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PURPOSE

Users with the Professional permission level or higher, will have access to the Work Search
Record and Reports for Active, and SS/IO customers that are Ul claimants, as well as Inactive
customers with an existing work search records.

CUSTOMER JOBZONE DATA ENTRY
Customer's access the Work Search Record through JobZone:
1 1obZone x

« C' | https:

New York sl State  := state Agencies & Search all of NY.gov

‘www.jobzone.ny.gov/ /jobzone/portfolio/index.jsf?bcIndex=0 12 =

Translate

Dgfﬁ,{%"ﬁ I G

Andrew M. Cuomo, Governor | Peter M. Rivera, Commissioner

Home
Did You Know? Welcome Chris JobZone Adult
p bty ) [s]
During this decade, large numbers of Central New Yorkers will be employed in settings such as schools, business offices, call centers, medical facilities, Undale Wy Account @ =210 LO OUt

stores, restaurants, and child care facilities

Your Local One-Stop Job Search My Account
Below is the office closestto your location. Click Keyword ZIP Code| 12206 |Radius |- SelectOne- v Welcome back, Chris.
on More== to find additional one-stop offices
around your area Your lastlogin was Jul 21, 2014.
Career Central | Jobs in Demand
Service Type: Full Service Online Work Search Record |
Address: 175 Central Avenue
Albany New York 12206 )
Email: Work Search Record - Keep track of all of your employment search activities. WOrk Sea rch Record
Phone: (518) 462-7600, Ext. 162 = =
Fax: (518) 447-5067
Hours: WF- 830 a.m. - 500 p.m. Resume and Letter Preparation ~ Occupations -
Parking: Street
Public Transit Bus + Jobs
Access: How to Create a Resume - Learn the basics of creating a
Click for Driving Directions resume, receive resume tips and view sample resumes. This online » Colleges
mores> guide will help you build a resume businesses will wantto see! Go
- step by step or skip to the section that interests you. » Training Provider

Reports are created in the JobZone History tab:

'ﬂJobZone
« C' & http

New York 4' State tate Agencies &2 Search all of NY.

Translate

DEE’*‘L‘ET%%‘IT{ Locoaions T ]

Andrew M. Cuomo, Governor | Peter M. Rivera, Commissioner

Home

Home » Work Search Records Welcome Chris JobZone Adult

Work Search Records Update My Account @ & (0) LO”Out

l Introduction ] Ul Wark Search Requirements I Add New Employer Contact or Activity I History

History tab

View Work Search History. Sort by: Activity Date submitted, Activity Type, Contact Name or Business/Organiz.tion name using the *arrows.

Edit: Selecting Edit you will be able to edit the entered work Search activity in your History.
Delete: Selecting Delete you can delete the entry.

Note: Saved Contacts and Activities are submitted into Weekly and Four Week reports

7 Resuits Found

ltems per Page (1 of1)

Activity Date Ee] Organization & Contact Name/Title/Location$ Activity Description Ee] Action Create Date ¢ Edit Date Ee]
Edit 1111812013 Miller Bob Miller | Owner / Aloany Sentresume Delste 111812013 1111812013
Contracting
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Any customer may enter and track their work search efforts through JobZone. Unemployment
Insurance claimants are usually required to enter their work search activities in their JobZone
Work Search Record. Customers create reports when they data enter their activities into the
Work Search Record. Customers may also upload an Excel Spreadsheet, Word document, etc,
into their Work Search Record.

The customer clicks the Add New Record or Activity button:

l Introduction I Ul Work Search Reguirements I Add Mew Employer Contact or Activity I History I Reports I Address Book _

View Work Search History. Sort by: Activity Date submitted, Activity Type, Contact Name or Business/Organization name using the *arrows.

Edit: Selecting Edit you will be able to edit the entered work Search activity in your History.
Delete: Selecting Delete you can delete the entry.

