related Occupations (Filtered)
L Cocks and Feod Preparation Workers (Filtered)
I L7 cooks
I I T Cooks, Al Other
| | LT Gooks, Fast Food
[ R — I Cooks, Institution and Cafeteria
[ I [ Cooks, Private Household
Il L Gooks, Restaurant
I I Cooks, Short Order
L Supervisors of Food Preparation and Serving Workers
L3 Supervisors of Food Preparation and Serving Workers
L Chefs and Head Cooks
|| Production Occupations
L Food Processing Workers
L] miscellaneous Food P ing Workers
L I” Food Coocking Machine Operators and Tenders

rd(s)lcuuk— Search
Select button Selec| _Cancel | Cleai
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Another way to locate the O*Net title is to drill down through the folders.
button.

(& Select 0*Net - Webpage Dialog

Hierarchy Search (i) |

Then click the Select

x|

— Current O*Net

O*Net Code | 35201400 | O*Net Title | Cooks. Restaurant

— Hierarchy
| Architecture and Engineering Occupations
- Arts, Design, Entertainment, Sports, and Media Occupations
L Building and Grounds Cleaning and Maintenance Occupations
) Business and Financial Operations Occupations
[ Community and Social Service Occupations
L_J Computer and Mathematical Occupations
| Construction and Extraction Occupations
L_J Education, Training, and Library Occupations
[ Farming, Fishing, and Forestry Occupations
» Food Preparation and Serving Related Occupations
Ly Cooks and Food Preparation Workers
L' cooks
| LT Cooks, All Other
| 1T Gooks, Fast Food
[ — - Cooks, Institution and Cafeteria
: [ [ Cooks, Private Household
|

I Select Folders

\/

¥ Gooks, Restaurant
[ - Cooks, Short Order

| »

Keyword[s)lCook M

Seledt Select button I

N
The O*Net code may be found in the Provider Service details:

Provider Detal

Provider Search

Provide Detail window _

o> 10f1
Services ta Services
TRTEE D ans
#Servicel ategary| Training \
#Senvice Type | On the Job Training (0JT) | senice |
#Service Name | On the Job Training (0JT) “\WIA Eligible Status | Approved =
Description I To provide up to 10 weeks of on-site training.
Service ID | 53177 \ Training Credit Hours I— Programs |
ervice Length: Week5| 10 Daysl chrsl
I O*Net Code O*Net Title | 35201400 | | Cooks, Restaurant | O*NetTiles |
CIP Code | | clPCode |
Category Service Type Service Name Description
[l | Training i
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PROVIDER
Customer Search Customer Detail

Martin, Pat

Enter the O*NET code and click the Save button.

EMPLOYER

HELP
JobZone

Comp Assess

SSN: **--2475

0SO0S ID: NY012776897

[Service History [ Enroliments| [Audit[Training AL> 1>

~Detail ———— =

Part Time Learn. | Nao - l

@ ﬁ Agency Info [ Achievement Objectives Jollbdl]
Distance Leam_lNo vI;I

Funding

Level Source |Obligated| Actual | Oblig # |

= (=L | | | =]

| 0Nt |

| Nacs|

Min. Prog. Agreedl

Programl
Minimum Hours I— Number of Weeks I:l
O*Net | 35201400 | Cooks, Restaurant
NAICS | |

[l | Adirondack Inn

Achv. Objective | |

Staff Assigned | | Change | ~

WIB Assigned | Saratoga/Warren/Washington Cour4 Total Funding I ﬂlﬂl MI

Agency | Saratoga/Warren/Washington WAEI Change Petition # I
Oﬁ'lce| Warren County Employment & Tlain| Office RR Event # I ;I
Orig. Obligation| | Total Obligation 3000 | Incumbent Worker Waivers | =
Offering Costl $1.00 Actual Costl B
| Provider Name | Service Name |Anua| Start Datci Actual End Datel Program Svc Type
[ | Functional Alignment PY 2006 Assessment Interview, Initial Assessme 0712472014 Core Staff Assisted

On the Job Training {OJT)

MNon-ITA Training

[ | Functional Alignment PY 2006 Career Guidance - Intensive 0712472014 0712472014 Intensive

[ | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive

< | 2
Options | Print List ew Service | Delete Service | Authorization | IPA Service Summary Payments | Tracking | Change Actuz| Cost |

Save button

Save | Customer Detai!l QompAssessl Comments

Check Labor Market Information |

Click the Save button.
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Enter the number "1" to the Total Funding data field. OSOS is not used in NYS to track service
costs, so the "1" is entered to ensure proper reporting of the service. Click the Add button.
EMPLOYER

Comp Assess

PROVIDER

Customer Detail

HELP
JobZone

Customer Search ~ Services

Martin, Pat SSN: =*-2475 0S0SID: NY012776897
<< < [Agency Info [Achievement Objectives fudbarall Service History | Enrolime nts) [Audit | Training A{ > |>>]
-Dﬁtlaui.tljlamo\:ww PYPE | iy af Fu“ii"gl | So | Obliqated | Actual | Oblia # |
Part Time Leam_l No A l Distance Leam_l Mo 'I e Hree < e -
Program| =l =
Minimum Hoursl Number of Weeks I:l
O*Net [ 35201400 | Cooks, Restaurant | oMt |
NAICS | | | Naics|

