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PURPOSE
The New York State Displaced Homemaker Program (DHP), with contractors operating in
multiple statewide locations, provides specialized services for those individuals who have been

displaced from their careers as unpaid homemakers. For reference, a complete listing of NYS
Displaced Homemaker Centers with contact information is included in the Resources section.

In New York State, DHP service providers have contracted with the New York State Department
of Labor (NYSDOL) to enter customer information and services in OSOS.

CREATING AN OSOS ACCOUNT
Once a contract has been approved and executed, contractor staff will need to set up an OSOS
account to enter the required information into OSOS.

Accounts are requested through the local security coordinator, or by sending an email to
osos.wdtd@Iabor.ny.gov. For more information about setting up an OSOS account, contact the
0OSOS Accounts Unit or the guide: Accessing the System.

Access to OSOS is granted after:

e Asigned Interagency Agreement (found at
http://www.labor.ny.gov/workforcenypartners/ta/ta00-41att.html) is on file with
NYSDOL.

e The OSOS user signs an Individual Access and Confidentiality Agreement that will be
kept on file with NYSDOL or the local area security coordinator.

e The OSOS user competes OSOS confidentiality training.

Refer to the OSOS access information found in the user guide on page 4, and in the Internet
Explorer browser information at http://www.workforcenewyork.org/osos/iebrowser.pdf, to
ensure appropriate computer settings are used.

0OSO0S is accessed through the following URL: https://osos.labor.ny.gov. The login screen will
appear after the system has downloaded the necessary files.

Guidance on accessing OSOS and creating customer records in OSOS is provided separately on
the Department of Labor's website.

This guide will cover:

e Ensuring that required fields for DHP have been entered
e Entering DHP services
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OSOS DATA ENTRY

SYSTEM REQUIREMENTS
0SO0S has minimum system requirements to run properly. These system requirements are
described in the OSOS website.

The OSOS website address DHP providers should use is: https://osos.labor.ny.gov.

The first time a user logs in to the URL, the validation page will appear.

AOSOS Validation Site

Software Requirements
NY TEST v6.1.03

Click for the AOSOS Mediated Applicatio Click to Login I

Supported Operating Systems
1 Microsoft Windows 98 Microsoft Windows ME Microsoft Windows XP

Microsoft Windows NT Microsoft Windows 2000 Microsoft Windows Vista @
Microsoft Windows 7

Supported Browsers

F

1 Microsoft Internet Explorer 7 WMicrosoft Internet Explorer 8 Microsoft Internet Explorer 9 (— !
o Mustuse compatability mode * o Mustuse compatability mode * .e
o Enable Protected Mode in 2 Enable Protected Mode in :
Windows Vista and 7 ** Windows Vista and 7 **

Supported Resolution

B800x500 or higher Small Fonts @

Supported for Correspondence
1 Microsoft Waord 97 Microsoft Word 2000 Microsoft Ward 20
Microsoft Waord 2003 Microsoft Waord 2007 Microsoft

Required steps for all Operating Systems, all Browser Versions = Click "Show" for System Settings I
* Extra steps for Internet Explorer 8 show

== EXtra steps for Windows Vista or 7 using Internet Explorer 8 show
n f

Take a moment to check that the computer meets the minimum system requirements and
follow any necessary additional steps required.

Notice that in order for OSOS to run properly, the computer must have Microsoft
Windows 98 or newer and Internet Explorer 7, Internet Explorer 8 or Internet Explorer
9 running in compatibility mode.

Click the Click for the AOSOS Mediated Application to load the login screen. Please be patient
since it may take a few minutes to finish loading.
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LOGGING INTO OSOS

Create a shortcut to save the full URL. The new shortcut will navigate directly to the Login
screen rather than the validation site. Enter the assigned username and temporary password in
the Username and Password fields. Then click the Login button below to log into OSOS.

The OSOS username and password are case-sensitive and must be entered exactly as provided
by WIA Central Security. After entering the username and password, click the Login button, or,
tab and press the Enter key to log into the system.

AOSOS

America's One-Stop Operating System
NY TEST v6.1.03

Username: ||

Password: |

Login |

CHANGE THE TEMPORARY PASSWORD
After logging into OSOS for the first time with your temporary password, change the password
to one that no one else will know.

When logged into OSOS, the system will automatically navigate to the Inbox tab of the Staff
module. Click the Preferences window.

PROVIDER EMPLOYER
Logout Preferences Preferences

Lol Referras In [Fund Approval

Appointments and Reminders for Monday, October 21, 2013

CUSTOMER

I_l Start Date | End Date | Start Time | End Time | MName Event Description

OSOS Guide - Displaced Homemaker Program -4 -
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Type the temporary password in the Old Password field and enter the new password in the
New Password field. The new password can be between 6 — 12 characters, and only letters and
numbers can be used. Any symbols, spaces and punctuation will not be accepted in the OSOS
password. Type the new password again in the Confirm New Password field. Click the Change
Password button to complete the change.

CUSTOMER PROVIDER EMPLOYER

Staff Detail Logout

Login Preferences

— Office
Primary Office | Albany Career Central |
Current Office | Albany Carser Central |
Change Office To | =l
Change Office |
—Password
Username
Old Password IT
Mew Password IT
Confirm New Password | esesses

Change Password I
|

Change Password

If the passwords entered in the New Password and Confirm New Password fields do not
match; the new password does not meet the OSOS password criteria; or the old password was
entered incorrectly in the Old Password field, an error message which will prompt a repeat of
the process. If the password was successfully changed, a pop-up message will confirm the
password was changed.

/2 0S0S Error Message -- Webpage Dialog [‘5__<
£ | https:)fosostrain.|labor . ny.govigeneric_error_dialog, html A %
0S0S Error Message

Tour pessword has been successfully updated!

oK

It is strongly recommend that the password be changed every few months to maintain
confidentiality.
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SEARCHING FOR DHP CUSTOMERS

After logging in, navigate to the Customer module. By default, the Quick Search tab of the
Customer Search window displays. Use this tab to search for customers by Social Security
number (Customer SSN), OSOS Identification Number (Customer ID that begins with "NYQ"), or
by name (Last Name and First Name).

If searching by name, at least one letter must be entered in the Last Name field. Be sure to
enter as much of the customer's first and last name as is known.

It is possible to specify what information is desired in the search results by clicking the Options
button.

PROVIDER EMPLOYER

Customer Detail Comp Assess

] < el Generarint [EducetonY Jos Ceie] Fest Searc | Gecarasiie | Actwlles | rograre ielSemrch L cperta> 1

—Customer 55N —Customer D

ssn1[ 2 o1 &

ssnz[ oz[

ssw3[ oz Last Name]

sswal oa[ First Mame

ssns[ os[ Middle Initial[

ssne[ e[ Bith Date]

SSN?'I— IDTI— Username|

ssns[ os[

ssnol ool
| ososi | vet | staws | Seeker Mame | cusa|cwss| wia | wsio | TAn | ix
IC | ]
4 | ol

[ OptiOI‘IS Cptions | Search | C_Jearl Detail_l Bt IJ"tl Save Srehill Aesanito et ) Fostisteh | F:eferl .%:tivﬂ','l (EammEntE | omespond IMM
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The Options button will allow the user to select what categories and in which order to display in

the search results.

o
=
]
(=]
w
=1
-]
2
=
3

) Customer Search Result Columns —

Sort Options

L L AL AL L AL R IRL IR (AL IR IAL IR AL IRL AL

L_L AT IR IR I L IRC RC IR IRC IR IRC /AT IRC NS IR IR A I IR IR R IRL |

N
LR LIRSS L AL R IRL IR A= AL IR IR TS L AL L IR AL L AL

L IRC IR IR IRC I IRr Rr IR IRE IR IRC /AT IRr NSl (AL I Ar L T N 1AL |

B 2R a :

S Sy

Click Save when done.