Hote: Saved Contacts and Activities are submitted into Weekly and Four Week reports

7 Resuits Found items per Page  (10f1)
Activity Date s Organization £ Contact Mame/Title/Locations Activity Description £ Action Create Date & Edit Date &
Eit 111812013 Miller Bob Miller / Owner / Alsany Sentresume Delete 111812013 111812013
Contracting
Edit 111412013 Grandmark #D”T”e Baker/Receptionist! | o s it job application | Delete 1111812013 111812013
Edit 111312013 IJn”C“” and Sons \ary Blais | General lManager | Sentresume Delete 1101312013 111372013
Edit 11/12/2013 Intec John Westenburg / Manager | Inquiry Delste 11/13/2013 1111312013
Edit 11111/2013 2:;;‘;‘] workshop / Delete 1111312013 11/13/2013
Edit 10/04/2012 ABC corp. _’L‘\"IL:;';““ /HR Manager / Inquiry Delete 10/04/2012 05/21/2013
Edit 09712012 CR Inc HR /HR manager Sentresume Delete 10/04/2012 05/31/2013

7 Resuits Found (1of1)

ltems per Page

Save a copy of your activities to your desktop
R B
LR )

'@:} Export all data
O Expaort this page anly

Add Mew Contact or Activity ][ Mext @ ]

I Add New Record or Activity button
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The new contact, activity, or uploaded document is then added to the Work Search Record

History and the customer clicks the Save button. If another activity needs to be entered, the
customer then clicks the Next button:

'nJObZOHE x =S |
< C' & https://www.jobzone.ny.gov/views/jobzone/portfolio/wsr/index.jsf w =

Home ¥ Waork Search Records

Work Search Records

Welcome Chris JobZone Adult

Logout

Update My Account @ @ (0)

l Introduction I Ul Work Search Regquirements I Add New Employer Contact or Activity I History I Reports I Address Book -

Fields marked with a © are required

Add new employer contact or activity.

Method of Contact
Position Applied For:

Date: 0712014 | [
Adtivity TYPe: [ Employer Contact M
o Activity Description: | sant resume M

In Person

Supervising Lay-Out Warker

Job Reference Number

o Resultof Contact | yaiting for a response

Notes

i

Search existing employer contacts by using the drop down arrow to select an organization/business or type in a new Employer Contact.
Business/Organization: | Grandmark AL )

- [w] Lunne Baksr - Recepfionist
Contacts Lynne Baker - Receptionist
Add New Conlact for Grandmark

Provide a contact name and/or title below. If neither is known, enter ‘Hiring Manager' or ‘Receptionist’ in the Contact Title field.
Contact Name: Lynne Baker

\:‘ jals primary contact for Business/Organization
Contact Title: Receptionist
Business/Organization: Grandmark

Provide atleast one form of contact below: a full mailing address, or phone number, or email address or URL.
Required fields depend on the Method of Contact selected above

Location: (5]
Address 1. 13 Broadway
Address 2
City: [Troy
o State:| New York
zP cme:o

Country: | United States

(3] Phane:[
@ Alternate Phnne'[ ]Eﬂensmn [

Fax:

Email:

]Exmnsum [

Primary URL:

Zocial Media Contacts:

To upload a supporting activity document, click on the Select Decument button. Use the file browser to selectthe document. Then click Upload to attach
your document. The work supporting activity document must be less than 2000 KB in size

[ 4 Select Document I 4 Upload l @ Cancel ]

I Save button [ Add Mew Cantact or Activity ][ Next €

Next button I

0SOS Guide - Work Search Record
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The new activity has been added to the customer record:

JobZone
&« C | & https:/,
New York 4 State

DEPARTMENT
" LABOR

Loceupatons L

Andrew M. Cuomo, Governor | Peter M. Rivera, Commissioner

Home

Work Search Records JobZone Adult

Logout

Welcome Chris

Update My Account & @ (0)

Work Search Records

I Introduction I Ul Wark Search Requirements ] Add New Employer Contact or Activity I Histary I Reparts I Address Book _

View Work Search History. Sort by: Activity Date submitted, Activity Type,

tact Name or BusinessiOrganization name using the *arrows.

Edit: Selecting Edit you will be able to edit the entered work Search activity in your History.
Delete: Selecting Delete you can delete the entry.

