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PURPOSE

0SOS users have the ability to create a personal case load to manage both customer and
business contact records.

Users can view their own case load, but not the case load of other users.
A customer and/or business contact can be included in more than one staff person’s case load.

A user may execute a search using their own case load with customized search criteria and data
print or export the results to an Excel spreadsheet.
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OSOS DATA ENTRY

CREATING AND MAINTAINING THE CASE LOAD
Disabled Veterans’ Outreach Program (DVOP) specialists may create their initial case load from
past and current DVOP eligible veterans by beginning with a customer search.

Select the Activities tab in the Customer Search window.

Click the Activities button.

>ROVIDER EMPLOYER
Customer Search window

STAFF

Services

JobZone

[<Y <Youick Search{ Gener nfo [ Education| Repor > 1o
Select Test Type | =
—Activities
Activi Staff From|
ity Thnd
Activities Staff -
~Literacy/Numeracy Tests
Test Exists| <]
Pre-Test Date From | Thru |
Post-Test Date From | Thru |
|—| 0SOS D | Vet | Seeker Name | City | Phone |
I | || | | |
1 | |
Gpﬁonsl Search | - | %I Detai[l Asgn. to Listl | Addto CL | | PostMatchl Referl Activityl P,’PAl Comments Correspondlﬂlﬂ;ewl
2

0OSOS Guide — DVOP My Case Load Tab 2/12/2018




S
One-Stop Operating System

Select the following four activities within the Activities - - Webpage Dialog box:

1. DVOP Eligible/Service Referral from the Vet Referrals folder within the L1 State
Specific folder

2. DVOP Assessment Completed from the DVOP folder within the L1 Veteran
Specific Services folder

3. Follow-Up DVOP Services Completed from the DVOP folder within the L1
Veteran Specific Services folder

4. Case Conference from the DVOP folder within the L1 Veteran Specific Services
folder

Click the OK button.

/8 Activities - Webpage Dialog X|
Activities

|/ L1 Disability Employment Initiatige Specific Services

LI L1 Self-Service | Informag
—' L1 State Specific
I 598 crU
L 599 One-Stop
| 599 sPU

L BT works
L

L1 State Specific folder I

| Customer Engagement Model

LD SMART (inactive)

L TAA Customer Qutreach

L Urban Youth Jobs Pregram

L —IVET Referrals

[ - I¥pyop Elgible/Service Referral
[ ™ LVER Job Matching Referral

L e

L Work Search Plan

Jpq Supportive Svcs / Need Related Pmts

—L1 Veteran Specific Services
I
L Jpvop

| | pyop Assessment Completed

[ Iv Follow-up DVOP Services Completed
| L Gase Conference

: (I I Contact In Person (VET)

|

|

| case management

— I™ Contact via Email (VET)
[ I Contact via Phone (VET)
. r Reported Following FTR hold VET (Address Change)
I I Reported Following FTR Held VET (Other)
L Gold Card Case Management
L Jobs For Veterans
L Other
L Training
L3 Veterans Workforce Investment Program
L3 VETS Case Management Outcomes
L vocational Rehabilitation =]

Keyword(s) l— Search | Cancel I
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Next, click the Staff button.

Clicking the arrow next to the Staff button will allow DVOP specialists to search for veterans
assigned to themselves.

PROVIDER

Customer Detail Links

I - | Assigned to Me

P | o= CLJ]E,’,DI;J IV I
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Enter the last name of the DVOP specialist in the Keyword(s) data field and click the Search
button in the Staff Assigned - - Webpage Dialog box:

2l staff Assigned — Webpage Dialog

e

A

Keyword(s)

Select the appropriate name and click the OK button.

[ £ Staf Assigned - Webpage Dialog - [ = )

I Select Name
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The four activities and DVOP specialist’s name will be visible.

Enter a date range in the From and Thru data fields to identify any veteran(s) that received any
of the four activities within the desired date range. Since these activities were not yet created,
DVOP specialists must not enter any dates before February 9, 2015. If the system identifies too
many results to display, then edit the date range to lower the results.

DVOP specialists looking to maintain their existing case load and add newly identified DVOP
eligible veterans may choose to do so periodically by adding recent dates. Adding recent dates
will help minimize search results that may include veterans currently assigned to the case load.

Click the Search button.

EMFLOYER

PROVIDER

Customer Search Customer Detail Comp Assess Services Links

Eﬁ Quick Search | General Info m Job Criteria | Text Search Activities List Search | Reports

Select Test Type | hd |
[ V4
g — Activities Staff Name
DVDP RAssessment Completed
Activity DVOP Eligible/Service Referral l Staff F”’“"lm
Follow-up DVOP Servicea Completed Thru | 08/08/2017
— Literacy/Numeracy Tests
Test Exists
Pre-Test Date From| |Thru | |
Post-Test Date From| |Thm | |
| vet| ssn | ososip | Seeker Name | StaffAssigned | Office
o | | | |
< >
Opﬁnrﬁlgealj;_-z_l;g:—- ':_z! I A _I I: = I:__ I_ I ::_I S— ::..EE::.__I :lﬂewl
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Select the veteran(s) to be added to the case load and click the Add to CL button. The Add to
CL button is accessible and available within all tabs of the Customer Search window.

Clicking the arrow next to the Add to CL button will access the Remove from CL option.

EMPLOYER

PROVIDER

Customer Detail Comp Assess
1-40f4 o®
[<<] ] Quick Search | General Info| Education | Job Criteria | Text Search | Geographic |y de ] Programs | List Search | Reports | > |>>)
Select Test Type | V|
Activities
Case Conference PIACENTE, JASON
DVOF Assegsment Completed -
Activity DVOP Eligible/Service Referral Staff From| 02/13/2017 |
Follow-up DVOP Serwvicea Completed Thru
Activities Staff -
Literacy/Numeracy Tests
Test Exists
Pre-Test Date From | |Thru | |
Post-TestDate Frum| |Thru | |

Staff Assigned
Select Veteran(s) PIACENTE. JAS

- = ) PIACENTE. .
PIACENTE. .

i [ Ye JO

£ Remove from CL

Options || Search | = | Clear | Detsi | Asgn. 1o Lisf = [ AddrocL | = | |

Selecting veterans that are already in the case load and clicking the Add to CL button will not
create a duplicate listing.