10-29-2013
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Click the Search button.

PROVIDER EMPLOYER STAFF HELP

Customer Detail Comp Assess Services JobZone
1-550f55 @B
General Info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Reporis | > |>>
—Customer S5N————— — Customer 1D

! = ID1] =

S5M 2 | Dz |

TS D3| Last Name | Malinak

SSN4| |D4| First Name|

SSN5|— e ID5|— e Middlelnitiall

SSME I— D& I— Birth Datel

Usemame |

SEMNT | D7 |

S5ME | D g |

S5M 9| - D 9| -
r| ososio Last Name First Name Status WA Customized Search Results I
[T | NY012627309 | Malinak Bennie Active
[T | NY005727098 | Malinak Buster Active Active Exhaustee
[T | NY010448017 | Malinak Chris S2M10
[T | NY011440606 | Malinak Daniel Active Active
[T | NY012619893 | Malinak Earl Active
[ | NYD12627311 | Malinak Gregory Active
— | hivi R2IT220 | Malimalk larkia A rdive
UK ! N

Search 5 Cl il | Print Li Assion to)lisof | Post Weteh | | Refen | etivity] [Commentsl| Eonespond

OSOS Guide - Displaced Homemaker Program -8- 10-29-2013
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REQUIRED/GREEN-DOTTED FIELDS

When entering new customer or completing a pending record in OSOS, all green-dotted fields
are required. Green dotted fields exist in the Gen. Info, Add'l Info, Objective, Work Hist.,
Ed/Lic and Skills tabs within the Customer Detail window. The customer record must be saved
with the Status field set to Active before services can be added on the record. The Service
Veteran fields are only required if applicable to the customer.

STAFF HELP

PROVIDER

Customer Search stomer Deta Comp Assess Services JobZone

EMFLOYER

Homemaker, Suzy SSN: 0SOS ID: NY012610961 1 of1
ﬁ 4 Gen. Info_ .10 hj=ctive [ Work Hist. [ EdiLic | Skills | Saved Searches mwmﬁﬁ
Customg @Ethnic Heritage————————————
Active Status oStatusm ¢ Hispanic or Lating
B —— @Password | DHP123Test Mergs & Not Hispanic or Lating
@First Name [ Suzy i | | B s

oGenderlFBmEﬂB =] ePartfolio Lul. [JobZore Adut = “Race 1

The Date of Birth and Gender fields are not green-dotted, but are required to access
the Comprehensive Assessment window, determine when selective service registration
is required, and when the customer receives services. Do not change the Porfolio Lvl
field.

In addition to the required green-dotted fields, there are additional fields and tabs that need to
be completed and/or checked for the Displaced Homemaker Program.

PROGRAMS AND PUBLIC ASSISTANCE
For DHP eligibility, it is required to track:

e The customer's status as a displaced homemaker
e Any public assistance benefits the customer is receiving, such as TANF or food
stamps

In OSOS, this information should be recorded in the Programs/Public Assistance Webpage
Dialog. Click the Programs/Public Assistance Selection button in the Add'l Info tab.

Customer Search stomer Detail Comp Assess Services JobZone
Homemaker, Suzy SSN: 0OSOS ID: NY012610961 1of1

[<c] < [Gen. Info [k L Objective | Work Hist. | EdiLic | Skills | Saved Searches | Activities | Comments | Tests | Primary Langua{ > >3

Programs = s —r
Programs/Public Assistance Selection button ILI
L= -

Programs,/Fublic Assistance Selection
Income Status

Lower Living Standard | MAE vl

Income 70% LLSIL [+ -
Local Priority [ n/A [

OSOS Guide - Displaced Homemaker Program -9-
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g Programs and Public Assistance - Webpage Dialog

Programs & Public Assistance

This will bring up the Programs/Public Assistance - - Webpage Dialog.

On the right hand side of the tab under Public Assistance, select Yes from the drop-down field
next to any benefits the customer is receiving, and type the date the customer first started
receiving these benefits. If the date is unknown, it is acceptable to type in today's date.

Programs Date Public Assist;
Wagner—Peyseq
WIﬁ—Adqu TAMF Exhaustee| I |
WIﬁ—OIderYouth| GA-General Assistance (StatefLocaI}| _| |
WIA—YoungerYouth| RCA-Refugee Cash ﬁssistance| Ll |

Welfare D.“.ft".".f}|

SE-3upplemental Security Income

Dislacated Worker|

Food Stamps|ye: |

Ul - Unemployment Insuranu:e|

3801 - Social Security Disahility Insurance| I |

Ul - 599 Unemployment Insuranu:e|

Medlu:ald| _| |

]l Reemploymenq

Home Relief| Ll |

Yocational Rehabilitation|

Weterans Workforce Investment|

ﬁduItEducation|

NAFT&—TM|

Trade Adjustment Assistance (‘I’M}|

Rapid Response|

TANF E&T|

Food Stamps E &T|

Job Corps|

Mative ﬁmerican|

Older Americans Title ‘u'|

LT L I LT

Cnmminnity Services Rlack Srantl

Submit | Cancel |

OSOS Guide - Displaced Homemaker Program
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Scrolling further down under the Programs fields on the left hand side of the tab, select Yes

from the drop-down field next to Displaced Homemaker and enter the date the customer first
started receiving services as a displaced homemaker.

g Programs and Public Assistance - Webpage Dialog

Programs & Public Assistance
1 an ;I
NAFT&—TM| =l |
Trade Adjustment Assistance (‘I’M}| :| |
Rapid Response| :| |
TAMNF E&T| =l |
Food Stamps E&T| :| |
Job Corps| :| |
Mative ﬁmerican| :| |
Clder Americans Title ‘u'| :| |
Community Services Block Gr_ant| :| |
Employment & Training
YouthBuild -
IDispIaced Homemaker[vz; +]
Other WIA Programs =
Other non-Ya F'rogram5| ;| |
Mational Farmwoarker Jobs F'rogram| ;| |
Vocational Educati0n| ;| |
Veterans LaborExchange| ;| |
Katrina ReliefF’mgram| ;| |
WIRED| =] |
YR & E - Vocational Rehabilitation & ;| |
Employment
Cther Social Service Programs :| =
Submit | Cancel |

When finished entering this information, click Submit to add these changes to the record.

OSOS Guide - Displaced Homemaker Program -11- 10-29-2013
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WORK HISTORY TAB
While working with DHP customer, be sure to confirm that the customer's work history in OSOS
is accurate and up-to-date. Make any changes or updates as necessary.

For eligible displaced homemakers, the Reason for Leaving field on the applicable job entry
must be set as Category 4-DW displaced homemaker.

If the customer has no work history, or the most recent job was as a homemaker,
create a new job entry with the job title Homemaker and select the Category 4-DW
displaced homemaker from the drop-down menu in the Reason for Leaving field.
Wage is a required field. Because homemaker is typically an unpaid position, enter
50.01 in the Wage field and Other in the Unit drop-down field is acceptable.

