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PURPOSE

In 2024, Governor Kathy Hochul announced funding to support clean energy industry workforce
development initiatives in New York State (NYS). The funding, which was approved by the New
York Power Authority (NYPA) Board of Trustees, stems from a NYPA commitment in the 2023-
2024 Enacted State Budget and will largely support the efforts of the State Office of Just Energy
Transition (OJET). OJET was established within the New York State Department of Labor
(NYSDOL) in 2023 to connect workers to opportunities for jobs in the clean energy economy
through up-skilling and training with a focus on serving those who are traditionally
underrepresented, especially within disadvantaged communities.

NYSDOL will issue $4M in NYPA State funding to interested LWDBs for the OJET Renewable
Energy Training Initiative (RETI) through a Notice of Award (NOA) process. This funding can be
used for:

e The up-skilling or re-skilling of workers transitioning from fossil fuel to clean
energy positions;

e The up-skilling or re-skilling of residential workers in weatherization, building
performance, and retrofitting, including fees for required industry-recognized
credentials; and

o Acceptable industry-recognized credentials for residential building
science education can be found at: https://bsesc.energy.gov/recognition.

e Wraparound services during training, including but not limited to, childcare,
transportation, housing, food, mental health services, and substance use
services.

The One-Stop Operating System (OSOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.
0SO0S collects substantial information from customers, businesses, and training providers. This
information is also used to prepare required State and Federal reports.

This guide provides instructions on how to conduct the OSOS data entry for the OJET RETI.
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SEARCHING FOR THE CUSTOMER

When staff enter customer data into OSOS, it is important to determine if a record already
exists for the customer. In addition, there may be instances where there are two existing
records, or duplicate records, for the customer. When this occurs, we often see that one
account has a Social Security Number and one does not. Following the instructions below
ensures that any duplicate records can be found and addressed accordingly.

Searches are performed within the Customer Search window, in the Customer module.

While searches are most commonly performed from the Quick Search tab, any of the active
tabs can be used in the search process. In addition, once you are case managing a customer,
and their Customer ID is known, you may search for the customer using the Customer ID field.

HELP

JobZone

EMPLOYER

Comp ASsess

PROVIDER
Detail

(- [ Quick search mwmmm@_
Customer S5N Customer ID
Enter or pastE one or Enter or PaStE one or
more 55Hs. more Customer IDs. ParlialSSNI:l
LaEtName| |
First Name| |
Middle Initial| |
N —
Usemame | |
Email Exists| V|
o o Email| |
[|| 0S0S D | Vet | Status | Seeker Name | WIOA |Rpt|ndh|Ademen| WT | TAA | LX
O] | | | | | | | |
< >
v s [~ Lo ool oo Lo ] o v o o] [ ]
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QUICK SEARCH

A customer search is most commonly performed from the Customer Search window, Quick
Search tab. There are numerous ways a customer search can be conducted depending on the
information the staff has obtained. Staff will mainly search by Customer Full or Partial Name.

SEARCHING BY CUSTOMER FULL OR PARTIAL NAME
Staff may search for a customer record by full or partial name. Enter as much information as is
known in the Last Name and First Name data fields.

As a best practice, staff should perform a name search for any customer they are
working with to determine if duplicate OSOS records exist for the same customer. If a
duplicate record is found, please contact help.osos@Ilabor.ny.gov.

Click the Search button.

PROVIDER EMPLOYER STAFF HELP

Links JobZone

Services

Customer Detail

Comp Assess

@ ﬁ Quick Search [erroe ) 1110 m Job Critena | Text Search m List Search | Reports

~ Customer 88N ~ Customer ID
Enter or paste one or Enter or paste one or
more 55H3. more Customer IDs. PartialSSNI:l
Last Namel oLtcomes |
First Name| |
Middle Initial| |
inDate| |
Username| |
Email Exists| V|
viore | vowe | Email | |
]| ososip | vet | Stats | Seeker Name | wioA [Rptindgif adDwWRRN  WT | TAA | Lx

O] | | | | | | | | |

4 >
Optinss [l | Sesech __[ hegn o il | Add o CL || | Poziizih | 1Bt | Besviy | P72A | Commente]| Corespond]] WA | Naw}
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If there is only one result returned, OSOS will display the customer's record. It will default to
the General Information tab of the Customer Detail window.

PROVIDER EMPLOYER STAFF HELP
Customer Search 2r Deta BES Services Links JobZone
Billick, Bill SSN: 0S0S ID: NY016879136

£ e D CF) (5 (D (T (P (D (D 20

Customer Data |

o SN | eStams[scve V] edobSeeker[Acve V] @ ___ Ethnic Heritage & Race
sUsemame| 6123 | ePassword| 12%ilick | Mewe | | Education & Employment |

If there is more than one customer record matching the search criteria, the customers'
information will be displayed in the window below the data entry fields.

PROVIDER

Customer Detail

EMPLOYER

Comp Assess

HELF

JobZone

I 1-17 of 17 0B I
{4 (.4 Quick Search epore
— Customer 88N — Customerid
Enter or paste one or Enter or paste one or
more S5Ns. more Customer IDs. ParlialSSNI:I
Last Namel outcomes |
First Name| |
Middle Initial| |
sitnDate |
U5ername| |
Email Exists| V|
Email
Mutel Mcmel | |
[] 0s0s51D Vet | Status Seeker Name WIOA | Rpt Ad/DWIR WT TAA
]| MYD16866188 | No | Active Outcomes, Abel Active
1| NYD16844595 | No | Active Outcomes, Arthur
1| NYO16844003 | No | Active Outcomes, Daisy Active | Active Activel
[ NYD16844722 | No | Active Outcomes, Filip Inactive | Inactive Inacti
(]| MYD16773909 | Mo | Active Outcomes, Grant Active | Active | Active Activel
]| NYD15275293 | No | Active Qutcomes, Jerry Inactive | Inactive | Inactive
Ml kvn4coA44A04 LAY Aordinen Tutrnarmac lakhn
< >
Opticns Search || = | Gear || Detaf )| A=on, 1o L= Add ol HostMaE Y BHEErl ot B RN ommentell Leoresnond || NHEY Hewr
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If the search yields more than one result, staff can view all the records by first clicking on the

check box in the top left-hand corner of the gray title bar. This will select all the results. Staff
can then click on Detail at the bottom of the screen to review all selected customer records.

1-17of 17 @B

<] = [ L2l General Info | Education | Job Criteria ] Text Scarch | Geographic | Activitics | Programs | List Search | Reports | = [>>)
Customer SSN Customer ID

Enter or pa3te one or Enter or paste one or
ore 35Hs. ore Customer IDs. :
mar 5 more Lustomer LU Partial SSN| |

Last Name| outcomes |

First Name| |

Middle Initial| |

Username| |

Email Exists
o = Email| |

[4]

NYD16866188 Active Outcomes, Abel _
NY 016844585 Active Outcomes, Arthur B _
MNY016844003 Active Cutcomes, Daisy Active i Active

NY016344722 Active Qutcomes, Filip Inactive e | Inactiv
NY016773909 Active Qutcomes, Grant Active i Active _ Active
NY015275293 Active Outcomes, Jerry Inactive | Inactive | Inactive _ _

.(.l.' = klo I\ - O )

Options | Search | v | Clear | Dewi_|_;‘~ddmCL|'| | | Activity | PiPa | Comments | Comespand| VR | New|

S U0+
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0SO0S will display the customer record of the first customer selected. Use the arrows at the top
right corner of the screen to toggle through the customer records. Staff can review the records
to identify the customer they were searching for, as well as to identify potential duplicate

records.