The same availability to add and remove business contacts exists within the Employer module.
However, this feature is not available in the Provider module.
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To view the case load, click the Staff module, then the Staff Detail window, then the My Case
Load tab. To view the updated list, click the Refresh button.

CUSTOMEP, PROVIDER EMPLOYER Staff module

Staff Detail window Fiis

x [Referrals In [Fund Approval | Me ssages My Case Load tab

It is necessary to click the Refresh button to confirm when veterans and business
contacts are removed.
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Click the Save button when finished.

To view both veteran and business contacts in the case load, select All from the Type dropdown
menu. DVOP specialists may select multiple veterans or business contacts, but may not
combine individuals from the two types concurrently when adding, removing, or selecting the
Detail button.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox [Referralsin [Fund Approval [Me ssages Hews
[ Name Type Date Added
| |599 Malinak No  fCustomer 04114/2015 |«
[ |6.3.01 Malinak No Customer 04/14/2015
[ |6.3.03 Malinak No Customer 04/14/2015
[~ |6.4.00 1/2 Malinak MNo Customer 04/14/2015
| | Abbott House - Harold Coles JEmployer Contact 05/01/2015
" |ABC International - Ben Vaneer lEmponer Contact 05/01/2015
[ |Albanyveteran Malinak Yes Customer 11/09/2015
[~ |B J Malinak - MNo Customer 04/14/2015
|I” [Bennie maiinak ¢ Added Customers | Yes [[Customer 11/09/2015
[ |Daniel Malinak It | Yes Customer 11/09/2015
[ | DHP Malinak N No Customer 04/14/2015
I Ethnicity Test1.2.1 Malinak MNo Customer 04/14/2015
| [EthnicityTest Malinak No  JCustomer 04/14/2015
[ |Hopelessly Lost No Customer 0411472015
[ | Jackie Malinak Yes Customer 11/09/2015
- Jeffrey Malinak Yes Customer 11/09/2015
| |John Malinak Yes [ Customer 11/09/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ |Lit Malinak No Customer 04/14/2015
I Literacy Malinak MNo Customer 04/14/2015 L"
- | - e ammar
I!IEIA” = | Betail | Assign to List | | Remove fram Case [load | Print |

0OSOS Guide — DVOP My Case Load Tab 2/12/2018




i
i)

=

One-Stop Operating System

ADDING INDIVIDUAL VETERANS TO MY CASE LOAD
When you are in the veteran’s record, you can add them to the case load. This can be done

from the Customer Detail window in the General Info tab. This feature is not available in the
Comprehensive Assessment or Services tabs.

The Add to Case Load button is located in the middle of the screen (highlighted below).

Click the Add to Case Load button to add the veteran to the case load.

There is no need to save the record.

Customer Detail window

JobZone

k10 L NYOT499.50
Ethnic Heni & Race
— aJob Saeker] Acive ] : Heioge dfece |
sUsemame| malin3615 | ®Password| VM3615 | Mege | | Egucation & Employment ——————
wlast Name| MALINAK | First Name | VET [mi| ] sEducation Level
@Date of Birth| 02/13/1981 | @Gender | Male V| ePartfolio Lvl. | JobZone Adut V| | Bachelors or =quivalent v|
@Address| 10 MAIN STREET @School Status
11| Mot Atiending Schook; Secondary Scho V|
@City| ALBANY | @state | New York v]ezip[ 12206 | SETTNTERE
cou - [ Not Employed v
nty| Albany ~| Country | United States v| metro| V|
Phone | 518-555-5555 | Ext | | it |Ext | | Fax| | Underemployed| V|
Email| wet malinak@yahoo.com | W ang Lerm nempioyed
— @Contact Preferences
URL | |
- Use Postal [ | Fax
U8 Citzen Pri. Phone Email
Envcliments | JZ/CZ Manager [ ] I Add 10 Case Load !I [] Alt Phone  Resume Contact Info
— Customer Assignment
Staff Assigned| PIACENTE. JASON | Change | +| Registered| 07/03/2017
WIB Assigned Columbia/Greene Counties | Origin| Staff
Agency| Department of Labor I | Profiled
Office| HUDSON | _Office Profiled Date
Ul Claimant| o e s | Internet Resume || Confidential [ ]
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After adding the record to the case load, the “Record Saved” confirmation message will briefly

appear in the top right hand corner.

The Add to Case Load button will have changed to a Remove from Case Load button.

The availability of the Remove from Case Load button confirms that the veteran has been

added to the case load.

PROVIDER EMPLOYER

Customer Search
MALINAK, VET

Comp Assess

el =

] Elgibilrty | Add'l Info

O} Record Saved

Pgms/PA | Objective | Work Hist. Eerrr.ISIr.irI's TSal.rad Search

STAFF

Services

— Customer Data
Ethmc L & Race
o [issu| st e ~] | SUobSester]ome ] : rezge |
sUsername| malin3615 | ePassword| vM3615 | Merge | | Egucation & Employment —————
eLastName| MALINAK | sFirst vame | VET [m] ] wEducation Level
wDate of Birth| 02/15/1981 | eGender @Portfolio Lvl.| Jobzone Aduk V||| Bachelors o equivalent v]
@Address| 10 MAIN STREET | @School Status
| | A1 | Mot Attending Schocl; Secondary Scho V|
SCity[ ALBANY | estate [ New vork v|ezip[1220s | *Employment Status
. [ Not Empioyed v
County| Albzny V| Country| United States ~| metra| V|
Phone | 518-555-5555 | Ext. | | it |Ext| | Fax| | Underemployed| |
El‘naill vet malinak@yahoo.com | v Long Term Unemployed il
URL| | — @Contact Preferences
US. Citzen [v] Use Postal [ ] Fax
= Pri. Phone Email
Enroliments | JZ/CZ Manager [] | EgmnamﬂﬂéggggiiJ [] Alt Phone  Resume Contact Info
— Customer Assignment
Staff Assigned PIACENTE, JASON | Change | ~| Registered| 07/03/2017
WIB Assigned Columbia/Greene Counties | Origin | Staff
Agency Department of Labor I | Profiled
Office| HUDSON | _ Office Profiled Date
Ul Claimant| v| e Internet Resume [| Confidential [
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The added records will not be visible in the My Case Load tab until the Refresh button is
clicked.