PROVIDER HELP

Customer Detail

EMPLOYER STAFF

Customer Search Comp Assess Services JobZone

Homemaker, Suzy SSHN: OSO0S ID: NY012610961 1o0f1
[<<] < [Gen. info [ Add'Tino | Obiective lTIX 8] Eaic | Skills [Saved Searches [ Activities | Comments | Tests [Primary Languai > |>>)
— Detail
@.Job Title | Homemaker O"Net Tles | O*Netcode|[
oEmpmyer] Homemaker Include online Start Datel End Datel
@Address I 7485 Meadowdale Road 7 Supervisor| | —
I @\age| £ 0.01 [Cther = $0.00 Wage & Other I
mason for Leaving @#Reason for LeaanlCategor}' 4-DW displaced homemaler
@aState | Mew Tonc |p| Cocking, cleaning, caring for children ﬂ
OCUUmr],fl United States - @Job Duties v
Job Type[Ful Tme =] RR Event# Evert |
NAICS [ | | NAICS Lookup
Job Company City Start End
[l (Homemaker Homemaker Albany =

El
Mew Job Entry | Delete Selection |

Save I Start Match I Sen_fices' Comp ﬁssess' Activity I |.A. Referals I Comespond I IVF{I Bet to Srch I Comments m essage

Once the customer is designated as a Category 4-DW Displaced Homemaker, click the
Comments button to enter a comment describing the customer's eligibility criteria and
verification as a displaced homemaker.

OSOS Guide - Displaced Homemaker Program -12 - 10-29-2013
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PRIMARY LANGUAGE TAB

In order for all DHP customers to be able to access program services, it is important to record
on the Primary Language tab if the customer has a primary language other than English, and if
the customer will require translation services to receive services. This information should be
self-reported by the customer, usually during an initial assessment.

Additional guidance regarding completing the Primary Language tab is also available in the
Language Services OSOS Guide available on the OSOS website.

To record a customer's primary language other than English on the Primary Language tab, click
the Add button.

PROVIDER EMPLOYER STAFF HELP

JobZone

Senvices

Customer Search Comp Assess

Homemaker, Suzy SSN: 000-00-0000  OSOSID: 000-00-0000 1 of 1
[<<[ <}n. Info | AdeT Info | Objective | Work Hist. |EdiLic | Skills | Saved Searches | Activities | Comments | Tests |t AR T > 55
Primary Language Primary Language
CDOG D | Create Admin | Creation Time |j Language |
[ | Other Language |
Language|
Assistance
Meeded
Add | Prirt List Help | | |
Save | Start Match |Sen1ices| Comp Assess | Activity | |.A. Refemals | Comespond | I‘u’Hl Ret ta Srch | Comments | Tag Hesume| Sched | Message |

'Stafﬁ Jones, Margaret |Ofﬁce: Cap Dist Womens Employ & Rsrce Cnir |Unsaved Changes |Securit}r: Delete |06f05u'2012 '

OSOS Guide - Displaced Homemaker Program -13- 10-29-2013
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This will create a new entry and activate the fields on the right hand side of the tab for data
entry.

e Language: Select the customer's primary language from the drop-down list

e Other Language: Only use if the customer's primary language is not listed in the
Language drop-down menu

e Language Assistance Needed: Select what type of language assistance, if any, the
customer needs - the options are: No Assistance Needed, Oral Interpretation, Sign
Language and Written Translation

PROVIDER EMPLOYER
Customer Search stomer Deta Comp Assess
Homemaker, Suzy SSN: 000-00-0000  QSOS ID: 000-00-0000 10f1
[<<] < }n. info [ Add Info | Objective [Work Hist. | Editic | Skills [ Saved Searches | Activities | Comments | Tests L s AERETE LT > o>
Primary Language Primary Langua
CDOgID Create Admin | Creation Time | = I Language | Karean VI
| | | Other Language
Language | Ol [rtemretation v
Assistance
Meeded I
Add | Delete | Print List Help | Print Record | Audt |
Save | Start Match |Ser1'ices| Comp &ssess| Activity | |.A Refemals | Comespond | IVR | Retta Srch | Comments | Tag Hesurnel Sched | Message |

lStafﬁ Jones, Margaret |Ofﬁce: Cap Dist Womens Employ & Rsrce Cnir |Unsaved Changes | Security: Delete |06f05u'2012 '

When finished entering this information, click Save.

OSOS Guide - Displaced Homemaker Program -14 - 10-29-2013
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COMPREHENSIVE ASSESSMENT WINDOW

There are a few fields in the Comprehensive Assessment window which should be recorded for
DHP. Since the Comprehensive Assessment window is mainly used by NYSDOL for case
management purposes, please enter only the fields indicated in this section of the guide. Any
notes and comments entered in the Comprehensive Assessment window must be factual, must

respect the privacy of the individual and are subject to customer review under the Freedom of
Information Law (FOIL).

Any highly sensitive data of a confidential nature should not be entered into OSOS. To
flag something applicable to the customer’s ability to acquire and retain a job, enter
See hard file in the pertinent field in Comprehensive Assessment. This is an indicator
for all users that there is something that might need to be discussed privately with
other counselors or users, on an as-needed basis.

To access the Comprehensive Assessment window, click on the Comp Assess button at the
bottom of any screen in the Customer Detail window.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess Services JobZone
Homemaker, Suzy SSHN: 0S50S ID: NY012610961 1of1

<<] < tn. info [Objective |Work Hist. | EdiLic [ Skilis [ Saved Searches [ Activities | Comments | Tests Ll b AL EEY > 15
Primary Language
Language | Create Staff | Create Date |>|

||_ |Kurean |Janes. r-.-1argaret|DBID=U2IJ12 |;|

~Primary Language ;l
Language |Korsan

OtherLanguage|

Language [Oral Intemretation
Assistance

Meeded
Translated
Cocuments

—Interpreter Information
Interpreter Mame |

Relationshipt0|
Customer

j -

Add | Delete | print List | Help | Prrt Becord || Audt |

Save | Start Match I Sen_ricesl Comp Assess Comp Assess button l'\_'etto Srch I Commerits I Tag | F{esurnel Sched I Message

OSOS Guide - Displaced Homemaker Program -15- 10-29-2013



>0

One-Stop Operating System

By default, the Employment tab in the Comp Assess window will be displayed. Enter any
relevant information for the customer.

EDUCATION TAB - LIMITED ENGLISH FIELD

On the Education tab under Math & Reading, select Yes or No for the Limited English field to
indicate whether or not the customer has limited English proficiency. The Limited English field
is a required field for any DHP participating in the SNAP program. It is not required for the DHP-
TANF or DHP Statewide program.

If Yes is selected in the Limited English field, the Primary Language tab in the
Customer Detail window should be also be completed as outlined in the previous
section of this guide.

PROVIDER

EMPLOYER

Customer Search Customer Detail

Homemaker, Suzy S5N: 0S0S ID: NY012610961
[employment |21 S0 Financiat | Family | Heatth | Treatments | Legal | Housing | Transportation | Comments|
— Math & Reading |—Trairing Information
Is the customer basic skills deficient? | =] Training | =l
Limited English - Limited English I
| [ -]
Training in ;l
— Education Completed Frogress
Education| HS grad or Disabled w/Cert./IEP | I
Current School Status | Not attending school: H.5. Graduats |
Job-Related ;l
Interests
Customer below appropriate grade level? [ LI
Pell Grant Recipient? | =l Job-Related =]
Award Amountl Aptitudes
Any indication of learning disahilities? [ LI
Training ~
MNeeds _I
Save | Customer Detail | Services | Activity I Comespond | WIA Eligibility I Summary | Comments

OSOS Guide - Displaced Homemaker Program -16 - 10-29-2013
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FAMILY TAB

Information entered on the Family tab in the Comp Assess window can be useful in
determining a customer's eligibility for DHP and the Family and Marital Status is a required field
for any participant in the SNAP program, and would be helpful for DHP eligibility. The number
in the family is required for TANF eligibility.