FROVIDER

EMPLOYER

Customer Search
Outcomes, Abel

Comp Assess
SSN:

e = Eligibility | Add'l Info | Pgms/PA | Objective | Work Hist. | Ed/Lic | Skills

Services

OSO0S I1D: NY016866188

STAFF HELP

Links JobZone

NextGen

Saved Searches | Activities | Comments | Te :

— Customer Data

o 55| ustaus[ i ] atobSeoker[rcve V] bt afie |
lUSenﬂme|55fgsfdgs | !Passwadlsgsdfgsfdg | Merge I — Education & Employment
@Last Name|DL.|tcomes |IF[5t Namelﬂ.bel |l|.||:| @Education Level
eDate of Birth| 11/05/2005 | eGender|Msle | @Portiolio Lul. | JobZone Aduh | ||[11 Grade v|
@Address| 23 Cat Lane | @5chool Status
| |A | Not Attending School or Secondary Sct W |
City| Box | eState | New York v|ezip[12245 | |'Enuwnmstatus v
County| Schenactady ™| Country | United States V| Metro| V| ot Employ=d
Phone | 5184516542 | Bxt. | | A Ext.| | Fax| Underemployed| V|
Email|
URL
" | | Use Postal [ | Fax
@l S. Citizen [ Pri.Phone [ | Email
Enrcments | JZ/CZ Manager || AddtoCaseload | [ Ak Phone  Resane Corgact info

— Customer Assignment

Staff Assigned NELSON, JORDAN | Chane | | Registered 07/23/2024 |
WIB Assigned Albany/Rensselaer/Schenectady Counties oOrigin Staff |
Agency Department of Labor | iermnge Profiled
Office ALBANY | Office | Profiled Date |

Ul Claimant] v| s e Internet Resume [_| Confidential ]

|.A. Referrals | Comespond

IVR | Retto Sech | Comments | Tag | Resume | Sched | Message
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SEARCHING BY FULL SOCIAL SECURITY NUMBER OR NY ID

Once staff are case managing a particular customer, they can search by Customer SSN or
Customer ID in the Quick Search tab to find the customer record.

Then click the Search button at the bottom of the screen.

PROVIDER EMPLOYER

Customer Detail Comp Assess

(] (.4 Quick Search [Job Criteria | Text Search | Geographic| Activitics | Programs | List Search| Heports
— Customer SN — Customer ID
Enter or paste one or Enter or paste one or
more S5Ma. more Customer ID3. ParlialSSHl:l
Last Name| |
First Hame| |
Middle Initial| |
aitDae |
Usemname | |
Email Exists| V|
e | e | Email| |
|:|| 0S50S 1D | Vet | Status | Seeker Name | WIOA |Rpt|ndh|MDerRn| IWT | TAA | LX

O] || | | | | | | |

<
Wl Zz=nR _I VAEQT WD de I Arlelee, G1 | | Hes: |-"|EI:-"| :.efa'l B .I :.':.i.l C:““e’:zl C:“ez::’:l |VH I Llewl

If there is a matching record, OSOS will display the customer's record. If there is no matching
record, the system will display No Matches Found in the upper right-hand corner.

The search can be based on either SSN or ID number, but it cannot be based on both.
Including data in both the Customer SSN field and the Customer ID field will result in
an error message.
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If an existing customer record cannot be found, click the New button at the bottom of the
screen to create a new customer record.

PROVIDER EMPLOYER STAFF
Links

General Info | Education | Job Criteria | Text Searc raphic | Activities | Programs | Lis

Enter or paste one or Enter or paste one or
more 55Ns. A mare Customer IDs.

Aeiny I T aJJ]JJ S

For detailed information on searching for a customer record, please see the Performing a
Customer Search OSOS Guide.

For detailed information on creating a customer record, please see the Creating a Basic
Customer Record OSOS Guide.
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BASIC CUSTOMER RECORD

Creating or updating a basic customer record requires data entry in seven tabs. These tabs are
located in the Customer module, Customer Detail window. They are:

Gen. Info tab (General Information)
Eligibility tab
Add'l Info tab (Additional Information)

Objective tab

Work Hist. tab (Work History)
Ed/Lic tab (Education/Licenses)
Skills tab

PROVIDER EMPLOYER

Customer Search

Comp Assess

HELP

JobZone

Qutcomes, Daisy SSN: 0SO0S ID: NY016344003 1of1
[=c] = | L] Engibiity | Al info Pgms/PA Objective | Work Hist. | Ed/Lic | SKills| Saved Searches | Activities | Comments | Td > 15> ]
— Customer Data = e T |
s ssn | estatus Job Seeker e
#Username| DO 123Test | sPassword| TEST123 | Mege | Equcation & Employment
Last Name| Outcomes | @First Name | Daisy [ ] s Education Level
@Date of Birth| 05/01/1952 | eGender Portfolio Ll | JobZone Adut V| | |[ 12 Grade - HS Geaduate v|
0Adde55| 586 Arytime Lane | @3chool Status
| | A 11| Mot Attending School, Secondary Scho |
City| Abany | estate | New York v|ozip|eess | B s s
County  TCountry| Uried Seree Vi ] |||t Emelore V]
Phone | ! iy ||| Underemployed| V|
El‘l‘lail| Daizy@gmail com | V)
URL| | — @Contact Preferences
JUS. Gitizen Use Postal [ ] Fax
= [ Pri.Phone [ ] Email
_ Enoiments | JZ/CZ Manager [] Add1o Case Load | [] Alt Phone  Resume Contact Info
— Customer Assignment
Staff Assigned | Rytel, Julie . Change | v | Registered| 02/26/2024
WIB Assigned NYSDOL -CO | Origin| Staff
Agency Department of Labor ' Change Profiled
Office| 0505/REDS Central Support Uinit | _Offica Profiled Date
Ul Claimant| Sesk (Subject to Werk Search) V| Work Search Record | Internet Resume [| Confidential [

Save | Start Match | Services | Comp Asses:| | Activity | I.A. Referaks | Comespond || WR | Ret to Srch | Comments | Tag | Resume || Sched | Message

name.

All required fields in OSOS are indicated by a green dot ® in front of the field
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To save the basic customer record, all required fields must be completed. However, to best
serve the customer, staff should always enter as much information as possible.

Do not click Save until all the required information, in all tabs, is recorded for the
complete basic customer record. If Save is selected before the data is completely
entered, it will generate an error message. If this error message does appear, you will
still be able to continue with the record by clicking OK and continuing to enter the
information. Instead, when creating the customer record, simply select the next
appropriate tab. Click Save when all the required information has been entered.

Staff must review all of the information in the customer record each time they work with the
customer. This ensures that the record reflects the most up to date and accurate information.

BASIC CUSTOMER RECORD DETAILS
For detailed instructions on creating a basic customer record, please see the Creating a Basic
Customer Record OSOS Guide.

Below are some noteworthy points for filling out the tabs located within the Customer Detail
window.

General Info Tab
e SSN: The SSN field is located "behind" a button in order to keep it as confidential
as possible. When the customer provides their SSN it must be entered. Having an
SSN in OSOS is very important because customer SSNs are used to match against
wages and determine if the customer is employed. Entering a customer's SSN
also helps prevent duplicate records.