Note: Saved Contacts and Activities are submitted into Weekly and Four Week repors

8 Results Found Items per Page (1 0f1)
Activity Date Ee] Organization & Contact Name/Title/Locationg Activity Description ] Action Create Date Ee] Edit Date ¢
NeW Record b Ecit 0712112014 Grandmark '#S:e Baker/Recepfionist/ Sentresume Delete 0712112014 07/21/2014
Edit 11/18/2013 ml:trracﬂng Bob Miller / Owner / Albany Sentresume Delete 111812013 11/118/2013
Edit 11142013 Grandmark ?r‘g"r“’ Baker/Receplionist! | g pmiteq jon application | Delete 11M8/2013 11182013
Edit 1113/2013 IJ:E“” and8ons | . Biais / General Manager | Sentresume Delete 1113/2013 111312013
Edit 11/12/2013 Intec John Westenburg / Manager Inquiry Delete 111312013 111312013
Edit 111112013 gg;li‘:f workshop / Delete 1113/2013 111312013
Edit 100412012 ABC comp. [fl’b:nvim”"wa"age” Inquiry Delte 1000412012 05/31/2013
Edit 09/17/2012 CRInc HR / HR manager Sentresume Delete 10/04/2012 05/31/2013

8 Results Found Items per Page (10f1)
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The customer may only view their own reports In JobZone:
£l J0bZone x4 Y =EEIE

« C' £ hitps://www.jobzone.ny.gov/views, w =

a

Welcome Chris JobZone Adult
Updstslyzccont @ @ ()  Logout

Home » Work Search Records

Work Search Records

l Introduction I Ul' Work Search Requirements I Add New Employer Contact or Activity I History I Reports I Address Book -

Fields marked with a « are required

Create a printable report of your work search activities.

Generate a weekly report of saved activities.
Selectweek ending date.| — SelectOne — v

[ View reports by week ending date ]

Generate a report of saved activities for the four most recent weeks. [ Vi o e e R ]

Generate a customized report of saved activities. G e T

Below are your saved custom reports. Click on the Report Name to see a print preview of the report.

3 Results Found Items per Page (10f1)

Edit Date Report Name B Action

View 09/24/2012 Chris Malinak Delete

View 10/05/2012 Chris Malinak Delete

View 11182012 Tests Delete
3 Results Found Items per Page (10of1)

To upload a work search report, click on the Select Report button. Use the file browser to select the report. Then click Upload te attach your document.
The work search record report must be less than 2000KB in size

[ + SelectReport l 2 Upload l @ Cancel l

Only customers directly logged into their JobZone account can add or modify their own Work
Search Record. Staff may assist a JobZone customer that has logged into their own account to
edit their History.

0OSOS Guide - Work Search Record -6- 8/13/2014
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STAFF JOBZONE DATA ENTRY

Staff may create reports in the customer's Work Search Record.

Click the JobZone window in OSOS to enter the customer's JobZone account.

PROVIDER
Customer Search  Customer Detail |

EMPLOYE®R HELP

JobZone

Comp Assess

JobZone Window

Although JobZone is best viewed in Google Chrome, The OSOS JobZone window defaults to
Internet Explorer. Click the OK button:

/= JobZone - Windows Internet Explorer

[ f\ ”52 https://www.jobzone.ny.gov/views/jobzone/externalls j g & || R I__Ia-]Bing

New York 4 State i= State Agencies
DEPARTMENT :
- Occupations
OF
LABOR Andrew M. Cuomo, Governo

Home
Welcor
Create

JobZone

Login

Welcome, Neil!

I OK button

Click Here For a FREE Account ‘ ‘

The New York State Department of Labor is an Equal Opportunity Employer/Program.
Auxiliary aids and services available upon request to individuals with disabilities.