CUSTOMER PROVIDER EMPLOYER Staff module

Staff Detail window

x [Referrals In JFund Approval | Me ssages

Remove fram Case Load

12
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Once the Refresh button is clicked, the added veteran’s name(s) will be visible.

Click the Save button when finished.

CUSTOMER PROVIDER

Logout

EMPLOYER

Preferences

Inbox |Referralsin [Fund Approval [ Me ssages

I Name Vet Type Date Added
| | Daniel Malinak Yes |Customer 11/09/2015 |«
[ | Trade Act Malinak Yes Customer 11/09/2015
™ | Vet Malinak Yes Customer 11/09/2015
I Albanyveteran Malinak Yes Customer 11/09/2015
| | Bennie Malinak Yes |Customer 11/09/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ | Jackie Malinak A Yes  |Customer 11/09/2015
I Jeffrey Malinak Yes Customer 11/09/2015
| |vet2 Malinak < Added Customers I Yes |Customer 11/09/2015
I™ | John Malinak | Yes  |Customer 11/09/2015
[ |6.3.03 Malinak No Customer 04/14/2015
[ |LitNum malinak MNo Customer 04/14/2015
| | Literacy Malinak No  |Customer 04/14/2015
[ | EthnicityTest Malinak No Customer 0411472015
[ | Ethnicity Test1.2.1 Malinak No Customer 0411472015
[~ | Trade Act Test Malinak MNo Customer 04/14/2015
| | DHP Malinak No  |Customer 04/14/2015
[ | Youth Malinak No Customer 04/14/2015
[ | Mal Malinak No Customer 04/14/2015
[ | Snack Malinak No Customer 04/14/2015 L"
f— e o e s r — A aieamnar

TypelA” ;I [Detail | Assign to List | | Remove from Case [oad | Print |
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ADDING MULTIPLE VETERANS TO MY CASE LOAD

Multiple veterans can be added to a case load at one time. For example, a group of veterans
can be added from a list or spreadsheet containing Social Security or OSOS ID numbers.

A maximum of 200 veterans can be pasted and searched in OSOS at one time. If the list is
larger than 200, divide it into multiple groups and add each group separately.

Home Insert Page Layout Formulas Data Review View Developer '@/ -

& cut Microsoftsans - (10 - |A° &7| |[= = =|[®-| |SiwrapTet Text - L (| e Tx [g] | T autosum s L
Paﬂ TS B I U ~|[& -3 A~ = FaMerge & Center ~ | | § ~ % o || %8 5% Cor?drit%na\ F:o%t T::Id éert D;te:e F:;’r;‘t ﬂ e ﬁ :i}&
- Format Painter | | =l avE== == gesCenter= | o P ]I S8l o matting - as Table - Styles - - - - 2 Clear ~ Filter = Select -

Clipboard e Font & Alignment e Humber e Styles Cells Editing
[p2 ~( e | Nv013062097
A B o D E F G

1 Region WIB Office 0S50S ID :Iasl Name First Name Last LVER Referral Date
2 Capital Albany/Rensselaer/Schenectady Albany Career Central NY013062097 4LEN ALFA 8/5/2015|
3 |Capital Albany/Rensselaer/Schenectady Albany Career Central NY013062099 *OWN A BRAVO 3/4/2015
4 |Capital Albany/Rensselaer/Schenectady | Albany Career Central NY011815917 | ARK _go® o 6/17/2015,
5 | Capital Albany/Rensselaer/Schenectady  |Albany Career Central NY011760437] se|ect 0SOoS ID 3116/2015|
6 | Capital Albany/Rensselaer/Schenectady Albany Career Central NY011 75[]794alifAN 3/2/2015|
7 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011 7514354FIORES FOXTROT 8/24/2015
8 Capital Albany/Rensselaer/Schenectady Albany Career Central NYD1‘I7515584(IARC\A GOLF 6/8/2015|
9 |Capital Albany/Rensselaer/Schenectady Albany Career Central NYD‘I‘I?BQSB?&I-IERNANDEZ HOTEL 6/29/2015
10 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011775814ﬂIlV\N INDIA 5/4/2015|
11 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011776471 abNES JULIETT 714/2015
12 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011 7?94?04I'VI KILO 7M14/2015
13 Capital Albany/Rensselaer/Schenectady Albany Career Central NYD‘I‘I?SSDSQﬂllE LIMA 472012015
14 |Capital Albany/Rensselaer/Schenectady Albany Career Central NYD‘I‘I?SSBSDEI"LLER MIKE 51/2015
15 Capital Albany/Rensselaer/Schenectady Albany Career Central NYD117897474?I3UYEN NOVEMBER 4/15/2015
16 Capital Albany/Rensselaer/Schenectady Albany Career Central NYDH?QO?DQQ('RTIZ OSCAR 7712015
17 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011793841 E*TEL PAPA 3M12/2015
18 Capital Albany/Rensselaer/Schenectady Albany Career Central NYDDQEQSBBQH(IJ\CK QUEBEC 3/26/2015
19 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011335368 FI]DR\GUEZ ROMEQO 6/16/2015
20 |Capital Albany/Rensselaer/Schenectady Albany Career Central NY008703806 ll?IBE UNIFORM 7/28/2015
21 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011446636 \I\SQUEZ VICTOR 7712015
22 Capital Albany/Rensselaer/Schenectady Albany Career Central NY009875812 \IILLIAMS WHISKEY 2/24/2015
23 Capital Albany/Rensselaer/Schenectady Albany Career Central NY010572590 *JNG K-RAY 5/11/2015
24 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011746472 \IJUNG YANKEE 7712015
25 Capital Albany/Rensselaer/Schenectady Albany Career Central NY011167007 J\IIMER ZULU 6/2/2015|
26 |Capital Albany/Rensselaer/Schenectady Rensselaer Co Dept Of Employ & Traif§ NY011825357 'IIEOY TANGO 313/2015
27 Capital Albany/Rensselaer/Schenectady Schenectady One Stop - E&T HENECTADY SIERRA 7272015
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Copy and paste the OSOS ID or Social Security numbers into OSOS and click the Search button.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess

STAFF

Services

2 @ ouesewan € Quick Search tab | e e (T M 0 6 S

Customer SSN Customer ID
SSN1 D1

Enter or paste one or & EZE;%:;;;:: -

more SSNs. 1= )
NY009293632 Partial 55N
NY011335368
NYOOE87038068

NY011446686 Paste OSOS ID numbers

WY009875812
HY010572590
HY011746472 Birth Date
HY011167007
HY011825357
NY011794707 —

m

Username

More More

|:|| 0805 1D | Vet | Seeker Name | Phone | Email | Office | County |
(O] [ | | | | | O

i | b

<
opters [[Seacn | ~ [ gear| | I I |l e | | e

Select the veteran(s) to be added to the case load and click the Add to CL button.

PROVIDER EMPLOYER STAFF HELP
Custom er Detail Comp Assess Services Links
1-120f12 ®
] < [T ] General info] Education] Job Criteria| Text Search Geographic| Activities | Program s | List Search] reporic| > [3]
Customer SSN Customer ID
Enter or paste one or N¥Y011750705 N¥011793841
more SSNs. NY009293632 NY011335368
NY008703806 NY011446686 Parial SSN| |

NY009875812 NY010572530 LastName| |
NY011825357 N¥011734707 irstName
Middle Initial| |
S
Email E)ﬂsts
More | More

| Activity | PIPA | Comments | Correspond | IVR | New |

Options | | Search | = | Clear | Detail | Asgn. to List] ~[hddwcL | » |
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REMOVING VETERANS FROM AN EXISTING CASE LOAD
DVOP specialists may remove records from the case load from the My Case Load tab or the
General Info tab within the Customer Detail window.

From the My Case Load tab, select the record(s) to be removed and click the Remove from
Case Load button.

CUSTOMER PROVIDER EMPLOYER
Logout Preferences
[inb ox [Referralsin [Fund Approval [Messages Ly do bt My Case Load tab |
|—| Name | Vet | Type Date Added
[~ Vet Malinak Yes Customer 11/10/2015 -
Bl | wildbill Malinak 5 Customer 11/09/2015
[” | Trade Act Malinak Yes Customer 11/09/2015
[ | Daniel Malinak Yes Customer 11/09/2015
[~ |John Malinak Yes Customer 11/09/2015
[” |Bennie Maligak Yes Customer 11/09/2015
I~ [Jack L Yes |Customer 11/09/2015
Select records to remove 5 Customer 11/09/2015
[ [Jum | o Yes Customer 11/08/2015
™ |Vet2 Malinal® Yes |Customer 11/09/2015
[ | Albanyveteran Malinak Yes Customer 11/09/2015
[~ |Westchester Malinak MNo Customer 04/14/2015
Bl | Youth Malinak | Customer 04/14/2015
[” | Trade Act Test Malinak Mo Customer 04/14/2015
[7 | state-Grant Malinak No Customer 04/14/2015
[ |Snack Malinak MNo Customer 04/14/2015
[ [Mal Malinak MNo Customer 04/14/2015
[ | LitNum malinak Mo Customer 04/14/2015
[ |6.3.03 Malinak Mo Customer 04/14/2015
[~ |6.4.00 1/2 Malinak MNo Customer 04/14/2015 LI
Typel Customer ;I Detail | Assignto Listl v I Remove flom Case Load I Print
§ave| Reﬁeshl
16
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The OSOS Error Message - - Webpage Dialog box will appear requesting confirmation to
remove the selected record(s) from the case load.

If the record is to be removed, click the OK button.

'3 0S0S Error Message —— Webpage Dialog il

Do you really want to delete the selected record(s)?

Click the Save button when finished.
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Select any veteran or business contact and click the Detail button to navigate to the veteran’s
or business’ General Info tab.

CUSTOMER PROVIDER EMPLOYER
Logout Preferences
B3 |Vet I Select record Yes Customer 1110/2015
[~ | wildbill Malinak T Customer 11/09/2015
[~ [Trade Act Malinak X Yes Customer 11/09/2015
[ | Daniel Malinak Yes Customer 11/09/2015
| [John Malinak Yes |Customer 11/09/2015
[” |Bennie Malinak Yes Customer 11/09/2015
[™ | Jackie Malinak Yes Customer 11/09/2015
N Jeffrey Malinak Yes Customer 11/09/2015
| [Jumper Malinak Yes |Customer 11/09/2015
[ | Vet2 Malinak Yes Customer 11/09/2015
" | Albanyveteran Malinak Yes Customer 11/09/2015
[~ |Westchester Malinak MNo Customer 04/14/2015
| [outh Malinak No  |Customer 04/14/2015
[7 | Trade Act Test Malinak Mo Customer 04/1472015
[7 | State-Grant Malinak Mo Customer 04/1472015
[~ | Snack Malinak MNo Customer 04/14/2015
| [Mal Malinak No  |Customer 04/14/2015
[ | LitNum malinak No Customer 04/14/2015
[ |6.3.03 Malinak Mo Customer 04/1472015
||_ 6.4.00 1/2 Malinak MNo Customer 04/14/2015 L"
Type | Customer ;I-I [}elaill Assign to Listl hd | Remove from Case Load | Print |
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The General Info tab within the Customer Detail window has the Remove from Case Load
button in the middle of the screen. To quickly remove a record from the case load, click the
Remove from Case Load button.