Min. Prog. Agreedl

Achv. Objective | =
Staﬂ'm;signed| Rotman, Meil | Change | —
WwiB AS‘SIgned| Saratoga/Waren/Washington Coun| Total Funding | $ 1.00 Ad Add bUttonj
Agency| Saratoga/Warren/Washington WAEI Change Petition #
=l
=l

Oﬁ'lce| Warren County Employment & Train| Office RR Event #
Orig. Obligation| $100 | Total Obligation|s000 | Incumbent Worker Waivers | b
Offering Costl $1.00 Actual Costl &

| Provider Name | Service Name |Aa:tual Start Datci Actual End Datel Program Svc Type
[ | Warren County Employment & Training | Supportive Service (Transportation) 09/01/2014 1003172014 Intensive
[l | Adirondack Inn On the Job Training (OJT) 11/03/2014 Non-ITA Training
[ | Adirondack Community College Office Technology - Medical AAS 11/03/2014 ITA-Training
" | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive
< | 2

Options | Print List | New Service | Delete Service | Autharization | IPA Service Summary Payments | Tracking | Change Actual Cost |

Save | Customer Delai!l QompAssessl Commenisl Check Labor Market Information |

If the OJT is being funded totally through WIA or DEI, then enter the number "1" in the
Obligated Amount and select the solitary funding. Click the OK button.

(g Funding -- Webpage Dialog il
Funding
Level Funding Source Year Remaining |

[T |wiB WIA Dislocated Worker 12013 $ 799426.00 ﬂ
[~ (wB WIA Dislocated Worker 12014 $ 10000.50

[T |wiB Youth Statewide 15% (2013 $ 10000.00

[T |wiB Dislocated Worker State|2013 $ 10000.00

Adult Statewide 15% 2013 $ 10000.00

DEI Supplemental 2014 $998.50
$10000.00

Obligated Amount [ 1.00 n . [100
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If the classroom training is being funded partially through WIA and DEI, then enter the number
"0.50" in the Obligated Amount and select both funds. Click the OK button.

(g Funding -- Webpage Dialog il
Funding
Level Funding Source Year Remaining |

[T |wi WIA Dislocated Worker 12013 $ 799426.00 d
[~ (wiB WIA Dislocated Worker 12014 $ 10000.00

[T |wiB Youth Statewide 15% (2013 $ 10000.00

[T |wiB Dislocated Worker State(2013 $10000.00

[T |wi Adult Statewide 15% 2013 $ 10000.00

[v | DEI Supplemental 2014 $998.00

[~ \wis WIF - Workforce Innovat|2012 $ 10000.00 I~

—

OK button

Click the Save button.

<] <TAgencyinfo [Achievement Objectives il Service History [Enroliments) [Audit[Training A{>>>]

—Detail Funding
Service Name | On the Job Training (0JT) 2l| | tevel|  souce | Obligated | Actual | Obig# |
Service DeSC.| To provide up to 10 weeks of on-site training. | ||_ |W|B |DE| Supplemental |$ 1.00 |$ 0.00 ‘ -~

Service ID

Service Type | On the Job Training (0JT) |

Provider Name| Adirondack Inn |

|
Ofterng D[ saz7¢ |

Location Name| Adirondack Inn

-

Provider ID
Plan. Start Date | 11/03/2014 Plan. End Date[01/09/2015 |~ e
Actual Start Datelw Actual End Datel— Total Funding [ 100 ﬂ| ﬂ| Delete
Completed Successfullyl hd l Petition #
Next Contéct Datel | RR Event # ;l
FIATTIEENEE 1 0 I NomTA Training jv Incumbent Worker Waivers | ;l
Part Time Learn. | No - l Distance Learn_l No 'I
J - l.j
| Provider Name | Service Name |Aa:tual Start Datci Actual End Datel Program Svc Type
[~ Intensive
[l | Adirondack Inn On the Job Training (OJT) Non-ITA Training
[ | Adirondack Community College Office Technology - Medical AAS 11/03/2014 ITA-Training
" | Warren County Employment & Training | Needs Related Payments 11/06/2014 Intensive

o

Options | Print List NewSewice | Delete Service | Authorization | IPA Service Summary

Payments |

Tracking | Change Actuz| Costl

Save button

§ave| Customer Detai!l QompAssessl Commenlsl Check Labor Market Information |

Remember to revisit this tab once the training is completed to enter an Actual End
Date and whether or not the customer completed the training successfully. If no
Actual End Date and Completion Status is entered, NYSDOL will not be able to report

a successful outcome.
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DEI PILOT SITES

Cayuga/Cortland
Hempstead/City of Long Beach
Saratoga/Warren/Washington
Suffolk

DElI COMPARISON SITES

Cattaraugus/Allegany
Oyster Bay/North Hempstead/Glen Cove

RESOURCES AND ASSISTANCE

DEI Project Assistance:

http://labor.ny.gov/workforcenypartners/dpn_dei.shtm
By Telephone: (518) 457-2381
By email: specialpopulations@Ilabor.ny.gov

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

For data entry assistance with OSOS, please contact the OSOS Help Desk:

By Telephone: (518) 457-6586
By email: help.osos@labor.ny.gov
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