What's New? | Help | Site Map | About Us | Contact Us | Privacy Policy | Nondiscrimination Policy

0OSO0S Guide - Work Search Record -7- 8/13/2014
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JobZone will navigate to the customer's Home page and a message will appear indicating that
staff is viewing the record in Manager Mode. Click the Work Search Record link:

/= JobZone - Windows Internet Explo = Eil
@ﬂ' https:' || #2 [ K I_b Bing

New York 4 State i= State Agencies & Search all of NY.gov

obzone.ny.gov,/vie zone/portfolio/index.jsf

DEPARTMENT Translate

; Occupations E
OF | Occupations -]
LA.BOR Andrew M. Cuomo, Governor | Peter M. Rivera, Commissioner
Home

Did You Know? Welcome Chris JobZone Adult

Update by Accont @ © () Logout

Central

Carpenters, electricians, plumbers, pipefitters, and steamfitters are construction jobs expected to grow the m
New York this decade.

& Manager Mode: System is executing in management mode on behalf of Chris Malinak Management Mode

Manager Mode message

Your Local One-Stop

Job Search
Keyword ZIP Cnde Radius| - Select One - 'I

Your last login was .

Jobs in Demand

My Account

Where is your local One-Stop? Provide
your ZIP code in the "What's Your ZIP'
section and we'll give you all the details
you'll need. Or click on the link below for
the full list of offices in NY state.
more>>

Welcome back, Chris.

Online Work Search Record

Jobs with the most expected openings this

work Sea rch Record Iink Work Search Record - Keep track of all of your employment search month. Find out what's in your area by

— activities. providing your ZIP code above.
apprent\cesh\ps,ﬁ-m search str; S,

veterans' services and much more. o
morex>> Recently Viewed

Resume and Letter Prepara

- " + Occupations
Upcoming Job Fairs

How to Create a Resume - Learn the
basics of creating a resume, receive resume tips
and view sample resumes. This online guide wil
help you build a resume businesses will want to
see! Go step by step or skip to the section that
interests you.

» Jobs
There are currently no upcoming job fairs in
your region. Click on the link below for more

» Colleges
job fairs in different regions.

» Training Provider

Resume Builder - Create a new resume or
upload a current one.

» Course Offerings

» Apprenticeship

Letter Writer - Create cover letters, thank you

0OSOS Guide - Work Search Record -8- 8/13/2014
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The same Work Search Record reports are available to staff in Manager Mode as is available to

the customer with the addition of any staff created reports. To create a Customized staff
report, click the Create a customized report button.

£ JobZone - Windows Internet Explorer _ = %]

@i‘/\.' https:.' zone/portfolio/wsr/index.jsf j ] M 5| A |_b Bing yelis
I Introduction I Ul Work Search Requirements I Add New Employer Contact or Activity I History l Reports l Address Book _ﬁ

Fields marked with a © are required.

obzone.ny.gov/views/

Create a printable report of your work search activities.

Generate a weekly report of saved activities.

Vi s b k ending dats ‘
Select week ending date.l--Se\ect Cne - = | EDIERUUE B ERIEIL L A5

Generate a report of saved activities for the four most recent weeks.
View reports for the past four weeks

Generate a customized report of saved activities.

| createacusomzcd repo Create a customized report button I

Below are your saved custom reports. Click on the Report Name to see a print preview of the report.

§ Results Found

m Items per Page (1 of 1)

Edit Date = Report Name ¢ Administrator < Action
View 09/24/2012 Chris Malinak

View 10/05/2012 Chris Malinak

View 11/13/2013 Test2 DOUGLAS-DUFFY, KERRY Delete
View 11/13/2013 test3 DOUGLAS-DUFFY, KERRY Delete
View 11/18/2013 Test5

To upload a work search report, click on the Select Report button. Use the file browser to select the report. Then click Upload to attach your document. The work
search record report must be less than 2000KB in size.

I + Select Report I 2 Upload I @ Cancel I

Claim Weekly Ul Benefits. Click here to claim your weekly benefits if you are collecting unemployment.

© Previous H Home H Nextc‘

0OSOS Guide - Work Search Record -9- 8/13/2014
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Enter the Report Name, select the activities to be included in the report, and click Save button:

]

Fields marked with a . are required.

