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WHAT IS O*NET? 
The Occupational Network (O*Net) was established in 1998 with sponsorship by the US 
Department of Labor's Employment and Training Administration (DOLETA). O*Net is an online 
resource center which uses a Standard Occupational Classification (SOC) which currently 
includes 1,000 different occupational titles. It includes resources for job seekers, workforce 
professionals and businesses. The O*Net website is included in the Resources section of this 
guide. 

PURPOSE 
In OSOS, Department of Labor staff use O*Net for various customer case management 
purposes, ranging from describing a customer's work history and employment and training 
goals to recording a customer's employment placement outcomes. Its many functions used by 
staff include, but is not limited to: 

 Providing labor market information (LMI) 

 Profiling interests and abilities 

 Career exploration 

 Job matching 

 SMART resume building 

 Entering data in OSOS   

 Upcoming improvements in OSOS  

This guide is intended for users who have experience entering and updating customer records 
in the Customer Detail and Services windows. Any users who require additional guidance with 
entering and updating customer records should refer to the Resources section to access the 
related OSOS guides.  
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OSOS DATA ENTRY 

O*NET IN OSOS 
O*Net titles are used for a number of functions in OSOS. O*Net is featured on the Objective 
and Work Hist. tabs of the Customer Detail window and the Services and Outcomes tab of the 
Services window.  

We will first explore how O*Net titles are used on the Objective tab and provide an overview of 
the O*Net window in OSOS. Then we will go over other places O*Net titles are used in OSOS.   

OBJECTIVE TAB 
On the Objective tab of the Customer Detail window, the green-dotted Desired O*Net box is 
required and must contain at least one desired O*Net title corresponding to the type of work a 
customer is seeking. To add an O*Net title, click the Add a Job Title button. This will bring up a 
new active entry. To populate the O*Net title, click the O*Net Titles button to bring up the 
O*Net pop-up window.   

 

The O*Net pop-up window can be pulled up in various sections of OSOS where an occupational 
title needs to be added.  

Before continuing, please take note that adding an O*Net title in one part of OSOS will not fill in the 
O*Net title in the other O*Net fields in OSOS. Each O*Net field has its own purpose and needs to be 
populated separately. 
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O*NET OVERVIEW 
The O*Net window contains two tabs:  Hierarchy Search and Details. By default, whenever we 
open up an O*Net window in OSOS, the Hierarchy Search tab displays.  

 

HIERARCHY SEARCH TAB 
At the top of the Hierarchy Search tab is the Current O*Net information. The grayed out O*Net 
Code and O*Net Title fields will populate once a title is selected.  

 

You may select a title from the Hierarchy Search drop-down system of folders or by doing a 
keyword search.  
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The Hierarchy Search drop-down system of folders is organized by occupational categories. To 
select a title, you may click a category's folder icon to expand it, then click through the 
subfolders and click a checkbox to select the title like in this example.  

Notice that in this example, the Computer and Mathematical Occupations folder was expanded, 
then the Computer Specialists subfolder, and then the Miscellaneous Computer Specialists 
subfolder in order to view and select the Data Warehousing Specialists title.   

 

This O*Net search option tends to work best for staff who are reasonably familiar with the 
O*Net hierarchy. For most staff, the easiest and most direct option to use a keyword search.  

Below the Hierarchy menu, there is a keyword search field. You may type the keyword(s) in the 
Keywords(s) field and click Search to return any matching results in the O*Net hierarchy. 

  

Some O*Net titles are listed very specifically (e.g., the title for a car washer would be listed as Cleaners 
of Vehicles and Equipment). Therefore, the more you enter in the Keyword(s) field, the less likely it is 
you will get an exact title match. It is advisable to do a partial search (e.g., clean or cleaner), and you 
may want to try a few different keywords searches to get the right match. 
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Let's imagine that we want to locate the Data Warehousing Specialist title again, only this time 
we want to find it using a keyword search. We could type data in the Keyword(s) field and click 
Search. This would search all of the Hierarchy folders for any job title results in the O*NET-SOC 
containing data in the title, as well as where the breakdown of where these titles are located in 
the Hierarchy system of folders and subfolders. 

 

Notice that in both examples, once the title was selected, the O*Net Code and O*Net Title 
fields populated with the corresponding information. 
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At this point, we can use the buttons at the bottom of the Hierarchy Search tab.  