PROVIDER EMPLOYER STAFF HELP
Wl e e b Customer Detail | Comp AsSSess Links JobZone
Outcomes, Daisy SSN: ***_9564 0S50S 1D: NY016844003 Record Saved
[<<] <A Y engibiity | Add™ info | Pams/PA | Objective | Work tist. | EdiLic | Skills | saved Searches | Activities | Comments | 7 > ||
— Customer Data
: : @  FEthnicHertage &Race |
@ SSN | @Status | Actve V| @Jdob Seeker| Actve WV
sUsername| DO123Test | 27 sSN -- Webpage Dialog * |ducation & Employment
@lLast Name | Outcomes ducation Level
@Date of Birth| 05/01/1332 e Grade - HS Graduate W |
@Address | 586 Amytime S5N | 123-93-9564 ool Status
I: Confirm SSM | 123-99-3564] bt Attending School; Secondary Scho Vl
oCity| Abary | Mot Disclosed [ mployment Status |
bt Employed s
comy | o] e
Phone el
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e Ethnic Heritage & Race: The Ethnic Heritage & Race is also located "behind" a
button in order to keep it as confidential as possible. If the customer provides
Ethnic Heritage and/or Race information, select the most appropriate choice. If
no information is provided, select Not Disclosed.

PROVIDER OYER HELP
Customer Search Comp Assess Nex
Qutcome @Elh_ . - 1 of1
nic Heritage and Race -- Webpage Dialog

tivities | Comments | Te

[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]

Hid
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e Portfolio Level - A new record will default to JobZone Adult. You may keep this
designation and therefore create the JobZone account along with the new OSOS
record. Or, if the youth is younger than 18, you can choose the highest level of
education completed (ex: Tenth Grade) in order to create a Career Zone account
along with the new OSOS record.

Username and Password - While this is a required field, any record with
Portfolio Lvl set to JobZone will not use these fields for JobZone access. All
Portfolio Lvls other than JobZone Adult will use these fields as login credentials
for Career Zone. Any unique username and any password may be entered in
these fields, as long as they are at least 6 characters in length.

HELP

PROVIDER EMPLOYER

Customer Search stome = JobZone
Parker, John S8N; == 3232 0S0S ID: NY0O16747525 10f1
(51 3 Gen- o [Activities | Comments | Tel > |>>)
— Customer Data Saventh Grade — . 5
- - - Ethric Hentage & Race
@ SN | estaws m #Job Seeker| Active Egh;'hﬁrie |
nt 3
OUsemamel parkeres | @#Password | pak 7230 Tenth Grade Education & Employment
Be h Grade
@LastName |Paker | @FirstName | John kit tG.adae @E ducafon Level
e[ ate of Birth | 05/01/ 2004 | @Gender @Partiolio L. | 10 Gade v
{ foung Aduk e
I & Arrracs | 177 Mo s r ||| @School Status

Note: If you are creating a new customer record, the Portfolio Level selected should
reflect the highest grade level that the youth has completed. If an OSOS record
already exists for the youth, do not change the Portfolio Level in OSOS.

Additional Info Tab
e Veteran Status is the only required field on this tab. Additional information
entered on this tab can be used to match customers to relevant job postings.

Programs / PA Tab
e This tab does not contain any required information. If the participant is receiving
public assistance use the check box next to the title, and then fill in the Reg Date.
If the customer is unsure of when they began receiving public assistance, ask
them for their best approximation.

OSOS Guide - Renewable Energy Training Initiative -13- 9/19/2024
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Objective Tab
o Desired O*Net: At least one O*Net title is required. Click the Add a Job Title
button. Then, click the O*Net Titles button. This opens the Select O*Net
Webpage Dialogue box. Use the Keyword search at the bottom or the O*Net
folder hierarchy to find the job title most closely related to the employment the
participant is seeking. Check the box next to the job title. Then click Select.

PROVIDER EMPLOYER STAFF HELP

Customer Search Com p Assess Links JobZone

2] Select O*Net -- Webpage Dialog X

Hierarchy Search @

Current O°Net A
O*Net Code O*Net Title

Hierarchy
| Architecture and Engineering Occupations A
- Arts, Design, Entertainment, Sports, and Media Occupations —

] Building and Grounds Cleaning and Maintenance Occupations blE.JOb Locations
Zip Radius

D miles V|onIP| 12110 |

! Comm unity and Social Service Occupations “ [of ZIP
J Computer and Mathem atical Occupations v | fZ|P| |
o

) Business and Financial Operations Occupations

| Construction and Extraction Occupations

! Educational Instruction and Library Occupations here in the following states
) Farm ing, Fishing, and Forestry Occupations W)
! Food Preparation and Serving Related Occupations W
") Healthcare Practitioners and Technical Occupations v |
) Healthcare Support Occupations
L_J Installation, Maintenance, and Repair Occupations e the United States

] Legal Occupations v |
- Life, Physical, and Social Science Occupations (W |
! Managem ent Occupations v | Vv

) Military Specific Occupations
| Office and Adm inistrative Support Occupations ts| Tag | R&eurﬂE| Sched | Ma=5599|

' Keyword(s) Seap:hl ges | Secunty: Delete | 09/12/2024

Select | Cancel | Clear |

OSOS Guide - Renewable Energy Training Initiative -14 - 9/19/2024



>0

One-Stop Operating System

Work History Tab
e Select New Job Entry to enter a work history for the customer. Enter all required
fields and any additional information provided by the customer. If the customer
does not have any Work History, select No Information Provided.

PROVIDER EMPLOYER STAFF HELP
Customer Search : er Dets Comp Assess Links JobZone
Outcomes, Daisy SSN: ==**9564 0S0S ID: NY016844003 1of1
b et (o i e Work . e e e e b
— @Detail
@Job Title| Designers, Al Other | O"Net Trtes | 27102900
$Employer| ABC Design | Include online [7] @Start Date “End Date
@Address | Tst Street | Supenvisor| | Phone | Ext| |
| | @Wage| 5 25.00 | | Houry v| Hoursiweek
@ City| Albany |  @Reason for Leaving| Category 1-DWV v
OStale| Mew York Vl Zipl @Job Dulie5| Creating design and fashion | Job D.I‘IIEI
@Country| United States v |
@JobType| Ful Tme V| RR Event# | Evem |
NAICS | | | NAICS Lookup |
Dislocated Worker Information

#Qualifying Dislocation Date | 04/01/2023 | &Tenure (months)[3 |

O*Net at Dislocation 27102900 | Designers, Al Other |
NAICS | || |

Job Company City Start End

All Other ABC Design Albany 01/02/2023 |04/01/2023
[]|Welding ABC Welding Anytown 02/03/2022 |04/02/2022

Save || Start Match | Seryives| Come Assesd] | Actvity || 1.4, Refersis| Comespond || VR | Bet so Sich | Comments || Tog | Resume | Sdved || Message

OSOS Guide - Renewable Energy Training Initiative -15- 9/19/2024
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Click the Job Duties button to open up a new webpage dialog box. Enter the job duties in the
freeform text box and click Save.

HELP

STAFF

PROVIDER EMPLOYER

Links JobZone

Customer Search Com p Assess

Outcomes, Daisy S8N: =-"*0564 0S0S ID: NY016844003 10f1
[<<] <] Gen. Info | Enigibility | Add'l Info] Pgm s /PA | Objective JLL i8S EdiLic | Skills | saved Searches | Activities | Comments | Te > | >>)
— wDetail
#Job Title | Designers, Al Other | O*Net Titles | @ O*Net Code
@Employer|ABC Design | Include anline [v] @Start Date | 017022023 | @End Date | 04/01/2023
@Address | 1stSreet | & Job Duties -- Webpage Dialog X B
40
City| Albany Edit Job Duties
@State | New York Font Family. FontSize . B I U 5 FontFormat — =S EEE J e D““&‘I
@Country| United States || Creating new designs, organizing fashion shows, meeting with potential dients, |
@Job Type| Full Time Event |
nacs[ | |

Dislocated Worker Infq
@Qualifying Dislocation
O"Net at Dislocation 27

NAICS |

Job

04/01/2023

04/02/2022

Designers, All Cther
[]|welding

New Job Entry | Delete Selsction| Audt |

Save Im Comp &sseﬁl Activity | LA, Referralsl Corlespondl VR | Ee‘ttDSﬂ:hl Com’nentsl Tag | R&eumel Sched | Masagel

Ed/Lic Tab
e There are three required sections within this tab; Certificates/Licenses, Schools,
and Professional Associations. If the customer does not have information to
enter in these sections, select No Information Provided under each section.