If the veteran is not included in the case load, then the button displays as Add to Case Load.

PROVIDER MPLOYER

Customer Detail window JobZone
U0 10 NYUT433

SSN | 2 @Job Seeker ¢ St amge Shas I
@Usemame| maiin3615 | @Password| V3515 | Merge | | Equcation & Employment
oL ast Name| MALINAK | @First Name | VET [ | #Education Level
Date of Birth| 02/13/1381 | @Gender Portfolio Lul.| JobZene Adut ||| [Bachelors or equivalent v
@Address| 10 MAIN STREET | @School Status
| | 11| Mot Attending School: Secondary Scho V|
@ City| ALBANY | @state | New Yor v|ezip[ 12206 | *Employment Status
County| Albany | Country| United States v| wetra| V| [ Not Employed V]
Phone | 518-555-5555 | Ext | | At | Ext | | Fax| |
Email| vet malinak @yahoo .com | W ! Emp
'..IRL| | — @Contact Preferences
2US Citizen Us_e Postal [ ] Fax _
Pri. Phone Email
Enciments | JZICZ Manager [ | Remove from Case Load ,l | Alt Phone  Resume Contact Info
~ Customer Assignment
Staff Assigned| PIACENTE, JASON | Change | +| Registered| 07/03/2017
WIB Assigned Columbia/Greene Counties | origin| Staff
Agency| Departmert of Labor | CI'Engel Profiled
Office| HUDSON || _Office Profiled Date
Ul Claimant]| v| e e Internet Resume || Confidential [
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Once the veteran has been removed from the case load, the message “Record Removed” will
appear in the top right hand corner and the Remove from Case Load button will be replaced

with the Add to Case Load button.

The availability of the Add to Case Load button confirms that the veteran has been removed

from the case load.

There is no need to save the record.

PROVIDER EMPLOYER

Customer Search
MALINAK, VET

wrf < 2 Ehgubalrty | Add’l Info | Pgms/PA | Objective | Work Hist. | Ed/Lic | Skills

STAFF

Comp Assess Services
Record Removed

Saved Searcl.cs | Activities | Comments | Te :

— Customer Data

@ 55N | ISta.tus -JobSeekH

Uinks JobZone

Record Removed

@ | EthrcHeitage &Race |

@Usermame| malin3615 | ePassword| vM3615 | Mege | | Education & Employment ————
@l ast Name| MALINAK | aFirst name [ VET [mi| | wEducation Level
Date of Birth| 02/13/1381 | e Gender @Portfolio Ll. | JobZone Adut | || [ Bachelors or equivalent v]
@Address| 10 MAIN STREET | @School Status
| | A1 | Mot Atending Schocol; Secondary Scho V|
SCity[ ALBANY | estate [ New vork v|ezip[12206 | “Employment Status
: [ Not Employed M
Counlﬂ Albany Vl{:ountrﬂ United States V| I'.lelro| V|
Phone | 5185555555 | Ext. | | At | Ext | | Fax| | Underemploved | /|
Ema.ill vet malinak @yahoo .com | v Long Term Unemployed i
URL| | — @Contact Preferences
U, Citzen ] [v] Use Postal [ ] Fax
: Pri. Phone Email
_ Emolments_| J2/CZ Manager [ ] |_Adoceceion | [ At Phone _Resums Contact Info
— Customer Assignment
Staff Assigned PIACENTE, JASON || [change | =] Registered| 07/03/2017
WIB Assigned Columbia/Greene Courties | Origin| Staff
Agency Department of Labor I | Profiled
Office| HUDSON | _Office Profiled Date
Ul Claimant| | [t s A | Internet Resume [_| Confidential [
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SORTING MY CASE LOAD
The My Case Load tab is automatically sorted by the Date Added column.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences

Inbox |Referrals In JFund Approval | Me ssages WS \
r Name Date Added Date Added
| | vet Malinak e 11/10/2015  |=
[ | Wildbill Malinak Yes Customer 11/09/2015
[" | Daniel Malinak Yes Customer 11/09/2015
[~ |Trade Act Malinak Yes Customer 11/09/2015
| |Jefirey Malinak Yes  |Customer 11/09/2015
[ |Albanyveteran Malinak Yes Customer 11/09/2015
[ |Vet2 Malinak Yes Customer 11/09/2015
N Jumper Malinak Yes Customer 11/09/2015
| [John Malinak Yes |Customer 11/09/2015
[ |Jackie Malinak Yes Customer 11/08/2015
[ |Bennie Malinak Yes Customer 11/09/2015
[~ |Ram infotech Solutions - Harinath K Employer Contact 09/22/2015
|||_ Ram infotech Solutions - Ram Prabhu Employer Contact 09/2212015
[ | Abbott House - Harold Coles Employer Contact 05/01/2015
[~ |ABC International - Ben Vaneer Employer Contact 05/01/2015
[~ |DHP Malinak MNo Customer 04/14/2015
| [ outh Malinzk No  |Customer 04/14/2015
[ | State-Grant Malinak No Customer 04/14/2015
™ | Westchester Malinak Mo Customer 041472015
[~ |6.4.00 1/2 Malinak MNo Customer 04/14/2015 jl
= Py r — e ammar
Type I All ;I [Detail | Assign to List | | Remove fram Case [oad | Print |
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The information can be sorted by the headings listed. Clicking on any column header will sort
the information. In the example below, the Name column was clicked and the information was
sorted by the first name in ascending order. Because All was selected as the Type, the example
displays both veterans and business contacts.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox [Referralsin [Fund Abproval \ e ssages Hews
I Name Name Vet Type Date Added
| |599 Malinak _V No  |Customer 04114/2015 |«
[ |6.3.01 Malinak No Customer 04/14/2015
[ |6.3.03 Malinak No Customer 04/14/2015
[~ |6.4.00 1/2 Malinak MNo Customer 04/14/2015
| | Abbott House - Harold Coles — Employer Contact 05/01/2015
" |ABC International - Ben Vaneer E Employer Contact 05/01/2015
[ |Albanyveteran Malinak 8 Yes Customer 11/09/2015
[~ |B J Malinak 3 MNo Customer 04/14/2015
| |Bennie Malinak A Yes |Customer 11/09/2015
[ | Daniel Malinak u% Yes Customer 11/09/2015
[ | DHP Malinak (@] No Customer 0411472015
[ |Ethnicity Test1.2.1 Malinak 3_ Mo Customer 0411472015
| [EthnicityTest Malinak X o= No  |Customer 04/14/2015
I |Hopelessly Lost N /) No |Customer 04/14/2015
I" |Jackie Malinak N Yes  |Customer 11/09/2015
- Jeffrey Malinak Yes Customer 11/09/2015
| |John Malinak Yes |Customer 11/09/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ | Lit Malinak Mo Customer 041472015
I Literacy Malingk MNo Customer 04/14/2015 L"
I!IEIA” ;I [Detail | Assign to List | | Remove fram Case [load | Print |
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Clicking the Name column a second time will reverse the sorting so that it appears in
descending order.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox [Referralsin JFind Annrnua
- Vet Type Date Added
’F Youth Malinak No Customer 04/14/2015 |~
[~ | wildbill Malinak Yes Customer 11/09/2015
[” | Westchester Malinak Mo Customer 04/1472015
[ | vetz Malinak | ey | Yes |Customer 11/09/2015
| [vet Malinak S Yes |Customer 11/10/2015
[ |Veronica Young 2 No Customer 04/1472015
[7 | Trade Act Test Malinak g Mo Customer 04/1472015
[~ |Trade Act Malinak g, Yes Customer 11/09/2015
|||_ Testcase Selectiveservice U% MNo Customer 04/14/2015
[7 | State-Grant Malinak (@) Mo Customer 04/1472015
[ | Snack Malinak 3_ No Customer 04/14/2015
[ |Ram infotech Solutions - Ram Prabhu < 2 - Employer Contact 09/2212015
|||_ Ram infotech Solutions - Harinath K \ / Employer Contact 09/2212015
I |Mal Malinak AV 4 No Customer 04/14/2015
™ | LitNum malinak v Mo Customer 04/1472015
[ Literacy Malinak MNo Customer 04/14/2015
| [ Lit Malinak No  |Customer 04/14/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ | John Malinak Yes Customer 11/09/2015
||_ Jeffrey Malinak Yes Customer 11/09/2015 jl
Type I All ;I [Detail | Assign to List | | Remove fram Case [oad | Print |

23

0OSOS Guide — DVOP My Case Load Tab 2/12/2018




i

One-Stop Operating System

PRINTING AND EXPORTING MY CASE LOAD LIST
From the My Case Load tab, click the Print button to either print or export the case load.

Only the four visible columns from My Case Load will print or export to the Excel spreadsheet.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox |Referrals In [Fund Approval [Messages
I Name Vet Type Date Added
| | Daniel Malinak Yes |Customer 11/09/2015 |«
[7 | Trade Act Malinak Yes Customer 11/09/2015
7 | Vet Malinak Yes Customer 11/09/2015
- Albanyveteran Malinak Yes Customer 11/09/2015
| | Bennie Malinak Yes |Customer 11/09/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[7 | Jackie Malinak Yes Customer 11/09/2015
- Jeffrey Malinak Yes Customer 11/09/2015
| |vet2 Malinak Yes |Customer 11/09/2015
[ | John Malinak Yes Customer 11/09/2015
[ |6.3.03 Malinak Mo Customer 0411472015
[ | LitNum malinak MNo Customer 04/14/2015
| | Literacy Malinak No  |Customer 04/14/2015
[ | EthnicityTest Malinak No Customer 0411472015
[ | Ethnicity Test1.2.1 Malinak No Customer 0411472015
[~ | Trade Act Test Malinak MNo Customer 04/14/2015
| |DHP Malinak No  [Customer 04/14/2015
[™ | Youth Malinak Mo Customer 0411472015
[ |Mal Malinak Mo Customer 0411472015
[ | Snack Malinak MNo Customer 04/14/2015 L"
=T o o - ~ . P
TypeIA” ;I [Detail | Assign to List | | Remove from Case [oad Print
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To print, click the Print button.

To export, click the Export button.

(E Print Case Loads — Webpage Dialog il
Customer Case Load for "Rotman, Neil" —
11/10/2015
Name Vet Type Date Added
Vet Malinak Yes Customer 1111072015
Wildbill Malinak Yes Customer 11/09/2015
Trade Act Malinak Yes Customer 11/09/2015
Daniel Malinak Yes Customer 11/09/2015
John Malinak Yes Customer 11/09/2015
Bennie Malinak Yes Customer 11/09/2015
Jackie Malinak Yes Customer 11/09/2015
Jeffrey Malinak Yes Customer 11/09/2015
Jumper Malinak Yes Customer 11/09/2015
Vet2 Malinak Yes Customer 11/09/2015
Albanyveteran Malinak Yes Customer 11/09/2015
Westchester Malinak Mo Customer 0411412015
Youth Malinak No Customer 04/14/2015
Trade Act Test Malinak No Customer 04/14/2015
State-Grant Malinak Mo Customer 04/14/2015
Snack Malinak Mo Customer 04/14/2015
Mal Malinak Mo Customer 04/14/2015
LithNum malinak No Customer 041472015
6.3.03 Malinak No Customer 0411472015
6.4.00 1/2 Malinak Mo Customer 04/14/2015
DHP Malinak Mo Customer 04/14/2015
Ethnicity Test1.2.1 Malinak Mo Customer 04/14/2015
EthnicityTest Malinak No Customer 041472015
Literacy Malinak Mo Customer 04/14/2015
599 Malinak Mo Customer 0411472015
B J Malinak Mo Customer 04/14/2015
Hopelessly Lost Mo Customer 04/14/2015
Testcase Selectiveservice Mo Customer 04/14/2015
Veronica Young Mo Customer 04/14/2015
Lit Malinak Mo Customer 0411472015
6.3.01 Malinak Mo Customer 04/14/2015
Print | Cancel | | Export
When printing, the Print pop-up will appear. Select the desired options and click the Print
button.
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The Export button will navigate the user to the Save/Open File - - Webpage Dialog box. When
exporting, there are two options:

1. Save As
2. Open

Selecting Open and clicking the OK button will immediately open the case load in an Excel
spreadsheet. Once the Excel spreadsheet is open, it may be saved to the desktop or any
preferred folder.