 

 Select:   Adds the selected title to the customer record 

 Cancel:   Closes the O*Net window without adding any information to the customer 
record 

 Clear:   Clears the selection/search information and closes the O*Net window 
without adding any information to the customer record 

PLACEHOLDER O*NET CODE 
At times, you may see that a placeholder O*Net code has been used in OSOS. It is labeled as For 
API-use Only and has a code of all 9's (eight 9's in total) as in this example. 

 

At this point, all staff should be discouraged from using the placeholder O*Net code. If this 
code has been entered anywhere on a customer's record, please make sure to update the 
corresponding field with the appropriate O*Net title.  

Do not use the For API-use Only placeholder O*Net title. If you see that it has been entered in any of the 
O*Net fields on a customer's record, be sure to replace it with an appropriate O*Net title.   

DETAILS TAB 
Once the O*Net title has been selected, the features in the Details tab of the O*Net window 
become accessible. With the O*Net title selected on the Hierarchy Search tab, click the Details 
tab.  
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The Details tab will also display the O*Net Code and Title in the Code and Title fields. Below 
these fields, a Description will populate for the O*Net title detailing the tasks and duties for the 
selected title.    

 

You can also select any of the Internet Resources listed beneath the Description field then click 
Go to access labor market information (LMI), a detailed job summary, projected job outlook, 
salary projections, national distribution, associated knowledge, skills and abilities (KSA), related 
occupations and more.  
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The Description field and Internet Resources can be useful when performing many different 
tasks, including: 

 Verifying that the selected job title is correct  

 Listing skills for jobs customer have had 

 Assisting customers with describing employment-related skills 

 Assessing a customer's skill set and career interests 

The first listed Internet Resource is the America's Career InfoNet Occupation Profile. America's 
Career InfoNet is a job seeker resource created by the USDOL sponsored CareerOneStop. It 
provides easily accessible information on industry, salary and career outlook (breakout in New 
York and in the US), related videos and educational resources and other job seeker tools.  
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You can scroll further down in the page to review the knowledge, skills and abilities associated 
with this job, which are useful for developing a resume and other career exploration purposes. 
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The second listed resources under Internet Resources is the O*Net Code Connector Report. This 
report gives a brief, comprehensive overview of the occupation, comparable job titles, 
associated tasks and activities, related occupations and occupational title crosswalks for 
Military, Apprenticeship and DOT tiles.  

The O*NET-SOC Description on this page will match the Description field on the Details tab of 
the O*Net window in OSOS.  
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The third and last listed option under Internet Resources is the O*Net OnLine Summary Report. 
This resource includes an extensive and thorough occupational overview, providing information 
also in the O*Net Code Connector Report and additional information about work context, work 
values, JobZone related information, associated tools and technology for the job and more.  

 

 

 

After viewing the information and resources on the Details tab, you still have the options at the 
bottom of the tab to Select, Cancel and Clear the selected title.  
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Once you have selected the appropriate O*Net title to describe the customer's desired 
employment, be sure to enter the amount of experience the customer may have in this job title 
in the Year(s) and Month(s) fields. If the customer has no related work experience, nothing 
needs to be entered in these fields. The total number of months of experience the customer 
has for this O*Net title will populate in the Exp. (Months) column. 

 

You may work with customers who do not yet have a clear employment objective, or have the 
placeholder O*Net title (For API-use Only) entered in this field. Do not leave a placeholder O*Net in this 
field or leave this field blank. Work with the customer to select an appropriate O*Net title. This field 
can be updated with any new and/or additional Desired O*Net titles as the customer's employment 
objective(s) change.  

WORK HISTORY TAB 
The Work Hist. tab in the Customer Detail window is where all of the customer's work history 
should be recorded in OSOS. For each job entry added to the record, a Job Title is required. This 
field should be populated by using the O*Net Titles button to the right of the field and 
following the steps outlined in the O*Net Overview to add the corresponding title.  
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Once a job entry has been created on the Work Hist. tab and a Job Title has been added, all of the 
green-dotted fields become required and must be filled out before the entry can be saved to the record.  

To complete the Job Duties field, you may utilize the O*Net Internet Resources 
and/or copy and paste from the Description field of the O*Net window Details tab to complete 
this field. These resources may also be useful to help fill out the Additional Skills Text field on 
the Skills tab of the Customer Detail window.  