Skills Tab
e Additional Skills Text: Enter any additional skills and abilities that are important
to the customer's job performance.

Once the Skills tab is completed, and the entire basic customer record has been
entered, click the Save button at the bottom of the screen. Record Saved will briefly
be displayed in the upper right-hand corner when the record is successfully saved. If
there are fields missing information, an Error Message pop up box will indicate the
error.

OSOS Guide - Renewable Energy Training Initiative -16 - 9/19/2024
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CASE NOTES

It is important to document case notes in the customer record. It is best practice to record case
notes every time staff work with the customer. Case notes are documented in the Customer
module, Customer Detail window, Comments tab.

Customer Search

"PROVIDER

"EMPLOYER

Comp Assess

HELP

JobZone

Outcomes, Daisy SSN: " ~.9864  OSOS ID: NY016844003 10f1
[<<] <[ Gen. info [ Enigibility | Add'l info Pgm </PA | Objective | Work Hst. | EdiLic | Skills [ saved Sear Comments (i3 £

Case notes should include details of the appointment that are not recorded anywhere else in
0SO0S. They should be clear, factual, relevant to employment, and show a logical progression.
Case notes allow staff to gain a more complete understanding of the customer's situation.

COMPREHENSIVE ASSESSMENT

Information documented in the Comprehensive Assessment window is important for recording
the customer's barriers and challenges. For detailed instructions on completing the
Comprehensive Assessment, please see the Comprehensive Assessment & Supplemental Data
Guide.

Many of the fields in Comp Assess are used to determine eligibility under WIOA programs.
Since the RETI is a State-funded program, participants do not need to be co-enrolled in the
WIOA programs. Participants served solely under the local RETI will not be included in WIOA
performance. For the purposes of this initiative, providers should only enter information that is
known. If the information is unknown, please select No or Not Disclosed.

In order to provide additional services to participants, Local Areas may choose to co-enroll in
WIOA. If a customer is being enrolled in both the RETI and WIOA programs, then information
required under WIOA must be entered in OSOS. Once a customer is co-enrolled, all WIOA
eligibility, data entry, and reporting requirements must be followed. Co-enrolled customers will
be included in Local Area Performance measures.

The Comp Assess window is located in the Customer module.

When information is entered into the Comprehensive Assessment section, all required
data fields (as indicated by a green dot) must be completed in order to save the
record.
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PROVIDER EMPLOYER HELP

Customer Search Customer Detail

_Seve | Customer Detai| Servioes | _Actvty | Comespond | WIOA Exgiblty| Summary | Comments |
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Below are some noteworthy points for filling out the tabs located within the Comprehensive
Assessment window for participants only enrolled in the RETI. However, as a best practice, staff

should always enter as much information as known about the customer to better serve and
meet their needs.

Employment Tab
¢ Youth Needing Additional Assistance: Local area determines what youth will fall
into this category. For the purposes of this initiative, staff may select No.
e Cultural Barriers to Employment: This information is collected as a requirement
under WIOA and is not related to this initiative. Staff may select Not Disclosed.

Education Tab

e Basic Skills Deficient/Low Levels of Literacy: Providers do not need to determine
basic skills deficiency. Only enter this information if it is known. If unknown,
select No.

e English Language Learner: An English Language Learner will have limited ability
in speaking, reading, writing, or understanding English. They may also meet one
of the following two conditions:

o Their native language is a language other than English; or
o They live in a family or community where a language other than English is
the main language.

Financial Tab - Do not enter any information into this tab.
Family Tab

e Marital Status - Select the option that most closely reflects the customer's
marital status. Or, select Not Disclosed.

e Family Status - Select the option that most closely reflects the customer's family
status. Or, select Not Disclosed.

e |s Customer parenting youth? - Female customers are considered parenting
once pregnant. Alternatively, male customers are only considered parenting
once their child is born.

Female customers will have the additional required field Is customer pregnant? If Yes
is selected, staff must enter a Delivery Date.

Health Tab and Treatment Tab - These are both greyed out and not accessible. They require no
action.
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restrictions only.

Housing Tab

SERVICES

ENTERING THE SERVICE

Then select the New Service button.

PROVIDER

Customer Search Customer Detail

EMPLOYER
Comp Assess

Legal Tab - There is no required information located in this tab. However, if the customer
discloses that they are an ex-offender, staff should select Yes. If the customer identifies as an
ex-offender, record relevant comments in the Customer Detail window, Comments tab.
Information recorded would include when the conviction occurred, and whether the customer
has work restrictions. Comments must be specific to job search restrictions and work search

e Current Housing - Select the option that most closely reflects the customer's
current housing status. Or, select Not Disclosed.

Comments Tab - Do not use the Comments tab located within the Comp Assess window. Any
Comments must be recorded in the Customer Detail window, Comments tab.

Staff use the Services window in OSOS to record the services provided to the customer.

To record a service, first select the Services tab.

HELP
JobZone

Links

Outcomes, Daisy SSN: = **9564 0S0S ID: NY016844003
[<<] = Achievement Objectives Jly ot Outcomes | Empl. Outcomes | Trmg. Outcomes | Commen > |>>]
Detail Funding
Semnice Name | | | |
Semice Desc. - | — |
Senice ID
Senice Type
Provider Name
Location Name
Provider ID Offering ID
Plan. Start Date Plan. End Date
Actual Start Date Actual End Date Total Funding
Completed Successfully Petition #
Next Contact Date Waiver Reason
Program Service Type | RR Event # | Addl Assist [
Part Time Learn. Distance Learn. v Incumbent Worker Training
| Provider Name | Senvice Name |MualStaﬂ Dal{ Actual End Datl Program Svc Type
(O] | | I |
< >
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This navigates to the Provider module, Offering Search window, Quick Search tab. Select the
General Info tab.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links

General Info

Enter or paste
one or more
Offering IDs.
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Verify the correct WIB is selected.

Click the Service Type button to bring up a new webpage dialog box.

CUSTOMER EMPLOYER STAFF

der Detail Offering Detail Links

GQuick Search

& Service Type -- Webpage Dialog
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Select the corresponding Service Type being provided to the participant and click OK.

STOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links  NexiG

& Service Type -- Webpage Dialog

occupational
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Once the Service Type is chosen, click Search.
CUSTOMER EMPLOYER HELP

Provider Search Provider Detail

Quick Search Lizst Search

I T = =) B e e
o -/ |/ [ | [ | |
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The search results will be presented at the bottom of the screen.

Select the appropriate service that is being provided and click Schedule.

~ HELP
NexiGen

~ STAFF
Links

CUSTOMER EMPLOYER

Provider Search

Provider Detail Offering Detail

1 - 100 of 3720 @B

[Quick Search Jesduds L List Search] Custom)
Location Start Date Range
WIB |Nbany."Ren55:Elaer."5chEnec V| City |:| From | | To |
Provider Information

Provider Name | | SemviceName| | Program| v |

Provider Status | Active

Senvice Type  Occupational Skills Training

Frovider Name Sernvice Name Location Start Date | Start Time | End Date | End Time

Austin School of Spa Techno| Hairdressing & Cosmetology Austin School of
Bishops Tractor Trailer Traini 18 Hour CDL-A Refresher Cours| Bishops Tractor
Braathe Enterprises Intreduction to Project Managems¢ Braathe Enterpril_
Branford Hall Medical Assistant Eranford Hall
Branford Hall Medical Assistant Eranford Hall
Branford Hall Career Institute Medical Billing & Coding Branford Hall C3a

4
Opons Sescch | = Assignto List » | Clear | Dess | IMI_

OSOS Guide - Renewable Energy Training Initiative -25- 9/19/2024



B ]
One-Stop Operating System

This brings you to the Customer module, Services window, Services tab. Select the Service
using the check box in the far-left column.