Under Personal Information, from the Marital Status drop-down menu, select either:

e Divorced,
e Married or
e Unmarried

From the Family Status drop-down menu, select either:

e Not a family member,

e Not reported,

e Other family member,

e Parent in one parent family or
e Parent in two parent family.

EMPLOYER STAFF HELF

PROVIDER

Customer Search Customer Detail Services JobZone

Homemaker, Suzy SSN: 0SOS ID: NY012610961
[Employment | Education | AL W vieaith | Treatments| [Comments |
Personal Information = eeds
Marital Status [Civarced Marital Status keds of household members:
|
Victim of domesticvielence? ¢ yag & 1y i -
Family Status | Parert in one-parent famiy =] Family Status I : [
care arrangements;
Members of Household ﬂ
Name | Relationship | BithDate | Dep. | r
||_ | | | | = Support from family & friends:
: Child Protective Services
Add a Memb Delete Selection
Ao I late oentor Has child protective services ever contacted customer regarding
hisiher child or children? ™
Is customerpregnant’?l 'I
Delivery Datel
Is Customenparenting youth?l :l'
§a\re| Customer Detail I Sen_ricesl Activity I Comespond WIA Eligibility I Summary | Comments

OSOS Guide - Displaced Homemaker Program -17 - 10-29-2013
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Complete any other relevant data fields. When finished entering information in the Comp
Assess window, click Save.
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HEALTH TAB
Substance abuse Information entered on the Health tab in the Comp Assess window is a
required field for any DHP participating in the SNAP program.

Under the Substance Abuse drop-down menu, select either:

e Yes, or
e No

It is not necessary to complete any of the other fields. If you choose to enter additional
information, list only facts, and not opinions, as those details relate to the customer's program.
When unsure if the confidentiality of the information may be sufficiently protected, do not
enter it into the text box. Instead note "See hard copy in file" and keep the file in a locked
drawer.

EMPLOYER
Customner Search .~ Comp Assess |
Homemaker, Suzy SSHN: 0S05 ID: NYD12610961

[Employment [Education | Financial | Famity JLSel ] Treatmens [ Legal [ Housing [ Transportation | Comments|

Insurance Providers

PROVIDER

Customer Detail

| Insurance Type | Provider Mame |
IC | | =l
Add Provider I Elete Selection I
~ Health Information g
General Health | 'I Disability Status | Mot Disabled Substance Abuse hd Status Abuse I

Health Details

K1

Medications in use by
household members

I3

Physical Issues /
Special Meeds

KL

Emational issues that
may affect participation

=i

Drug, alcohal use by
self, friends and family

m §ave| Customer Detail I Sen_ficesl Activity I Comespond WA Eligibility I Summary | Comments

When finished, click Save.

I3
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LEGAL TAB
Information entered on the Legal tab in the Comp Assess window is a required field for any

DHP participating in the SNAP program.
Under Offender Status drop-down menu, select either:

e Yes, or
e Not Applicable

If a probation officer has been assigned to the customer, enter the name, telephone number
and any extension in the appropriate data field. List only facts, and not opinions, as those
details relate to the customer's program in the Current Legal Issues text box. When unsure if
the confidentiality of the information may be sufficiently protected, do not enter it into the text
box. Instead note "See hard copy in file" and keep the file in a locked drawer.

HELP

STAFF

EMPLOYER
Customer Search Customer Detail . Comp Assess |
Homemaker, Suzy SSN: 0S05 ID: NY012610961

[Employment [ Education | Financiat | Famity [Heatth [ Treatments |5 S Housing [ Transportation | Comments |

Legal Information

QOffender Status | Mot Applicable |« l

Prebatien Officer | Phaone | Ext |

PROVIDER

Services JobZone

Current Legal Issues

Save | Customer Detail Sen_ricesl Acti\rityl Comespond WIA Eligibility | Summary | Comments
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ENTERING DHP SERVICES
Click the Services button.

PROVIDER

Homemaker, Suzy S5N:

EMPLOYER

Customer Search stomer Deta Comp Assess

STAFF

Services

HELF

JobZone

0SO0S 1D: NY012610961 1 of 1

— Customer Data

ossw| MiA ¥ @Status | Active =

@Job Seekerlﬁdive 'I

" Hispanic or Latino
* Mot Hispanic or Lating
" Mot Disclosed

(<] < LRI Add o | Obiective [Worc st | EdL ic [ Skills [Saved Searches| ments | Tests | Primary Languaf > |>>]

— wEthnic Heritage———————————

— #Race
[~ Alaskan or American Indian
[7] Asian
[~ Black or African American
[~ Hawaiian or Pacific Islander
[ White
v Mot Disclosed

— Education & Employment
@Education Level

Agency| Captal District WAE | Change
Oﬁce| Cap Dist Womens Employ & Rsrce Cntr | Office
Ul Claimant]| 3

wUsername | DomesticEnginzerl? @Password | DHP123Test Merge |
@ ast Name | Homemaksr @First fMame | Suzy ] I—
Date of Birth[03/15/1953 | @Gender[Female =] @Portfolio Lul. [JobZone Adut =
Oﬁddressl 7425 Meadowdale Road =
|
@ City| Hbary @ State | New York =l ezip[ 12202
County| =l country | United States =l metro | =l
Phone [518-555-5555 | Exd. | At Ext. | Fax|
Email | WarkingMore Than Sto5&hotmail com -
URL | -
8L.5. Citizen ¥
Enroliments |JZ.|'CZ Manager [
— Customer Assignment
Staff Assigned| Janes, Margaret | change |  Registered| 06/04/2012 |
WIB Assigned| Albany/Renssslzer/Schenectady Courtied Origin

Profiled |
Frofiled Date| |

Internet Resume [ Confidential

|12 Grade - HS Graduats

@3chool Status

I Mot attending school; H.5. Graduate
@Employment Status

| Mot Employed

— @Contact Preferences
¥ UsePastal [ Fax
¥ Pri. Phone ¥ Email

™ Alt Phone  Resume Cortact Irfo |

Save | Start Match I Services

Services button

Comespond | I‘u’Hl Ret to Srch I Comments I Tag | F{esurnel Sched I Message I
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0SO0S will navigate to the Agency Info tab in the Services window. The Agency will need to
added or activated if it is not already active before entering a customer service.

AGENCY INFO TAB
On the Agency Info tab, you will need to make sure that the appropriate Workforce Area Entity
(WAE) is listed as an active agency before adding services.

The WAE that must be added to a customer's record will not be the same as the name
of your entity/office/center, etc. Each WAE corresponds to a specific Local Workforce
Investment Area (LWIA) designated by NYSDOL. It is an OSOS system requirement
which must be added before services can be entered.

To add a new active agency on your customer's record, click on New Agency.