Enter a name for your custom report. Select *, : activities you wish to include. Click save to preview your report.

Report Name: |Albany Job Search

Report Name

Select All / Unselect All

8 Results Found n m Items per Page (1 of 1)

Sel Aég‘t’gy < Activity Description = Contact Name/Title/Location & Organization & CDrzf;e < [E:tlé <
|:| 07/21/2014 Sent resume Lynne Baker / Receptionist / Troy Grandmark 07/21/2014 07/21/2014
11/18/2013 Sent resume Bob Miller / Owner / Albany Miller Contracting 11/18/2013 11/18/2013
l:‘ 11/14/2013 Submitted job application Lynne Baker / Receptionist / Troy Grandmark 11/18/2013 11/18/2013

11/13/2013 Sent resume Mary Blais / General Manager John and Sons Inc 11/13/2013 11/13/2013
11/12/2013 Inquiry John Westenburg / Manager Intec 11/13/2013 11/13/2013

|:| 1171172013 One Stop workshop / seminar 11/13/2013 11/13/2013
10/04/2012 Inquiry Mr. Smith / HR Manager / Albany ABC corp. 10/04/2012 05/31/2013
l:‘ 09/17/2012 Sent resume HR / HR manager DR Inc 10/04/2012 05/31/2013

8 Results Found n m Items per Page (1 of 1)

| © previeus | Home | s2= € Save button

OSOS Guide - Work Search Record -10 -
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The report is now visible in the list of customized reports:

R Manager Mode: System is executing in management mode on behalf of Chris Malinak Exit Management Mode ‘ ;l

I
I Introduction I Ul' Work Search Requirements I Add New Employer Contact or Activity I History I Reports Address Book

Fields marked with a . are required.

Create a printable report of your work search activities.

Generate a weekly report of saved activities.

View reports by week ending date ‘
Select week ending date | - Select One - =

Generate a report of saved activities for the four most recent weeks.
View reports for the past four weeks

Generate a customized report of saved activities.
Create a customized report

Below are your saved custom reports. Click on the Report Name to see a print preview of the report.

6 Results Found Items per Page (1 of 1)
Edit Date o Report Name £ Administrator o Action
View 11/18/2013 Test5 .
View 11/18/2013 Albany Job Search Rotman, Neil Delete New CUStomIZEd Report I
View 111372013 Test2 DOUGLAS-DUFFY, KERRY Delete
View 11/13/2013 test3 DOUGLAS-DUFFY, KERRY Delete
View 10/05/2012 Chris Malinak
View 09/24/2012 Chris Malinak

6 Results Found

iR | Items perPage (1 of 1)

To upload a work search report, click on the Select Report button. Use the file browser to select the report. Then click Upload to attach your document. The work
search record report must be less than 2000KB in size.

I + Select Report I % Upload I @ Cancel I

Claim Weekly Ul Benefits. Click here to claim your weekly benefits if you are collecting unemployment.

© Previous H Home ” Nexto‘

0OSOS Guide - Work Search Record -11- 8/13/2014
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OSOS DATA ENTRY

The Work Search Record button is located next to the Ul Claimant data field in the General
Information tab within the Customer Detail window.