Enter the following fields in the Detail section: Plan Start Date, Plan End Date, and Actual Start
Date. If the service provided is ongoing, do not enter an Actual End Date until the service is
complete. Instructions for closing a service are provided later in this guide. As a best practice,
enter a Next Contact Date to follow-up. A reminder will show up in your Staff Inbox when it's
time to review the Service.

Many services may be provided in one day. If this is the case, enter the same date in all four
date fields and select the appropriate option on the Completed Successfully drop-down menu.
If a training spans over a course of time beyond one day, then you will select Completed
Successfully (yes/no) once the training has ended.

FROVIDER EMPLOYER

Customer Search Customer Detail
QOutcomes, Daisy SSN: *****9564 0S50S ID: NY016844003
<[ =] Achievement Objectives iyl Servics History | Enroliments | Gucomes | Empi. Outcomes | Trng. Outcomes | Commen| > ||
Detail Funding
Provider Name  Braathe Enterprises || teri| souce | obligated| Actual | oblig# |
Location Name  Braathe Enterprises ||:| | | | | | |
Provider ID | 82060 Offering ID| 131925

Flan. Start Date | ¥5./12/2024 Flan. End Date| 09/12/2025
Actual Start Date | 09./12/2024 Actual End Date

Completed Successfully W

Mext Contact Date
Program Service Type | [TATraining V|
Part Time Learn. Distance Learn. Total Funding[| | Add | £ | |
Pm-gram| v| Petition#|

Minimum Hours| | Number of Weeks RR Event # | v

0*Net Eneray Auditors ONet| || Incumbent Worker Training

naics| | NAICS

Provider Name Semnvice Mame Actual Start Datq Actual End Dat Program Svc Type

Braathe Enterprises Introduction to Project Management | 09/12/2024 | ITA-Training

Options | PrintList | Mew Service | Delete Service | Authorzation | IPA Service Summary | Tracking |
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Choose an appropriate Program Service Type. This will vary based on the service provided. If
you are recording an occupational skills training, select ITA-Training. If you are recording an On-
the-Job training, select Non-ITA Training. Other services will be recorded as either Basic Career

Services (for example, assessment or career guidance) or Individualized Career Services (for
example, work experience, individualized service strategy, supportive services).

Please note, if you are recording a youth service, Youth Services cannot be selected as the
Program Service Type unless funded with WIOA funds. If you are recording a youth service,
select the appropriate Achievement Objective from the Achievement Objective dropdown.

If you are recording a training service, select the O*Net Title which corresponds to the training.
You will also need to indicate if the training is part-time (yes/no) and if the training is offered
via distance learning (yes/no.)

Click the Save button.

FROVIDER EMPLOYER
Customer Search Customer Detail
Outcomes, Daisy SSN: =** 9564 0S50S ID: NY016844003
<[ = Achicvement Objectives [t Service History | Enroliments | Outcomes | EmpL. Outcomes | Trg. Outcomes | Commer > |>>
Detail Funding
Provider Name  Braathe Ertemises | Lever| souce | ovigated| Actual | obiig# |
Location Mame | Braathe Erterprises ||:| | | | | | |
Provider ID| 33060 Offering D 131525

Plan. Start Date|09/12/2024|  Plan. End Date| 09/12/2025]
Actual Start Date Actual End Date] |
Completed Successfully

MNext Contact Date | 01,/13/2025

Program Service Type | [TA-Training hd
Part Time Leam. Distance Leam. TotalFunding[| | add | = | |
v Petition#|
RR Event #| v |
O"Net Incumbent Worker Training
MAICS v
Provider Name Sermvice Name Actual Start Daty Actual End Dat Program Svc Type

Braathe Enterprises Introduction to Project Management 091272024 B ITA-Training

Options Print List New Service Delete Service | Authonzabon | IPA Service Summary | Tracking |

OSOS Guide - Renewable Energy Training Initiative -27 - 9/19/2024



>0

One-Stop Operating System

button.

PROVIDER

Customer Search Customer Detail

Outcomes, Daisy

Comp Assess

EMPLOYER STAFF
. Services L
0505 ID: NY016844003

SSN: ==***.9564

(<] <[Achievement Objectives [igpicill Service istory ] Enroliments | Outcomes | Empl Outcomes | Trg. Outcomes | Commer| > |>>]

HELP

JobZone

Next, you will attach the funding. Enter 1 into the Total Funding field. Then click the Add

Braathe Enterprises

Introduction to Project Management

— Detail — Funding
Provider Name | Braathe Enterprises R | Level | Source | Obligated| Actual | obiig# |
Location Name Braathe Enterprises | (] | | |
Provider ID 83060 Offering ID 131925
Plan. Start Date|09/12/2024|  Plan. End Date/09/12/2025|
Actual Start Date Actual End Date] |
Completed Successiully
Next Contact Date
Program Sefvice Typel ITA-Training Vl
Part Time Leam. Distance Leam. M Add | o | Do
Program| v| Petition #
MinimumHours| | NumberofWeeks RR Event #| v
©*Net| 47401101 || Eneray Audiors et | Incumbent Worker Training
NAICS | | | naics|
Provider Name Semvice Name Actual Start Daty Actual End Dat Program Svc Type

09122024

ITA-Training

< >
e e e e e | e e | P |
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The Funding Webpage Dialogue box will open.
Select the Renewable Energy Training Initiative funding.

Enter 1 in the Obligated Amount field. This will automatically populate the Obligated
Percentage field as $1.00 or 100.

Click OK.

PROVIDER EMPLOYER STAFF

HELP

JobZone

Links

Customer Search Customer Detail Comp Assess

Outcomes, Daisy SSN: == *9564 0S0S ID: NY016844003

] = Acm:ﬁ : e Sm‘;ry Enrollments | Outcomes Ermm_es Tm_r._q.(.‘ru_-t-c?ﬁs ﬁﬁﬂ
& Funding -- Webpage Dialog *

Actual | oblig# |
Funding | |
Level Funding Source Year Remaining MEGIContract/Grant # |
1 |wie WIOA Adult Local 2022 $999385.00
[ |wie WIOA Adult Local 2023 % 99993.00
1 |wie WIOA Adult Local 2024 % 100000.00
[ |wie WIOA Dislocated Worker Local 2022 % 89895.00
O |wie WIOA Dislocated Worker Local 2023 $99995.00
[ |wie WIOA Dislocated Worker Local 2024 % 89899.00
[1|wie Youth Statewide 15% 2022 $ 99999.00
1 |{wie Youth Statewide 15% 2023 % 100000.00
[1|wie Youth Statewide 15% 2024 $100000.00 v|
[ |wie Dislocated Worker Statewide 15% 2022 % 100000.00
O (wie Dislocated Worker Statewide 15% 2023 5 100000.00
L Dislocated Worker Statewide 15% 2024 % 100000.00 -
[1|wie Adult Statewide 15% 2022 §100000.00 Program Svc Type
1 |wie Adult Statewide 15% 2023 §100000.00
[1|wie Adult Statewide 15% 2024 §100000.00
[] |state DHP State Funded 2023 § 99934.00
[]|State PROWD First Step Act 2024 §100000.00
[] |state PROWD WIOA 2024 5 100000.00 h
Renewable Energy Training Initiative $ 100000.00
Obligated Amount /Rensselaer/Schenectady Countie I
OR Office| ALBANY | 0911212024 '
Obligated Percentage Region  Capital District
) o |
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The appropriate funding has now populated the Funding section.