SERVICES TAB 
On the Services tab of the Services window, an O*Net title must be added for any ITA or non-
ITA training service added to a customer's record. This information was formerly collected on 
the Training Add'l Info tab of the Services window, but has been relocated to the Services tab 
to more easily track this information.  

Once a training service has been added and the Program Service Type has been set to ITA-
Training or Non-ITA Training (depending on whether or not the customer is being served with 
an individual training account), additional steps are needed to add an associated O*Net title to 
the service. You will need to scroll down in the Detail box to view the O*Net field. It will not be 
active to enter until funding has been attached to the training service.  

 

In most all cases, youth training (exceptions include GED training, Academic Learning, Literacy 
Training, etc.) does not require an associated O*Net title, and these training services should not be 
included in the adult and dislocated worker training counts for reporting. For youth training services 
only, the Program Service Type should be designated as Youth Services.   
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In this example, our customer invented for this example is receiving an L2 Training Service 
(Medical Transcription Self-Paced) and the Program Service Type is set to ITA-Training because 
the customer has an ITA. An O*Net title associated with the training is required. 

If the customer is currently in an employment-related training, you should take a moment to review the 
selected O*Net title for the Desired O*Net on the Objective tab to update this information. This is 
important since the customer may be taking training for a different type of employment then what the 
customer reported as the Desired O*Net at the time of registration in OSOS. Taking the time to update 
this field is good customer case management and will ensure that the customer receives the best 
possible job matches.  

First, you must save the service with at least a Plan. Start Date, Plan. End Date, Actual Start 
Date and Program Service Type.  

 



 

OSOS Guide - O*Net Titles in OSOS - 15 - 3/19/2013 

Next, fund the service with $1.00 from the appropriate funding stream. This will make the 
O*Net field active. You will not be able to save the funded service until the O*Net, Part Time 
Learn. and Distance Learn. fields are completed. 

Click the O*Net button to bring up the O*Net window. 
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A quick keyword search of "medical" produces an exact O*Net title match for the type of 
training the customer is receiving. Click on Medical Transcriptionists to select the title and then 
click on the Select button to add it to the record.  

 

This will return you to the Services window. Next, you will need to fill in the Part Time Learn. 
and Distance Learn. fields. The Part Time Learn. field indicates whether or not the training is 
part time. The Distance Learn. field indicates whether or not the training is taking place 
remotely. Select Yes or No as appropriate for both of these fields.  

 

Click on Save to save this training service to the customer's record.  
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OUTCOMES TAB 
The Outcomes tab in the Services window is used to track employment and training outcomes 
of customers after they have exited. Some of the fields on this tab, including those in the 
Employed in Quarter after Exit and the Employment boxes, are required Data Element 
Validation (DEV) fields for reporting and must be recorded if the customer has become 
employed within the first three quarters after exiting (See TA 11-12 for more about DEV). 

If known, an O*Net title should be recorded for any customer who has become employed 
within the five calendar quarters after exiting. To begin, select the Common Measures 
enrollment from the list of enrollments.  

If the customer does not have any Employment or Education & Training outcomes to record, you do 
not need to enter anything on this tab. You can only add an O*Net title for customers who have 
become employed within the five quarters after exiting.  
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This will activate the fields on this tab for data entry.  

 

Before you can enter an O*Net title under Employment, information must be entered in the 
Employed in Quarter after Exit fields. If this information has not been automatically populated 
by cross-matching data from the UI wage reporting system, you will need to manually enter it. 

For each quarter after exit, you can select No, Not Applicable or Yes from the Employed after 
Exit drop-down field. The only option in the Determination Method drop-down field is 
supplemental survey (this still must be manually selected due to DEV requirements).  

In our example case, the customer has become employed in the first quarter after exit. So we 
would choose Yes from the Employed after Exit field for the 1st Quarter and select 
supplemental survey from the Determination Method drop-down field.  
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Next, you will need to add the corresponding O*Net title for the customer's employment. Click 
the O*Net Titles button and select the appropriate title.  

 

Be sure to complete the rest of the Employment box. Then click Save to save your changes. 

If a customer has become employed (i.e., has an employment outcome), go ahead and change the 
Employment Status (located on the Gen. Info tab of the Customer Detail window) to Employed. Also, 
on the same tab, if the customer is no longer seeking employment, change the Job Seeker status to 
Inactive.  
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RESOURCES AND ASSISTANCE 
O*NET 

http://www.onetcenter.org 

America's Career InfoNet  
http://www.careerinfonet.org/ 

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/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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