PROVIDER

HELP
Customer Search stomer Deta

JobZone

JobZone window

Malinak, Bennie

05 10: NYU
<] < RN QUL ET Rl ve [work tist. [Fatic [Skills [ Saved Searches [ Activities | Comments | Tests [ Primd > |>>
— Customer Data
@ 55N | @Status I.A;:tive vl @Job Seekerlﬁdive vl Ethnic Hertage & Race |
OUSErnarT'IE!ISEibennie OPasswordlbenH'li Mergs |
@Last Name | Mzlnak @First Mame | Bernie m[ | [ Education & Employment
Date of Birth | 06/15/1952 | @Gender m @Porifolio Lul. | JobZone Adut = |.HESd—u:?:IEEIIF:rV\?cluc.-’lech -no degree [+
@Address | Euilding 12 21| s5chool Status
I |In$chnol, Post-H.5. =]
@ City | Abany @State | New York =l ezip[12240 @Employment Status
CUU”U"INbaﬁ}' ;I Countr_llfl Urited States ;I Metrol ;l INCIt Employed LI
Phane | Ext | Alt ] Ext | Fax| — @Contact Preferences
EmailIkem'.dnuglas-duﬁy@labor.m'.gnv e M UsePostal [ Fax
URL| I T PriPhone [~ Email
2.5 Citizen ¥ " Alt. Phone  Resume Cortact Info
Enrollments |JZ|'CZ Manager I
— Customer Assignment
Staff Assigned| Douglss, Sarsh | Change | Registered| 05/13/2013 |
WIB Assigned| Albany,Rensselaer/Schenectady Countied Origin
Agency| Captal Distnct WAE [ Profiled| |
Ofﬁce| Albany Carser Central | Office Drofilad Nate
UI Claimant| Seek {Subjsct to Work Search) | Work Search Record

Work Search Record button
Save | Stat Match | Services | Comp Assess | Activity | 1A, Referals | Comespond | VR | Retto Sreh

mmerits | Tag | Hesumel Sched | Message |

The Work Search Record reports are created through the customer's JobZone account.

0OSO0S Guide - Work Search Record -12 - 8/13/2014
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Clicking the Work Search Record button brings up the Work Search Report List - - Webpage
Dialog popup window. There are three View Report buttons available that allow a search by:

1. the Week Ending date to obtain a weekly report,
2. Four Most Recent Weeks or,
3. selecting from a list of Custom Reports created by the customer in JobZone.

{‘3 Work Search Report List -- Webpage Dialog il
Work Search Reporis
Generate a Report
Week Ending Report Week Ending| =l TVEVES
Four Most Recent Weeks®  Four Most Recent Weeks Report I
Custom Reports
Date Report Name Staff Type |

[ [11/18/2013 | Tests Custom ﬁ

[T [11/13/2013  |Test2 DOUGLAS-DUFFY, KERRY Custom

[T 111312013 |test3 DOUGLAS-DUFFY, KERRY Custom( Custom Reports I
[T |10/05/2012 | Chris Malinak Custom

[T |09/24/2012 | Chris Malinak Custom

New Report Wiew Details | ViewReport | [Download Report Delete Report
Save' Can:ell
0OSOS Guide - Work Search Record -13- 8/13/2014
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WEEK ENDING REPORT

The Week Ending Report allows staff to select a report from a drop down menu of any activity
for that specified week. Once a week ending date has been selected, the View Report button
will become accessible:

(B Work Search Report List - Webpage Dialog
Whork Search Reporis

Generate a Report

x|

Activity Report For: /
Week Ending | 10/07/2012 | _ View Report View Report button I
| Four Most 11/24/2013 View Report |
| 11/17/2013
Custom Reports 12
Date Staff Type |

[T |11/18/2013  |Tests Custom d
[ |11/13/2013  |Test2 DOUGLAS-DUFFY, KERRY Custom

[T 11132013 |test3 DOUGLAS-DUFFY, KERRY Custom

[ |10/05/2012 | Chris Malinak Custom

[ |09/24/2012 | Chris Malinak Custom

New Report View Details | View Report | Download Report Celete Report |

Savel Cancel |

Click the View Report button to access the report:

in
‘Work Search Record 1=
Chris Malinak
‘Week Ending 10/07/2012
List all of the employers and labor unions contacted each week while claiming unemployment benefits. Present this list when we
request it.
Date of Business/Organization Acl?wF_v Name of person Position applied Result of| Create .
fact Contact Inf i Description / contacted / for / Job tact Dat Edit Dat
contac ontact Jformation - |yryothod of Contact Title Reference # | ©°M2° ate
10/04/2012 |ABC corp. Inquiry / Mr. Smith / HR |Clerk Other 10/04/2012|05/31/20
1212 Main st Mail Manager
[Albany, NY 12040
List your other work search activities. Examples are: updating resume, attending workshops, ete.
Date of activity Activity performed Notes
[No records found.
Cancel | File Type |HTML ¥ Download Report