Click Save at the bottom of the screen.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Seryices Ll
Outcomes, Daisy SSN: “** 9564  (0SOS ID: NY016844003
[<<] < | Achievement Objectives Jbie | Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commer| > [>>)
Detail Funding
Provider Mame | Braathe Entemprises ~ Level Source Obligated | Actual Oblig #

Location Name Braathe Enterprises wiB Renewable Ener $ 1.00 $ 0.00
Provider ID | 83060 Offering ID| 131925

Plan. Start Date| 09/12/2024]  Plan. End Date| 09/12/2025
Actual Start Date| 09/12/2024]  ActualEndDate] |

Completed Successfully
Next Contact Date
Program Service Type | T&Training v|
Part Time Learn. Distance Leamn. Total Funding [4gd | Edit | Detere
Program| v | Petition #
Minimum Hours| | Number of Weeks RR Event#| v|
O*Net Eneray Auditors ONet| | Incumbent Worker Training

nalcs| | NAICS

Introduction to Project Management 09122024 ITA-Training
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ENTERING THE SUPPORTIVE SERVICE

Staff use the Services window in OSOS to record the Supportive Services provided to the
customer. This is essentially entered the same way as a regular service, with some slight
variations.

To record a supportive service, first select the Services tab.

Then select the New Service button.

HELP

PROVIDER

Customer Search Customer Detail Comp Assess LT i JobZone
Outcomes, Daisy SSN: 9564 0505 ID: NYD163544003

NextGen

«z| = | Achievement Objectives
— Detail ~ Funding
SelﬁoeName| | | [Leve] | SOUNCE | OIJIigatedl ez | ) uplie ) |

Semice Desc. |
Semvice ID
Service Type |
Provider Name |
Location Name |
Provider ID Offering ID
Plan. StatDate] ~ Plan.EndDate]

Actual StatDate|  ActualEndDate] Total Funding] pdd | [ Edn | Datere]
Completed Successfully| Petition #
Next Contact Date | Waiver Reason | ve
Program Senice Type | RR Event# | Addl Assist []
PaTimeLeam.|  Distanceleam|  ~ IncumbentWorker Training |
| Provider Name | Service Name | Actual Start Dat{ Actual End Dat|  Program Sve Type
O] | | |

Al e I [EASEnnce STy, BEayments I Iracking I

OSOS Guide - Renewable Energy Training Initiative -31- 9/19/2024



>0

One-Stop Operating System

This navigates to the Provider module, Offering Search window, Quick Search tab. Select the
General Info tab.

CUSTOMER EMPLOYER STAFF HELP

Provide arch Provider Detail Offering Detail Links

General Info | .

Enter or paste
one or more
Offering IDs.
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Verify the correct WIB is selected.

Click the Service Type button to bring up a new webpage dialog box.

CUSTOMER EMPLOYER STAFF

der Detail Offering Detail Links

GQuick Search

& Service Type -- Webpage Dialog
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Select the corresponding Supportive Service Type being provided to the participant and click
OK.

CUSTOMER EMPLOYER STAFF HELP

Provider Searc Provider Detail Offering Detail Links

Quick Search List Search

&) Service Type -- Webpage Dialog
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Albany Career Central One 5

Quick Search List
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Once the Service Type is chosen, click Search.

EMPLOYER

Provider Search Provider Detail

Search

Supportive Services - Child Care| Albany Career C

STAFF HELP

Offering Detail Links

Boys & Girls Club of Schened

Supportive Services - Child Care | Adeline Wright G

City of Albany Dept. of Youth 2

Child Care Assistance

Headquarters

Equinox
Saint Anne Institute

Child Care istance

Child Care istance

OSOS Guide - Renewable Energy Training Initiative
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The search results will be presented at the bottom of the screen.

Select the appropriate supportive service that is being provided and click Schedule.

CUSTOMER EMPLOYER STAFF HELP
Provider Search Provider Detail ffering Searc Offering Detail Links NextGen
1-50f5 0B
[Quick Search Je S LB List Search | Cusiom|
Location Start Date Range
WIB |Nbany."Ren55ElaEl."Schenec V| City | | From | | To |
Provider Information

Provider Name | | semviceName| | Program| V|

Provider Status | Active

Service Type  Supportive Services - Child Care (Youth) Service Type

City of Albany Dept. of Youth § Child Care Assistance Headquarters
Equinox Child Care Assistance Headquarters
Saint Anne Institute Child Care Assistance Headguarters

Options Search | v Assignto List v | Clear | Deta | |Sd1en:h.ie|_
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This brings you to the Customer module, Services window, Services tab. Select the Supportive
Service using the check box in the far-left column.

Enter the following fields in the Detail section: Plan Start Date, Plan End Date, and Actual Start
Date. If the supportive service provided is ongoing, do not enter an Actual End Date until the
supportive service is complete. As a best practice, enter a Next Contact Date to follow-up. A
reminder will show up in your Staff Inbox when it's time to review the Supportive Service.

FROVIDER EMPLOYER

Customer Detail

Customer Search

Outcomes, Daisy SSN: **** 9564  0SOS ID: NY016844003
[<<] < | Achievement Objectives | lliecll] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen| > ||
Detail Funding
Service ID 142572 . | Level | source | Obligated | Actual | oblig# |
Service Type| Supportive Services - Child Care (Youth) (1] | | | | |

Provider Name  Boys & Gids Club of Schenectady
Location Mame Adeline Wright Graham Clubhouse
Provider ID | 83514 Offering 1D | 143128

Plan. Start Date|09/09/2024]  Plan. End Date| 06/06/2025
Actual Start Date|09/09/2024|  ActualEndDate| |
Completed Successfully hd

Mext Contact Date | 01/10/2025

Total Funding. | pdd | = | |

Program Service Type v Petion#|
PartTime Leamn.| Distance Learn.| RR Event# | v
Program | v| Incumbent Worker Training
Minimum Hours| | Number of Weeks v
| Provider Mame | Senice Name |A-::tual Start Dal{ Actual End Dali Program Svc Type
[]| Braathe Enterprises Introduction to Project Management 09M12/2024 [TA-Training

s & Girls Club of Schenectady Supportive Senvices - Child Care 09/05/2024

Options | Prntlist | New Serviee | Delete Servies | Authorzaton | IPA Sarvice Summary | Tracking |
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Choose an appropriate Program Service Type. For Supportive Services Individualized Career
Services will be used. As previously mentioned, Individualized Career Services would be used
for, work experience, individualized service strategy, supportive services, etc.

Click the Save button.

PROVIDER EMPLOYER STAFF
Customer Search Customer Detail Comp Assess . Services L
Outcomes, Daisy SSN: = ** 9564 OS50S ID: NY016544003
<] <[ Achievement Objectives |zt Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > |>>)
— Detail ~ Funding
Provider Name Boys & Girs Club of Schenectady | A | Level | Source | Obligated | Actual | Oblig # |
Location Name | Adeline Wright Graham Clubhouse | (] | | | | |
Provider ID 89514 Offering ID 143128
Plan. Start Date|09/09/2024|  Plan. End Date/ 06/06/2025
Actual Start Date|09/05/202¢|  ActualEndDate] |
Completed Successfully
Mext Contact Date | 01102025
Program Semvice Type | Individuabzed Carser Sarvicas
Part Time Learn. Distance Learn. Total Funding I:I Add | {=ti I LW |
e I —
Minimum Huursl:l Numberof'ﬂeelcs’i RR E'.'ent#| V|
0*Net| | | ot | v Incumbent Worker Training| V|
NAICS | [ | naics|
| Provider Name | Sermvice Name |Adua| Start Dal{ Actual End Dati Frogram Svc Type
[]| Braathe Enterprises Introduction to Project Management 09M2/2024 ITA-Training
s & Girl ub of Schenectady 5 - Child Care 09/092024 B Individualized Career 5
< >
Options | PrintList | Mew Service | Delete Service | Authorizaton | IPA Service Summary |  Paymern: | Tracking |
Save | Customes Detad| Comp Assess| Comments |
OSOS Guide - Renewable Energy Training Initiative -38-

9/19/2024




>0

One-Stop Operating System

Next, you will attach the funding. Enter 1 into the Total Funding field. Then click the Add
button.