Achievement Object rvice History | Enrollments | Outcomes | Comments Training Ad{ > |>>
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This will allow access to the data fields in the upper part of the screen.

e Agency: Select the geographic WAE that corresponds with the office's location from
the drop-down list of options. In the example below, the user's office is the Capital
District Employment and Resource Center, so the appropriate WAE to select is the
Capital District WAE

e Intake Date: Enter the date when services were first provided to the customer in
the format of mm/dd/yyyy. The slashes will automatically populate through the
0SOS system

e Enrollment Date: Although not green-dotted, this field is required and is usually
entered as the same date enter as the Intake Date

PROVIDER EMPLOYER

Customer Detail

Customer Search

Homemaker, Suzy SSN: 0505 ID: NYD12619872

Agency Info F ¥ e g TN Training Ad
a6 hievement Ot ) ctives | Services | Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>>]
m @Agency | Capital District WAE

Comp Assess

@|ntake Date |Dﬁfﬂ1f2ﬂ‘|3 Enrollment Date |D5f1}1f2'|}13
Termination Date |

Termination Reasan |

Status | Active<aQ Status appears once the Agency is saved I

| Agency | Status |
[ | Capital District WAE |Active |=]

Mew Agency I Delete .i.grsr.c;.-l

m Save | Customer Detail | Comp Assess | Commerrtsl Check Labaor Market Information

When finished entering the Agency Info information, click Save.

It is possible that the WAE corresponding to the office location may already be listed as an
active agency on the customer's record. If this is the case, do not add a new agency entry -
instead, continue with the following steps to add services.
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ADDING A DHP SERVICE

O

DHP funded services must be entered as L2 services in the Services module. No DHP
funded service should be entered using the Activity button.

DHP funded services will create a standalone enrollment.

If DHP funded services are mistakenly entered using the Activity button, they will automatically
generate a Wagner / Peyser enrollment. The decision to co-enroll customers into the WIA or
Wagner / Peyser program is the responsibility of the DHP grant recipient and Local Workforce

Investment area.

Local Workforce Investment Areas (LWIAs) may also be providing staff assisted core, intensive,
or training services to the customer, and the customer may be co-enrolled with WIA and/or

Wagner / Peyser program funds.

To add a new DHP service to the customer's record, you will need to start on the Services tab of
the Services window. Click on the New Service button towards the bottom of the screen.

PROVIDER

Customer Detail

Customer Search

EMPLOYER

Comp Assess

HELP
JobZone

Homemaker, Suzy SSHN: OSO5 ID: NY012619872
[<<] <[ Agency info [ achievement Objectives Jati ] Service History [Enroliments [ Outcomes | Comments | Audit [ Training Ad > >>1
— Detail — Funding
Senice Name| |; | [EevE] | SOUIGE | OIJIigatedl ACiE | ohlig#F |
Senvice Desc. | | | (= | | -
semvice D[ |
Senvice Type| |
F'roviderName| |
Location Name| |
ProvideriD| | Offeringid| |
Plan. Start Datel Plan. End Datel ;|
Actual Start Datel Actual End Datel Total Fundingl Add | Edit | Deletel
Completed Successfull].rl Petition #l
Next Contact Date | RR Event# |
Frogram Service T],fpel IncumbentWorkerWaivers|
FPart Time Learn.l Distance Leam.l -
| Achievement Ohjective | Senvice |
IC ] | =l
E
Mew Service New Service button I'v’iCE SUMMmED, | Bayments Tr=cking | Ehiange Aetia Cost |
¥
Customer Detail | Comp Assess | Comments I Check Labor Market Information I
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0SO0S will automatically navigate to the Quick Search tab in the Offering Search window. Click
the General Info tab.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail

General Info , General Info tab

Fripslie |
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In the General Info tab, OSOS will automatically default to the WIB in which the user has logged
in. Add additional information that is known to narrow the search for the appropriate service.

Enter the following search criteria, if known:

e WIB: select the WIB (Workforce Investment Board) from the drop-down menu
corresponding to the county where the DHP office is located

e Provider Name: Enter the first few letters or words of the DHP office name

e Service Name: Enter the first few letters or words of the service name

e Service Type button: Select the appropriate service type from the drop down menu

e Options: The Options button will allow the user to select what categories and in
which order to display in the search results. The user may also choose to view 25,
50 or 100 search results at a time

Since provider names are often abbreviated or truncated in OSOS, it is highly advisable
to enter only the first few letters of the name in the Provider Name field. Typing and
searching on the entire provider name will often result in no search results found.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail fiering Search Offering Detail

General Info @
Location Start Date Range
I WIB WiB |.-'-‘-Jban}t—-"Rensselaer.-—"Schene ;l City | |_Fr0m | To |
Provider Information
Provider Name |czp| Service Name | Program | =]
Provider Status | Active
| |
Service Type | | Service Type button Service Type |
I_l Provider Mame | Senvice Mame | Location | Descript

IC ] | | |

A | 2|
Seach€ Search == | Font lst I Scl'.edulel

Options
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The Options button will allow the user to select what categories and in which order to display in
the search results.

When finished entering the search criteria, click the Search button.

2} Offering Search Result Columns - Webpage Dialog

Sort Options

o

LI RN BB
LI LN BB

=
LINC IR N I I I N IR

r
r
(|
r
r
(|
(|
r
r
I
(|
(|
r
r

[ i 5 5 o o i3
a0 a0

4|
OO0 00

Click the Save button when finished.

OSOS Guide - Displaced Homemaker Program -27 - 10-29-2013



>0

One-Stop Operating System

This will return a list of search results. If more than one provider entity is listed in the search
results, click the Service Name column header to sort the results in ascending or descending
order. Click the column header again to reverse the order.

Review the information to identify the appropriate service. Click the checkbox to select the
service. Click the Schedule button.

STAFF

EMFLOYER

Provider Detail Offering Search Offering Detail

CUSTOMER

Provider Search

1-18of18 ®

Quick Search el e LT m

— Location I'Start Date Range

WiB |}‘Jbam'.-"Hensselaer.-"Schene;I City I From I To I

— Provider Information
Provider Name [Cap Senice Name | Program | =l

Provider Status | Active

Service T].rpe| Service Typel
o FProvider Mame Service Mame Location Descript
[T | Capital District Educational J Certified Murses Assistant (CMA] EQC - Tray Cerified Murses Assistant (CHA)
[T | Capital District Investigations Security Guard Training Capital District In This training course is cerified by the New York State
[T | Capital District Women's Em| Case Management Capital District V] Individual casework
[T | Capital District Wemen's Em| Counseling -Individual & Career | Capital District V| Counseling - Individual & Career Planning
[T | Capital District Women's Em| Individual Employment Plan Capital District V| Individual Employment Plan
[ | Capital District Women's Em/ Initial Assessment
T | manital Dictrict Wammen’s Eml Lok ok

-

Schedule

Optionsl Search | E_Jearl Detail | Deletel Prirt List | Schedule
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0SO0S will automatically navigate back to the Services tab with the newly added service.

Complete the required fields in the Detail section of the tab.

For each service added in OSOS, you must include:

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 the program service type corresponding to the service

PROVIDER

Customer Search Customer Detail

Homemaker, Suzy SSN:

EMFLOYER

Comp Assess

Service_s
0505 ID: NY012610961

[<<] < [Agency Info | Achievement Objectives Jiaibasl] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > 15>

Mew Service

Delete Service | Authorization | IPA Service Summarny |

— Detail Funding
Service Name| Initial Assessment || |vLever| Souce | obligated| Actual | obiig# |
Senvice Desc. | Initial Assessment | ||- | | I;l
Senvice ID
Semvice T].fpel Assessment Interview, Initial Assessment |
Provider Namel Capital District WWomen's Employ. & Resource Cnitr. |
Lecation Name| Capital District WERC |
Provider ID| 25024 Offering ID| 36562 ||
Plan. Start Date | 05012013 Flan. End Date | 05/01/2013 LI
Actual Start Date[05/01/2013 Actual End Date] | Total Funding | [add | [Ea | =]
Completed Successfullyl :" Petition #l
MNextContactDate| RR Event | =]
Frogram Senvice Type |CDI'B Staff Assistec @] Incumbent Warker Waivers | =l
Part Time Learn. Distance Learn.I— =
Achievement Objective Service

Initial Assessment

FEyments

Tracking | (Ehenge Aetus Cc.e-‘.l

]

Save | Customer Detail | Comp Assess | Comrnerrtsl Chechk Labor Market Information |

When these fields have been completed, click the Save button.