21 Save/Open File -- Webpage Dialog

Selecting Save As requires the entry of a Directory and File Name.
If the Directory is known, it may be keyed into the data field.

If the Directory is unknown, click the Browse button:
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The Browse For Folder pop-up

will appear

-

Browse For Folder

Choose a folder to expaort Print Case Loads Results

&L, Windows (C:)
| boot

. EVN

. Office_2016_Install_Logs
. Oracle

. PerfLogs

. Program Files

Demermms Cilee HAQ6Y

L3

m

Falder:

Windows (C:)

[ Make Mew Folder ]

Ok

[ Cancel

)

L™

A

Scroll through the folders and select the preferred folder or create a new folder.

Click the OK button.

Browse F

or Folder

Choose a folder to export Print Case Loads Results

N
ISeIectfoIder >
| 4

F | 50|

» ) Public Videos

40 ushitp

=] Contacts

m Desktop

4. Downloads
| i+ Favorites

& Links

Ao Dhmms pamem mam e

Folder:

Desktop

| Make Mew Folder I | Ok I Cancel
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Enter a unique name for the file and click the OK button:

(E SavefOpen File — Webpage Dialog il
Print Case L oads
® Save As- Dire{:toryl C:\Users\USANDF&WeteranM Browse |

File Name | Case Load 11-27-2015 Unique File Name I
" Open

| 0K| Carcel

After clicking the OK button, the file will not automatically open. It is necessary to open
Excel and select the spreadsheet from the folder.

The columns will need to be resized to view the data. The Count at the bottom of the
spreadsheet provides the number of individuals in the case load.

EJ?J\- H9 ¢ =588 - 050s..c5v [Read-Only] - Microsoft Excel Excel spreadsheet I -fx
. Home Insert Page Layout Formulas Data Review  View Developer @ - = x
_E * Calibri ‘& x| (2 = =(w] | SwepTe General - ﬂ ﬁ‘iﬂi ,'—;'dl = R @ S' ‘ﬁ i
Paste j | »w [ [ ,A,| == = 5=|| B Merge & Center - ([ $ - % 2 || % 28 (cndit\'fmal Format as  Cell Insert Delete Format ;_ Sort & Find &
@ Formatting - Table ~ Styles ~ = = = Filter = Select -
Clipboa.. FumtA £l Alignment £l Number E] Styles Cells Editing
A1 - ( & g B y
A <\Relsize columns to view E ) K L M N °o
1 |Customer | Neil"
2
3
4 |Name Vet Type Date Added
5 |Vet MalingYes Customer ########
6 [Wildbill MiYes Customer ##iH#H#H#HH#
7 |Trade Act |Yes Customer H##HHEHE
8 |Daniel Ma|Yes Customer ##HHHH
9 |lohn MaliffYes Customer ########
10 |Bennie Mg/Yes Customer #HHH#HHEH
11 |lackie MalYes Customer ########
12 |leffrey Mgl Yes Customer ####H#HH# =
13 [Jumper M{Yes Customer H#EHHH#HHH
14 |Vet2 Malirf|Yes Customer ##HHHH
15 |AlbanyvetdYes Customer ######H##
16 |WestchesiNo Customer #HH#HHEH
17 |Youth MallNo Customer ##iH##HHH#
18 |Trade Act |No Customer #HH##HE
19 |State-Grarf|No Customer ##H#H#HH
20 |Snack Mal|No Customer ####H#H###
21 |Mal Malin{No Customer ##iH#H#H#HH#
22 |LitNum mgNo Customer H##HHEHE
23 [6.3.03 Ma|No Customer #HHH#HHEH
24 16.4.00 1/2|No Customer H#EHHH#HHH
25 |DHP Malin{No Customer ##HHHH
26 |Ethnicity T|No Customer ######H##
27 |EthnicityTdNo Customer ##iH#HH
28 |Literacy M|No Customer H#EHHH#HHH
29 |599 MaliniNo Customer ##HHHH
4« » | osos. ¥] 1|
Readyr = T Average: 42318  Count: 33
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CUSTOMIZING THE EXPORTED MY CASE LOAD EXCEL FILE

If additional information is desired, such as the city where the veteran resides, telephone
number, or email address, run a search and include My Case Load in the Customer Search

criteria.

To begin searching for specific veterans, first click the Options button at the bottom of any
Customer Search tab to access the Customer Search Result Columns - - Webpage Dialog box.

 Customer Search

PROVIDER

Customer Detail

EMPLOYER

Comp Assess

STAFF

Services

JobZone

Customer Search tabs I

aﬁ'lﬁi!e-‘h m Job Criteria [ Text Search Al:tiuities Program.
—Customer SSN—— — Customer ID
55N1 I o1 I
Enter or paste one or ;I Enter or paste one or ;I
58Ns=. cust IDs.
more 3 more ustomer 3 Panlal SSNI—
LasiNamel
First Namel
Middle nitial[
Birth Datel
Uaemame|
I [~
Mmel MOIBl
|—| 0S0S ID | Vet | Seeker Name | City | Phone |
" | | | |

<

I Gpﬁonsl Search

| - | Qleall Detai[l Asgn. to Listl

| AdaecL |
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Select the information for the spreadsheet by checking the box next to the desired data.