PROVIDER

Customer Detail

EMPLOYER

Comp Assess
Outcomes, Daisy SSN: ****_9564

STAFF

HELP

JobZone

Customer Search

Links
0S50S ID: NY016844003

[<<] <[ Achievement Objectives |zl Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes ] Commen| > >

— Detail ~ Funding
Part Time Learn. | Distance Leam. | | Level | source | Obligated| Actual | oblig# |
Program| 2 ] | I |
Minimum Hoursl:l MNumber oiWeeksli
0*Net | | || )
NAICS | | | naics|
Min. Prog. Agreed | |
Achv. Objective | v
Staff Assigned DUPUIS, JESSICA | Change |+ |
WIE Assigned Albany/Rensselaer/Schenectady Cd Total Funding
Agenqr| Department of Labor | Change Petition #
Ofiice| ALBANY I RR Event#| V]
Orig. Obligation | Total Obligation $ 0.00 e T BT
Offering Cost| $100 | Actuatcost| |
| Provider Mame | Service Name |ﬂdual Start Dat{ Actual End Datl Program Svc Type
[1| Braathe Enterprises Introduction to Project Management 091212024 ITA-Training
Boys & Girls Club of Schenectady

Supportive Semvices - Child Care 09/09/2024

Individualized Career 54

< >
Options | PrintList | Mew Service | Delete Service | Authoization | IPA Service Summary |  Poymen: | Tracking |
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The Funding Webpage Dialogue box will open.

Select the Renewable Energy Training Initiative funding.

Enter 1 in the Obligated Amount field. This will automatically populate the Obligated
Percentage field as $1.00 or 100.

Click OK.
PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess . Services | Ll JobZone
Outcomes, Daisy SSN: == *.9564 0S0S ID: NY016844003
[<e] <] Achievement Objectives Jgbei ] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > 17|

Detail Funding
|Pa“T'me Learn. | Distance Leam. | { | Level | Source | Obligated| Actual | oblig# |

| sl = | | | | |
& Funding -- Webpage Dialog *
Funding
Level Funding Source Year Remaining MNEG/Contract/Grant # |

O |wie WIOA Adult Local 2022 $ 99985.00
1 |wie WIOA Adult Local 2023 $ 59993.00
1 |wie WIOA Adult Local 2024 % 100000.00
C1lwie WIOA Dislocated Waorker Local 2022 $ 99996.00
CTlwie WIOA Dislocated Worker Local 2023 5 99995.00
1wie 'WIOA Dislocated Worker Local 2024 $ 98959.00
1 |wie Youth Statewide 15% 2022 $99999.00
C1lwie Youth Statewide 15% 2023 % 100000.00
] |wie Youth Statewide 15% 2024 § 100000.00
[]|wie Dislocated Worker Statewide 15% 2022 § 100000.00 1| Frogram Svc Type
1wie Dislocated Worker Statewide 15% 2023 % 100000.00 I [TA-Training
1lwie Dislocated Worker Statewide 15% 2024 % 100000.00 Individualized Career S¢
C1lwie Adult Statewide 15% 2022 % 100000.00
1 |wie Adult Statewide 15% 2023 % 100000.00
1l |wie Adult Statewide 15% 2024 § 100000.00 >
[ |state DHF State Funded 2023 $99984.00
[ |state PROWD First Step Act 2024 % 100000.00 ,Jﬂ'
[ |state PROWD WIOA 2024 § 100000.00 I
WwiB Renewable Energy Training Initiative $ 9999900

- Search | 0911212024 '

Obligated Amount /Rensselaer/Schenectady Courtie
OR Office | ALBANY

Obligated Percentage Region Capital District
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The appropriate funding has now populated the Funding section.

Click Save at the bottom of the screen.

FROVIDER EMPLOYER
Customer Search Customer Detail

STAFF

HELP

Comp Assess

Links
SSN: *==*.9564 OS0S ID: NY016544003

[<<[ < [Achievement Objectives Jsdaz Service History| Enroliments | Outcomes [ Empl. Outcomes | Trng. Guicomes | Commer| > |>>]

JobZone
Outcomes, Daisy

r Detai : ~ Funding
Part Time Learn. | Distance Learn. | Level Source Obligated | Actual | oblig#
Pru-gram| ‘~v"|"".'I " - T
b |(WIB |[Eenewable Eneri 1.00 5 0.00
Minimum Hours| | Mumber of Weeks
D*Netl | | et I
NAICS | | | maics|
Min. Prog. Agreed | |
Achv. Objective | V|
Staff Assigned DUPUIS, JESSICA || Change |~ |
WIB Assigned  Abany.Rensselasr/Schenectady Cc Total Funding S 100 | Edit | Delete |
Agencﬂ Department of Labor | ot | Petition #l
Office| ALBANY | Office RR Event#| v
Orig. Obligation Total Obligation § 1.00

- Incumbent Worker Training
Offering (:usl Actual Cost Cliange |

| Provider Name | Senvice Name |Adual Start [:-at{ Actual End Da1| Program Svc Type
[1| Braathe Enterprises Intraduction to Project Management 09M12/2024 [TA-Training

Boys & Girls Club of Schenectady

Supportive Services - Child Care 09/09/2024 Individualized Career

{ >
Options | PrintList | Mew Service | Delete Service | Authodzaton | I1PA Service Summary |  Paymemts | Tracking |
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CLOSING A SERVICE

It is important that an Actual End Date is added to a service when the service has ended. This is
called closing the service. Funded services, other than Follow-Up Services, that remain open will
prevent a customer from exiting their enroliment.

To close an open service, navigate to the Customer module, Services window, Services tab.
Select the service that has ended and must be closed.

Enter the Actual End Date and select Completed Successfully (yes/no).

Click Save. The service is now closed.

PROVIDER HELP

EMPLOYER
Links

JobZone

Customer Detail

Customer Search Comp Assess

Outcomes, Daisy SSN: **** 9564  0SOS ID: NYD16344003
[<<] = | Achievement Objectives JEly4a ] Service History | Enrollments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen| > ||
Detail Funding
Senvice ID 128275 . |Leve|| Source |Ohligaled| Actual | Oblig # |
Senice Type Occupational Skills Training |C1|wie  |Renewable Ener$1.00  [$0.00 | |

Provider Mame  Braathe Erterprises
Location Mame Braathe Enterprises

Provider |D| 83060 Offering ID| 131925
Plan. Start Date| 09/12/2024 Plan. End Date| 09/12/2025

Actual End Date

Completed Successfully
Next Contact Date Total Funding ndd | = | |
Program Service T!rpe| [T Training Vl Fetition # Ii
Part Time Learn. Distance Learn. RR Event# v
Pm-gram| V| Incumbent Worker Training
Minimum Huursl:l Number of Weeks e
Provider Mame Sermnvice Name Actual Start Daty Actual End Dat Program Svc Type

Braathe Enterprises Introduction to Project Management 0922024 ITA-Training

Options | PrntList | New Sewvice | Delete Service | Authorzaton | IPA Service Summary | Payments | Tracking |
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OUTCOMES

Employment and training outcomes for local RETI participants must be recorded in the
Employment Outcomes and Training Outcomes tabs of OSOS.