Note: The Service Detail section must be saved prior to any data entry in the Funding section.
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FUNDING THE SERVICE
Next, the appropriate funding source must be attached to the service for reporting purposes.

Enter the appropriate amount in the Total Funding field based upon the criteria listed below:

e If the user's agency/program is solely providing this service to the customer, enter
S1

e If the user's agency/program is providing half of the service to the customer, enter
$.50

e If the user's agency/program is providing some other percentage of the service to
the customer, enter the appropriate amount in decimal form (e.g., if providing 1/3
of the service to the customer, enter $0.33; if 1/4, then enter $0.25)

Note: The $1 or decimal amount used to fund services in OSOS is not reflective of any real
costs of service. It is the convention used for tracking services in the system. Only use
appropriate decimals to fund a service when the customer is being served by more than one
agency or program for the same service. The total of all funding must equal $1.

Click the Add button.

PROVIDER

EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess JobZone

SSN: 0505 ID: NY012610961

[<<] < |Agency info | Achievement Objectives Jgd L] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>>]

Homemaker, Suzy

~ Detail Funding
Senvice Name | ntial Assessment |2]| | vrever| source | obligated| Actual | oblig# |
Senvice Desc.| Initial Assessment | ||- | | I;l

Semvice ID
Senvice Type| Assessment Interview, Initial Assessment |
Frovider Name| Capital District Women's Employ. & Resource Cntr. |
Location Name | Captal District WERC |

Provider 1D | 35024 Offering ID| 36564 =

Part Time Learn.

Plan. Start Date | 05/01/2012 Flan. End Date | 02/01/2013 LI
Actual Start Date[05/01/2012 | Actual EndDate] | Total Funding | £ 1.0 Add m
Completed Successfullyl 'I Petition #

NextContactDate| RR Event#| \ =l
Program Service Type |C-:-re Staff Assister vI Incumbent WorkerWaiversl ;I

Distance Learn.l -

Achievement Objective

Senvice

Initial Assess

[]
Mew Service Delete Service | Authorization | IPA Service Summary | Payments Tracking | (EEnge AetiEl Cc—s—‘.l
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |
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header to sort funds and select the appropriate Local Office level DHP funding source.

Type $1 again in the Obligated Amount field and click OK.

2 Funding -- Webpage Dialog

Funding
Level Funding Source Funding Source Header I
[ |wiB DEIl Zupplemental 20 $10000.00 ﬂ
[T |Local Office CHF SrHAP 2012 % 10000.00
[ |Local Office CHF State Funded 2011 E9999.00 J
[T |Local Office DHF Ztate Funded 2012 5 64493.00
[ |Local Office DHP-TAMF 2011 5999800
[T |Local Office DHP-TAMF 2012 % 26000.00
T |wie Dislocated Wogker Sta) 2013 510000.00 ﬂ
| |
Obligated Amount | 5 1.0C Obligated Amount Ia | 100

an office will be visible for selection. Funding streams may only appear here if the
customer is eligible for services funded by a particular program (i.e., the customer must be
eligible for DHP-TANF for those funds to be visible).

Q In the Funding Webpage Dialog window, only the funding streams authorized for use by

This will bring up the Funding - - Webpage Dialog window. Click on the Funding Source column
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The funding has now been added for this service. Click Save to save your changes.

PROVIDER EMPLOYER

HELP
Customer Search Customer Detail

JobZone

Comp Assess
Homemaker, Suzy S5N:

0505 ID: NYD12610961

[<<] < [Agencyinfo [ Achievement Objectives |kl Service History [Enroliments | Outzomes | Comments | Audit [ Training Ad{ > |>>]

— Detail — Funding
Senvice Name | ntial Assessment |2]| | Level| source | obligated| Actual | oblig# |
Service Desc.| nitial Assessmert | || [Local ofpHP-TANF [s1.00 [s000 | =
Senice ID[ 36832 |
Semice T].rpe| Assessment Interview, Initial Assessment |
Provider Name | Capital District Women's Employ. & Resource Crir. |
Location Marme| Capial Distict WERC |
Provider ID_ Offering ID_

Plan. Start Date [ 05/01/2013 Plan. End Date[05/01,/2012 |
Actual Start Date[05/07/2012  ActualEndDate[ Total Funding[ 100 [ Add || Bt | Belete |
Completed SuccessﬁJII],f'_;l Petition #I

Next Contact Date | RR Event#| =l

Program Service T}fpelm IncumbentWorkerWaiversl =l

Part Time Learn.l— Distance Learn.l— =

Achievernent Objective Semnvice

Initial Assessment

I
MNew Servic Delete Service | Authorization | IPA Service Summary | Payments Tracking | (ShEnge AetiE Cu:.s'tl
Save Save | Customer De‘tail_l Comp Assess Commentsl Check Labor Market Information |
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ENROLLMENT VERIFICATION
If this is the first time this funding stream has been used to fund a DHP service for this
customer, a Verification - - Webpage Dialog window will appear, with various fields populated
from the Customer Detail and Comp Assess windows of the customer's record. Review the
Customer Detail and Comp Assess tabs of this window to confirm that the information is
correct. Make any applicable changes, if necessary. Any changes made in the Verification - -
Webpage Dialog window will populate the related data fields throughout OSOS when the page
is saved.

Click OK to exit the window.

Webpage Dialog

Comp Assess Customer Detail and Comp Assess tabs
—General Information T
@Education Level | 12 Grade - HS Graduate @ligrant/ Seasonal Whkr & yes % g
@School Status | Not sttsnding school; HS. Graduste x| | [~ Military Service
@Employment Status [Not Employed =l Senvice Veteran [~
Ul Claimant | =] | [Work History
Profiled I:l Prafiled Date |—| Reason for Leaving |Cahagnr3.r 4-00VV displaced homemaker

—Programs & Public Assistance
TAMNF |Yes ;I | 07/03/2011

cal =]
RCA| =]
ssif ]|
Food Stamps | Yes (=] [07/02/2011
ssol| =]

Dislocated Warker | =]
Displaced Homemaker|‘r’es =l | 05/21/2012
Other WIA Programs | <[]

—Income & Disability Status
Lower Living Standard m Income 70% LLSIL | HAA -
Local Priorit\fm
Disability Status [Not Disabled 7]

Be sure to add comments and case notes to support the service provision and
describe details about services provided. Record factual information only and include
the date the service was provided in the comment (see TA 11-12). Click on the
Comments button, enter the comment, click the Save button to exit the window and
then save changes before leaving the Services module.
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Once the first DHP funded service and enrollment verification has been saved, the customer
record must be refreshed before the enrollment will become visible in the Enrollments tab. To
refresh the record, click either the gray Customer Detail or Comp Assess button at the bottom
of the page and then click the gray Services button to return to the Services window.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services | JobZone
Homemaker, Suzy SSN: 0S05 ID: NY012610961
[<<] < Agency info | Achievement Objectives i aad] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>>
— Detail Funding
Semvice Name| Iniial Assessment 54 RS (it iz e [ sk
Senice Desc | Intial Assessment Y| [Local ofoHP-TanF  [s1.00  [s0.00 | =

senice ID
Service T].rpel Agzessment Interview, Initial Assessment |
Provider Name| Capital District Women's Employ. & Resource Crir. |
Lecation Name| Capital District WERC |

Provider ID| 35024 | Offering ID | 36564 ||

Flan. Start Date[05/01/2012  Plan End Date[05/01/2013 |
Actual Start Date[05/07/2013  Actual End Date [05/01/2013 Total Funding [ 100 | Add | [ Edi | Delzte ]
Completed Successfullyl\‘es Fetition #l

Next Contact Date | RR Event#|
Program Service Type |Core Staff Assisted Incumbent Worker Waivers |
Part Time Learn.I— Distance Learn.I— =
| Achievement Cbjective | Sernvice |
| [Initial Asse55mMent |=]
]

New Service Delete Sevice I AthiorEstion I IEASeviee Summay TS I Irecking I (Ehenge Aetus Cc.stl

Save | Customer Detsi | Comp Asssss Click gray button to refresh customer record I
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Click the Enrollments tab. The enrollment will now be visible.