OSOS Guide - Work Search Record
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FOUR MOST RECENT WEEKS REPORT

The Four Most Recent Weeks Report allows staff to select a report of all entered activities for
the four week immediately prior to the current date:

/a Work Search Report List - Webpage Dialog il
Wbrk Search Reporis
Generate a Report
Activity Report For:
Week Ending I LI ViewRepor |
Four Most Recent Weeks  View Report View Report button I

@ Work Search Record Report -- Webpage Dialog ll
Work Search Record =
Chris Malinak
I Four Week Report date range 06/16/2014 - 07/17/2014

List all of the employers and labor unions contacted each week while claiming unemployment benefits. Present this list when we

request it.
. N .. . Position applied |
Date of Business/Organization  |Activity Description /| Name of person for / Job Result of | Create | Edi
contact Contact Information Method of Contact | contacted / Title contact | Date | Dat
Reference #

No

records

found.

List your other work search activities. Examples are: updating resume, attending workshops, etc.

Date of activity Activity performed Notes

No records found.

Cancel | File Type [HTML vI Download Report

0OSOS Guide - Work Search Record -15- 8/13/2014
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CUSTOM REPORTS
Highlight the custom report that you want and click Edit Details or View Report.

visible when the report was created by a staff person.

add, enter or alter a customer Work Search report.

Staff may only edit reports that they create.

entered by the customer or other staff.

/a Work Search Report List - Webpage Dialog
Work Search Reporis

The staff data field will be empty when the report was created by the customer. A name will be

For security purposes, staff cannot enter JobZone through the JobZone window and

Users cannot edit the Week Ending report, Four Most Recent Weeks report, or Custom reports

x|

Generate a Report

Activity Report For:
Week Ending I ;I ViewReport |

Four Most Recent Weeks  View Report |

Custom Reports
Date Report Name | Staff Type

[ 111812013
Bl 11/13/2013 |Test? DOUGLAS-DUFFY, KERRY Custom

Staff report

MNew Report Edit Details | View Report View Report button Eeporl |

Sa\al Cancel |

[T [11/113/2013  |test3 DOUGLAS-DUFFY, KERRY Custom
[T |10/05/2012 | Chris Malinak Custom
[T |09/24/2012 | Chris Malinak Custom( Customer report I

OSOS Guide - Work Search Record -16 -
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Clicking the View Report button will bring up the specified weekly work search report, which
may be printed or downloaded.

g ‘Work Search Record Report -- Webpage Dialog

Work Search Record

Bennie Malinak
January 2 weeks

List all of the emplovers and labor unions contacted each week while claiming unemplovment benefits. Present this list when we request it.

Date of Business/Organization Acr}‘-l?- . Name of i Pnsmnnl applied Result of | Create .
contact Contact Information LT N Senichh contact Date HEAvE
Method of Contact Title Reference #
01/01/2014 |Global Sales Inc. Responded to state |John Smith Sales Rep Waiting for [01/22/2014 (01/22/20
jsmith @ global net job posting Owner a response
Email

List your other work search activities. Examples are: updating reswme, attending workshops, etc.

Date of activity Activity performed Notes

01/07/2014 One Stop worlcshop / seminar attended resume

Cancel | File T}-peIHTML vl Download Report Download button I

=
4] |

Reports may not be edited in PDF or HTML format.

0OSOS Guide - Work Search Record -17 - 8/13/2014
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Staff may edit their own Custom Reports by selecting the specific report and clicking the Edit
Details button.