Please note that if a participant is served solely under this initiative, the participants
will not be counted in local performance measures and information entered in these
tabs will not impact performance numbers. However, if the participant is co-enrolled
in WIOA, they will be included in all applicable local and state performance measures.
In this case, all outcome information must be entered per the WIOA Performance
Measures and Outcomes OSOS Guide.

TRAINING OUTCOMES

When a participant has successfully completed training, it must be noted in the Trng. Outcomes
tab in the Services window.

Click the Add Outcome button at the bottom of the screen.

PROVIDER EMPLOYER

Links

HELP

Customer Search Customer Detail Comp Assess JobZone

Outcomes, Daisy SSN: 9564 OS0S ID: NY0163844003
[<<] < Achievement Objectives | Services | Service History | Enroliments | Outcomes | Empl. Outcomes [ S by Commen = ||
Training/Education Created
GCale-gury| V|
Staff
0Type| V|
EnroliDate| | Completion Date| | Omce
@Attainment Status | b | BIE
Leads to Cred./Empl.
) Last Modified
Majur.me-gram| |
Degree/Cert./Cred. | Staff
Schoalﬂnstlute| | Office
Seeker Senice ID e —— Date
Type Schoollinstitute Enroll Date Attainment Status
- e T
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Enter the Category and Type of the Credential earned due to the completed training.
Enter the Enroll Date and the Completion Date of the training.

Enter the Attainment Status of "Completed - attained intended credential."

Enter the Certification Date, the Major/ Program, the Degree/Certificate/Credential obtained,
and the School/Institute which granted that credential.

Click Save.
PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess ervices Links JobZone
Outcomes, Daisy SSN: ==**_9564 0S0S ID: NY016844003
[<<] <] Achievement Obiectives | Services | Service History | Enroliments | Outcomes | Empl. Outcomes Jid Ao L] Commen > 22|
Training/Education Created
@Category| Oce Skills/Advanced Training
Staff
@Type| Occupationsl Skils Certficate v
Enroll Date| 09/12/2023 | Completion Date | 09/12/2024
@Attainment Status | Completed - attained intended credential V| Bl
@Cerification Date| 09/12/2024
Leads to Cred JEmpl. | Yes AL T =T
@Major/Program | Managment | Staff
GDegrm.fCe't..fCred.| Program Managment and Supervision | Office
@Schoolinstitute| SUNY | Date
Seeker Semvice ID Training Services
Type Schooliinstitute Enroll Date Attainment Status
Occupational Skills Cerdificate i '
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EMPLOYMENT OUTCOMES
When a participant obtains employment, this must be recorded in the Empl. Outcomes tab in
the Services window of OSOS.

Click the Add Outcome button at the bottom of the screen.

CUSTOMER

PROVIDER EMPLOYER ~ HELP

JobZone

ervices Links

Customer Detail

Customer Search Comp Assess

Outcomes, Daisy SSN: =™ 9564 0505 ID: NYD16844003
[<<[ < [Achicvement Objectives | Services | service history | Enroliments | Outcomes Ja il Trmo. Ouicomes | Commer| > |>>|
Employment
Characteristics
Type| v| estertpate] | Endpae[ | Training Related| V|
Employer EINAD @pl_wmgl - | Non—Tradliunal
Employer Name| | Hired By Layofi V|
nacs| | NAICS Lookug FCJLJob[ V|
. Work Based
Cly| |Slale| hd | lel | Training
0S50S Job IDI:' Exernal Job ID I:l Supenvisor | | Disaster Reliei
Seeker Semnvice D Employment Services ul Cuvered
ST | Fringe Benefits
Start Date Employer Name Employer EIN/ID MNAICS
i
- ek Oome || Outoome Dergls_|_ P Lin
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Required fields in this tab are Type and Start Date, but you should enter as much information
as is known about the employment.

Please note the Characteristics section at the right of the screen. If the employment is related
to training provided to the customer, remember to mark Training Related as Yes.

HELP
JobZone

PROVIDER EMPLOYER

Comp Assess
Outcomes, Daisy SSN: ***.**.9564

_&ﬁ Achievement Objectives m Service History m|w0ﬂm | Trng. Outcomes | Comi

Customer Search Customer Detail

OSOS ID: NY016844003

09/13/2024 SolarCity

Add Outcome |

NY010290972

Delete Outcome |

Outoome Detads | Print List

Other Scientific and Technical Consultin

~ Employment

9Type| Unsubsidzed Employment V| @Start Date[09/13/2024| EndDate| | —Tf;:::::::::g
- Non-Traditional| No /|
Employer EINAD| NY010230972 | Employer Lookug = | Hired By Layofl[vee |
Employer Name| SolarCity | | i

NAICS|54169 | Other Scientfic and Technical Consuling Services | NAICS Lookug P
Cily| Anytown ] State | New York v |Zip| 12345 | Training
0503ubD | Etemaliobio| |supentsor || DiasterRatet{ 1 V]
Seeker Semvice ID o Ul Covered
Audt| ManualWages | | Fringe Benefits

Start Date Employer Name Employer EINID NAICS

Sen
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When the participant wages are known, they must be entered into OSOS.

Click the Manual Wages button in the Employment Outcomes tab.

PROVIDER EMPLOYER STAFF

HELP

Customer Search Customer Detail Comp Assess Links JobZone

Outcomes, Daisy SSN: ==*_0564 QSO0S ID: NY016844003
[<2] ] Achievement Objectives | Services | Service History | Enroliments | Outcomes Jiep el i Trng. Outcomes | Commen > 1>
~ Employment
— ~ Characteristics ———
#Type| Unsubsidzed Employment V| @Start Date|09/13/2024| EndDate| | Training Related| ves |
SelfEmp Mon Tradlional
- o
= -
Employer EINAD| N1010230972 | Employer Lookug = | Hired By Layofl ves /|
Employer Name| SolarCity | oL Jub
MAICS| 54163 | Other Scientfic and Technical Consulting Services | MAICS Lookug| e s
Ci}l’l Anytown |Sta[e| New York W | Ziﬂ'l 12345 | Training
080SJobID[ | Extemaldobid| | Supenisor| | | Disaster Relief[no /|
Seeker Service D Il | o Employment Services | Ul Covered| ves V|
ﬂ Manual Wages | Fringe Benefits
Start Date Employer Name Emplayer EINAD MAICS

091 342024 SolarCity NY010290972 | Other Scientific and Technical Consulting Se
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This opens the Manual Wages webpage dialog.
Click Add to open up the fields.
Enter the date of the paycheck or wage earned.
Enter the Salary Unit, the Salary per Unit, and the Number of Units.

Click the Calculate button.
Click the OK button.

£ | Manual Wages -- Webpage Dialog

Manual Wages
Employer EINAD  NY010250972 Created
Employer Name  Sol
Py olarCty Staff | DUPUIS, JESSICA

MNAICS 54169 Other Scientific and Technical Consulting Services

@Wage Eamned Date-uﬁﬂamz-i Program Year 2023 | Qir 0 Ofiice| NVO959
Salary per Unit :
Last Modified
Number of Units| 4000/
7 | #Manual Wage Amount|  $1000.00| | Calcuste | Staff
9 Motes Office
Date

Attachment
Upload |

Motes

Wage Earned Datel Wage Amount

09/13/2024 $1000.00 |_

| PN

Date Modified

Remember to click Save at the bottom of the screen.

Add Outcome |  Delete Outoome | Outcome Datads |  Print List

- Save |C|.|su:u'nerDe'Iai_| EumpAsszss| Cunnent|
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found on the NYS
Department of Labor's website.

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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