Customer Search

Homemaker, Suzy

PROVIDER EMPLOYER

HELP

Customer Detail Comp Assess JobZone

SSHN:

<[ < [agency info [ Achievement Objectives | Services [ Service History [Lulluilis)

Employment Status | Not Employed

—Enrollment Info —Exit Info

Program Type| DHF TANF | Exit Date

Enrollment Date Enrolled in Education |— Exit Reason|

Enralling Service Name| Initial Assessment | 3rd Qir Exclu5i0n|
Enrolling Senvice Type| Assessment Interview, Initial Asssssmert | Exit Adrin| |
Enrolling Admin| Rotman, Neil | Exit Office| |

Enrolling Office| Cap Dist Womens Employ & Rsrce Crr |
Staﬁﬁ.ssisted Transaction Datel:l

Transaction ﬁ.dmin|

Transaction Oiﬁce| |

Holds () |

Program Type | Enr. Date Enrcliment Office il

| | ExitDatf/ T
[T [DHP TANF [05/01/2012 [ Cap Dist Womens Employ & Rsrce Ct] DHP Standalone Enroliment I

~

I

Print List I Enroliment Befipen Histon, I it I Stiow Elig. Determm. I

Save I Customer Detail I Comp Assess I Cornmerrtsl Check Labor Market Information |

Additional data entry and documentation may be required for customers co-
enrolled in WIA and DHP programs with regards towards data element validation
(DEV). Refer to TA 11-12: Data Element Validation for the Workforce Investment
Act, Wagner-Peyser, Veterans Employment and Training Service and Trade
Adjustment Assistance/Trade and Globalization Adjustment Assistance Programs
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ENDING THE SERVICE

When the L2 service has ended, you will need to close the service by adding its end date and
indicating whether or not the customer has successfully completed the service:

Actual End Date: Enter the end date of the service in the format of mm/dd/yyyy

Completed Successfully: Select Yes or No to indicate whether or not the customer
successfully completed the service

PROVIDER

Customer Detail

EMPLOYER

Comp Assess
SSN:

HELP
Customer Search

JobZone

Homemaker, Suzy

0S50S ID: NY012610961
<[ < [Agency Info [ Achievement Objectives Jiikitid] Service istory | Enroliments | Outcomes | Comments | Audit | Training Ad| > >3]
— Detail Funding
Service Name | Initial Assessment |- Level |  Source | Obligated| Actwal | oblig# |
Service Desc | Initisl Assessment | | [Local ofpHP-TANF [s100  [s000 | |-
Senice ID[36833 |
Sernvice T].rpe| Assessment Interview, Initial Assessment

Provider Name| Capital District Women's Employ. & Resource Cntr. |
Lecation Mame | Capital District WERC

|
Provider ID[ 35024 | Offering ID[ 36564 |
Plan. Start Date | 02

Actual Stant Date

U/

Completed Successfully | Yes
Next Contact Date | =
Program Service Type ICore Staff Assistec "l Incumbent WorkerWaiver5| =]
Fart Time Leam.I— Distance Leam.|— =
Achievement Objective

Service

Initial Assessment

MNew Service I Delete Service I Authorization I IPA Service Summary I

I

Payments Tracking I Ehgnae Aeiual Cc.s-‘.l
Save I Customer Detail I Comp Assess Comrnentsl Check Labor Market Information I
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EXITING THE CUSTOMER

Active Duty.

Click Save to save your changes.

Customer Search Customer Detail

Homemaker, Suzy

[<<] <Agency info [Achievement Objectives | Services [ Service History |l il Outzomes | Comments | Audrt | Training Ad{ > |>>]

PROVIDER

Comp Assess
SSHN:

~ Enrollment Info

Pragrarm Type| DHP TANF

Enrolliment Date| 05/01/2013 | Enralled in Educaﬁonl 'I

Enralling Service Name| Initial Assessment

Enralling Service T].fpel Azzessment Interview, Initizl Assessment

Enrolling Admin | Rotman. Nei

Enrclling Ofﬁcel Cap Dist Womens Employ & Rsrce Crtr

Staff Assisted | Yes |

Emplayment Status | Not Employed

Holds (0} |

EMPLOYER

— Exit Info

Transaction Date
Transaction Admin
Transaction Office

0SO0S ID: NY012610961

If all L2 services have been closed and no services are provided during a 90 day period, the
enrollment will automatically exit with the date that the last service ended.

It is possible that the customer may need to be exited previous to the automatic 90 day exit. If
any of the following exit reasons applies to your customer, click on the Enrollments tab of the

Services window, select the appropriate enroliment, enter the applicable date when the
customer was exited and select one of the following exit reasons from the Exit Reason drop-
down field: Deceased, Institutionalized, Health/Medical, Family Care or Reservist called to

Exit Datel

Exit Reasan |

3rd Ctr Exclusion|
Exit Admin

Exit Office

Frogram Type Enr. Date

[ DHP TANF

Print List |

Enrcliment Office

Enmoliment He<dper Histony |

Exit Date

05/01/2013 | Cap Dist Womens Employ & Rsrce Cnir

Institutionalized

Health/Medical

Famity Care

Lacks transportation

Maowved from Area / Cannot Locate
Deceaszed

Other services completed

Other services not completed

Entered Advanced Training (Youth Only) (Inad
Entered Military {Youth Only)} (Inactive)
Entered Post Secondary Training (Inactive)
Entered Gualfied Apprenticeship (Youth) {nag
Entered Unsubsidized Employment

Other Reason for Exit

Self Employed

Exited after 50 days

Woluntary Exit

Reservist called to Active Duty
Administrative Temination

Recalled by Former Employer

Relocated to Mandated Residertial Prog.
Retirement

Edt | ShowE

g, Wetem. |

Save | Customer Detail | Comp Assess | Commentsl Check Labor Market Irformation |

If more than one DHP fund is used to fund services for a customer, two different DHP
enrollments will be created. Each enrollment will automatically exit or must be
manually exited separately. If one of the DHP funds is no longer used to fund services
for the customer, the respective enrollment will exit after 90 days as long as no other

services are being funded with those DHP funds.
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RECORDING EDUCATION & TRAINING OUTCOMES - OUTCOMES TAB

After the customer has been exited, all outcomes related to employment, education and/or
training should be recorded for the customer.