{‘3 Work Search Report List - Webpage Dialog il

Work Search Reporis
Generate a Report

Activity Report For:
Week Ending I LI View Repori |

Four Most Recent Weeks  ViewReport |

Custom Reports

B3l 11/18/2013 Albany Job Search Rotman, Neil Custom ﬁ
[T 1111812013 |Test5 Custom
[T 11132013 |test3 DOUGLAS-DUFFY, KERRY Custom
[~ 10/05/2012  |Chris Malinak Custom
[T |09r242012 Chris Malinak Custom
I

IEdit Details butto'BEaneiails | ViewReport |  Dowrioad Repor Delete Report

Saval Cancel |

Clicking the Delete Report button will allow staff to delete a record.
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Select any activity that needs to be added or removed and click the appropriate button:

rg Work Search Record -- Webpage Dialog il
Edit Custom Report

« Report Namel Albany Job Search

Sel| Activity Date Activity Description Contact Name/Title/Location Organization Create Date | Edit Date |
NO |07/21/2014  |Sent resume Lynne Baker/Receptionist/Tray Grandmark 07/21/2014  |07/21/2014 d

YES 11/18/2013 Sent resume Bob Miller/Owner/Albany Miller Contracting 11/18/2013  [11/18/2013

NO [ 11/14/2013 Submitted job application Lynne Baker/Receptionist/ Troy Grandmark 11/18/2013  [1118/2013

11113/2013 | Sent resume Mary Blais/General Manager John and Sons Inc 11132013 [1113/2013

S11/12/2013  |Inquiry John Westenburg/M Intec 11/13/2013

NO [11/11/2013 One Stop workshop / seminar 11/13/2013  [1113/2013
YES 10/04/2012  |Inquiry Mr. Smith/HR Manager/Albany ABC corp. 10/04/2012  |05/31/2013

O Ty 1T T T
<
m
W

NO |09/17/2012  |Sent resume HR/HR manager DR Inc 10/04/2012  |05/31/2013

=
N Acd Aciivty_| F*e"me'\cﬁwlv/I-\d‘d and Remove buttons I

I Save button > Save| Cancel | \l

Remember to click the Save button to save the results.
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21 Work Search Report List -- Webpage Dialog

Albany Job Search

Rotman, Neil

Staff directly logged into OSOS can add or modify their own Work Search Reports. Click the Add
New Report button:

11/18/2013

Tests

1113/2013

test3

DOUGLAS-DUFFY, KERRY

10/06/2012

Chris Malinak

09/24/2012

Chris Malinak

Save| Carcel

-

VEp O
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Name the new report and select each activity to be included:

fa Work Search Record - Webpage Dialog
Create Custom Repori

@ Report Namel Troy Job Search

B (NO 07/21/2014 Sent resume Lynne Baker/Receptionist/Troy Grandmark

& (Ne 11 Submitted job application Lynne Baker/Receptionist/Troy Grandmark

Inquiry John Westenburg/Manager Intec

[ | Sel| Activity Date Activity Description Contact Name/Title/Location Organization

Create Date | Edit Date
2014 |07/21/2014 =

11;18f2013 BUbM\IIerwanerfAlbany Miller Contracting 11182013 [11/18/2013

013 |11/18/2013

NO 11/13/2013 MaryBIalstenera\ Manager John and Sons Inc 1111312013 [11/13/2013
ﬂ JLLEN o

[l 11/11/2013  |One Stop workshop / seminar 1113/2013  |1113/2013
[T [NO | 10/04/2012 Inquiry Mr. Smith/HR Manager/Albany ABC corp. 10/04/2012  |05/31/2013
[ |NC 09/17/2012  |Sent resume HR/HR manager DR Inc 10/04/2012  |05/31/2013

Add Activity | Remave Activity

Sawe I Carcel I

The new report will now appear with the new report:

(3 Work Search Report List - Webpage Dialog
Work Search Reporis

Generate a Report

Activity Report For:

Week Ending | =1

Four Most Recent Weeks  View Report

Custom Reports

Date Report Name Staff T |
[T |07/21/2014 | Troy Job Search Rotman, Neil Custom New Report I
[ 111/18/2013 | Albany Job Search Rotman, Neil Custom \|_
[T (111872013  |Tests Custom
[ 111372013 |test3 DOUGLAS-DUFFY, KERRY Custom
" |10/05/2012 | Chris Malinak Custom
[~ |09/24/2012 | Chris Malinak Custom

New Report Edit Details | View Report | Download Report Delete Report
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RESOURCES AND ASSISTANCE

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

0OSOS Guide - Work Search Record -22- 8/13/2014