Select a number to designate the order in which the information should appear.

These preferences may be saved for future searches by checking the box next to Set as My
Defaults and clicking the Save button.

As the information and order are selected, it will appear in the column header.

(a Customer Search Result Columns — Webpage Dialog

[ Third Shift
[~ split Shift
[ Rotating Shift

--Employment Objective--
[~ Empl. Objective

[ Desired Job Title

[~ Add'l Skills Text

I Set as My Defaults

Result Courms (7T
--Customer Identification-- | [ Address 2 [~ Expires ™ Farmwk Threshold
¥ 0sos D 1~ city |4 | -Education/Employment— [~ Farmwork Type
[~ ssn [~ State [~ Education Level —-Military / Selective Service—
™ Usemame [” ZIP Code I School Status [ Service Veteran
[ Seeker Name 3 'l I County I Employment Status [ Vet Status
™ Last Name I~ Country --Custgmer Assignment-- | [ Veteran Era
™ First Name ™ Metro I - From
i M Phone |5 Sort Order numbamu
[+ Vet 2 | MExt [ red 1" Current Housing
[~ SSN Not Provided ™ Alt. Phone [~ Modify Time [~ Current Housing (2)
[v Status 7 ;l [~ At Ext [ Ornigin [~ Service Disability
C o I~ Fax [~ Origination Method [~ Campaign Veteran
Select Information v Email 6 ~|[I” Ul Claimant [ In Country
™ URL ™ Profiled [~ Type
I” Date of Birth [~ At URL [ Profiled Date [~ Branch
--Program Enroliments— || Third URL I Internet Resume [~ Selective Service?
[~ Pgm CMSA --Contact Preferences— | Confidential [ Selective Service #
[ PgmcCMSS [~ Use Postal —Programs-—- --Employment Preferences—
u Pgm WIA I Pri. Phone I~ Lower Living Flag [~ Work Week
™ PgmwsiO ™ Alt. Phone ™ Income 70% LLSIL [ Duration
u Pgm TAA I~ Fax ™ Local Priority [~ Salary
[~ PgmLX [~ Email I Disability Status [~ Pay Unit
[~ Pgm SSY —Citizenship-- [ Disability Category [ Norm. Salary
™ Pgm sSSP [ u.s. citizen [ Migrant / Seas Wkr [ Date Available
—-Contact Information—- | [~ Alien Reg # I” Migrant Class [ First Shift
[~ Address 1 ™ Permanent [~ Empl. in Farmwaork [~ Second Shift
0OSOS ID Vet Seeker Name City
< |
Setas My Defauts ¥ _Carcel | Show My Defaults |

--Drivers License--
[ Driver Flag
[ License Class
[ License State
[ Air Brakes
[~ School Bus
[ Motorcycle
[~ Doubles/T riples
[~ Haz. Materials
[ Pass Transport
[™ Tank Vehicle
[~ Tank Hazard

Column Header

|

Show System Defauls |

|
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Navigate to the Customer Search window and the List Search tab.
Select the My Case Load option.

Click the Lookup List button.

EMPLOYER STAFF
Customer Search window Services

Select My Case Load

][ "osos | vet| T SeskerName ][
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The DVOP specialist’s caseload will appear as the only list.

m o= [ =
] [Ny999g PIACENTE, JASON Customer Case Load for PIACE g

Links

==| = | Quick Search | General Info | Education | Job Criteria | Text Search | Geographic | A ities | Programs

My Case Load List

ITEGTE ) (SOITESHTL WI—

Select the list.

VIPLOYER

Customer Detail Comp

Links

= | Programs

S mmmy  UstName | OCreated | Siatewide | _Shared |
. Select My Case Load list [ oad for PIACE 015 _|No
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Additional search criterion may be added to reduce the results to a portion of the records in My
Case Load.

For example, DVOP specialists assigned to multiple offices may prefer to limit the search results
to veterans in a specific office. This can be done within the Geographic tab and selecting the
desired Assigned Offices.

After the search criteria has been selected, click the Search button.

PROVIDER

Customer Detail

EMPLOYER

Comp Assess

[<<] < Quick Search | General info Education | Job Criteria | Text Search Lt L
~— Internal Use
Assigned Offices Assigned Offices I Zip Code
(scrmrecnon NI v —
| aLBANY v | v|
| HuDsON v | v|
[ TROY vl | v| [ 1
| ] | 7| [
] ssn | ososib | Seeker Name | stafassigned | Office
O] | | | |
£ >
Opionn I T = Gem| Dz ool | ez | o] e V] ] o] Covespina| 17 ]
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EMPLOYER
Comp Assess

PROVIDER
Customer Detail

[<<] < | Quick Search| General Info | Education | Job Criteria | Text Search | Geoaraphic | Activities | Programs JUi U Reports | > [

Created Statewide Shared

1-40f4

1-10f1
List Mame
Customer Case Load for PIACE] 10/ 3/2015

Staff
PIACENTE, JASON

Mo

Office

NY3999

Individual Lists
Show Statewide Lists When searching, retrieve records found in:
Show Individual Lists Any list selected

./ Show Lists in My Office
Show Both * Alllists selected

{ : | Show Only My Lists
() Show All Office Lists
(®) My Case Load

Staff Assigned
DOE, JOHM J PIACEMTE, J M

NYD149 C
|:|_ NY015038196 | JOHNSON, ROBERT PIACENTE, JASON SCHEMECTADY
PIACENTE, JASON HUDSON

MNY(0149¢ 5 | MALINAK, VET
MY015038197 | SMITH, PHYLLIS PIACENTE, JASON ALBANY

Seeker Mame

Export
Print List

Options | [ Search | = | Glear | Dets | Asgn.to Lisf = | Acdrocr | =]

One or more customer records can be selected and exported to an Excel spreadsheet by
clicking the arrow next to the Search button and following the steps described earlier in this

Export or Print List I
>

| Activity | PIPA | Comments | Comespond| VR | New|

guide.

RESOURCES AND ASSISTANCE

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

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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