On the Outcomes tab of the Services window, select the appropriate enrollment and complete
the following fields in the Education & Training section for the customer after exit:

e Entered Advanced Training: Select Yes or No as appropriate

e Entered Post-Secondary: Select Yes or No as appropriate

e Attained Credential: If this field is populated, do not change - if it is blank, choose
the appropriate option from the list

e [f the customer attained a credential, enter the corresponding Type of Credential
and Date attained fields as well

PFROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess JobZone
Homemaker, Suzy S5N: 0SO0S5 ID: NY012610961

[<<] < [Agency info [ Achievement Objectives | Services [ Service fistory | Enroliment= Leg il

Outcomes tab GG

—Employment —Employed in Quarter
O*Met Title | | | 0Nt Tiles | Employed afier Exit Determination Method
Recalled By Layoff Employer| | 1st Quarter | || |
Employment Training Related | =] 2nd Quarter| =l |
Employment Mon-Traditional | =] 3rd Quarter| =] =l
Employed in Federal ContractorJobl_;[ -t Quarter| l” I
Eth Guarter | =l =l
.
— Education & Training _I/I
Education Level at Exit] 12 Grade - HS Graduate - Education & Training data fields I
Entered Advanced Training | es =] \
Entered Post-Secondary| Mo =l
Attained Credential | Yes L
Type OfCredentiaIIOccupatinnal skills cert. or credertial LI
Date Attained hd
Frogram Type Enr. Date Enrallment Office Exit Date Exit Office SA

[l |DHP TANF 05/01/2013 | Cap Dist Womens Employ & Rsrce Cnin 05/01/2013 | Cap Dist Womens Employ & Rsrce Cnti Yes

PritList |  Lit/Num Testing

Save | Customer Detail | Comp Assess | Commerts | Check Labor Market Information
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RECORDING EMPLOYMENT OUTCOMES - JOBS INFO TAB
If the customer becomes employed, data enter the information in the Jobs Info tab of the
Services window.

If the customer is employed, go to the Gen. Info tab of the Customer Detail window
and update the Employment Status field. Select Employed and change the Job Seeker
status to Inactive if the customer is not looking for work. This is good case
management for all staff working with the customer and will prevent the customer
from receiving job matches and referrals while actively employed.

Select the appropriate enrollment in the Jobs Info tab.

Click the Add button.

PROVIDER EMPLOYER STAFF HELF

Customer Search Customer Detail Comp AsSess . Services | JobZone

Homemaker, Suzy S5N: 0505 ID: 012610961

<<T'< Fomes | Comments | Audi | Traning At info [ Accl Outzomes | e s QI LR I S1TRA Benchmarka] - ||
Service =2

Achv. Objective Senvice Pgm Svc Type | =

Jobs Info

SV16 1D Create Admin | Creation Time | >| Weekly Hours |

b Details

AT

Initial Assessme Core Staff Ass!

Selected Enrollment I

N
“ O*nlet Title |

Orlet Title |

Employment Type |

Integrated? [~

— Hourly Wage
El

Current Wage |

=] Wages Paid By |

— Termination Reason

Job Terminati0n|

Date
Reason| |

Fezzon | o
Ll COther | ;I =

Helpl Ehnt Becord I .-r*J_IEIﬂI

Add button

Save I Customer Detail I Comp Assess I Comrnerrtsl Check Labor Market Information I
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This will create a new Jobs Info record and activate the fields on the right hand side of the tab

for data entry. Be sure to enter the following fields if the customer has a job placement

outcome to record:

e Employer Name: Enter the name of the employer where the customer is employed

e Start Date: Enter the date when the customer started work with this employer
e Current Wage: Enter the customer's hourly wage at this job
e Weekly Hours: Enter the number of hours the customer works each week

PROVIDER

Customer Search Custormner Detail

Homemaker, Suzy S5N:

Comp Assess

<<] < Fomes | Comments [ Audit [ Training Addi info L

HELF
JobZone

EMPLOYER
0505 ID: NY012610961

Service

Achv. Ohjective Senice FPam Svc Type

=

Initial Assessme Core Staff Assis)

Jobs Info
SV16 1D

Create Ad

New record

—.Job Details
Employer Mame

Job Details

ABC Corporation

start Date | 02,/01,/2013

O*Net Title | |ngustrial Truck and Tractor Operators |

O"Net Title |

Emplayment Type I Individual Placement ;I

WIF Training |H-18 | TRA Benchmarks | > |>3)
-l

— Hourly Wage
Current Wage | < 12 o0

Integrated? [~
Wage Information i

Wages Paid By I Employer in Community ;I

Weekly Hours [

I

— Termination Reason

Joh Terminati0n|

Date
Reason | |

Feason |

Otherl 4

2cd|_Delete | Print List |

Help | Prnt Record | Aud |

Save | Customer Detail | Comp Assess Commentsl Check Labor Market Irformation |

Click Save.
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If the customer stops working at this place of employment at any time, this information should
be entered in the Termination Reason fields.

e Job Termination Date: Enter the date the customer stopped working at this job

e Reason: Click the Reason button. Select the appropriate reason from the Reason
Hierarchy - - Webpage Dialog describing why the customer stopped working at the
job (Moved, Quit Job, etc.)

e Other: Enter the reason the customer stopped working at the job in this field only if
there is no corresponding reason in the Reason Hierarchy - - Webpage Dialog

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Homemaker, Suzy SSN: 0S05 ID: NY012610961
<] < Fomes | Comments | Audit | Training Adl info | Addl Outcomes |10 @ﬁ&:
Service —.Job Details
Achy. Objective Senvice Pgm Svc Type | = Employer Mame | ABC Comporation
Initial Assessme Core Staff Assis i

Start Date | n2,01,/2013

Uo

O*Net Title | Industrial Truck and Tractor Opsrators |

O"Met Title |

Employment TYDe [[ndividual Placement —
Integrated? [~

—Hourly VWage
El

Current Wage |5 12.00
Jobs Info
SV16ID | Create Admin | Creation Time | = B
\Wages Paid BY | Employer in Commurity I

— Termination Reason
Job Termination

Date a
Reason L ]
Reason Termination Reason [|—
Other S
o | Hls
Acd | Delete | _Print Lt | Heip | Print Becord | Audt |

Save | Customer Detail | Comp Assess | Comrnerrtsl Check Labor Market Information |

If at any time, any of the customer's information changes on this tab, such as Current
Wage, Weekly Hours or Job Termination Date/Reason, please update the
information and save the changes.
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RESOURCES AND ASSISTANCE

List of NYS Displaced Homemaker Centers
http://www.labor.ny.gov/careerservices/displaced-homemaker.shtm

TA 11-12: Data Element Validation for the Workforce Investment Act, Wagner-Peyser, Veterans
Employment and Training Service and Trade Adjustment Assistance/Trade and
Globalization Adjustment Assistance Programs
http://labor.ny.gov/workforcenypartners/ta/TA11-12.pdf

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

Language Services OSOS Guide: http://labor.ny.gov/workforcenypartners/osos/osos-guide-
language-services.pdf

0SOS Accounts Unit:
By phone: (518) 457-1964
By email: osos.wdtd@Iabor.ny.gov

Accessing the System: http://labor.ny.gov/workforcenypartners/osos/osos-guide-accessing-
the-system.pdf

Interagency Agreement: http://www.labor.ny.gov/workforcenypartners/ta/ta00-41att.html

Individual Access and Confidentiality Agreement:
http://www.labor.ny.gov/workforcenypartners/ta/ta00-41att2.html

0SO0S confidentiality training:
http://www.nyess.ny.gov/training/hipaa security/Cornerstones/Confidentiality Home.htm

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