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One-Stop Operating System Wrp v

OSOS Supervisory Information

OSOS user accounts require that supervisory staff be identified to use the functions
described below, which can be done at the time accounts are set up or added at a later date.
Supervisory staff persons who use OSOS must log into OSOS and click on Staff Detail.

Staff Inboxes

Supervisors can view staff inboxes of the OSOS users they supervise by clicking on the
drop-down at the bottom of the Inbox screen and then click on the View button.

Note: this is especially useful for monitoring customers once assigned to a staff
person who is no longer employed at the One Stop or using OSOS.

CUSTOMER PROVYIDER EMPLOYER HELP
Staff Detail Logout Preferences

[T Referrals In | Fund Approval m

Appointments and Reminders for Monday, June 18, 2007

[| StartDate | End Date | Start Time | End Time Mame Event Description
[T [09r07i2006 (090772006 [12:00am  [12:00am  |Training, Greenl0 Reminder ObjectivelSemvices review | =
[~ (090752006 (090772006 [12:00 am 12:00 am  |Wallstreet, Tomas Reminder Ohjective/Services review
[T |09/07i2006 (09072006 [12:00 am 12:00 am  |[TRAINING, BLIUETD Reminder Ohjective/Services review
[T |08/2942006 |08/29/2006 |12:00 am 12:00 am  |figueroa, wendelly Reminder Ohjective/Services review
[T |08/2942006 |08/29/2006 |12:00 am 12:00 am  |figueroa, wendelly Reminder Ohjective/Services review
[~ (090752006 (09072006 [12:00am  [12:00am  |wallstreet, Tomas Reminder ObjectivelSemvices review
[~ (090752006 (090772006 [12:00 am 12:00 am  |Wallstreet, Tomas Reminder Ohjective/Services review
[ (090752006 (090772006 [12:00 am 12:00 am  |doe, john Reminder Ohjective/Services review
[T |08/07i2006 |09/07/2006 |12:00 am 12:00 am  |[wWallstreet, Tomas Reminder Follow up |
[T |08/2142006 |08/31/2006 |12:00 am 12:00 am |figueroa, wendelly Reminder Fallow up
[T (08r3002006 (083002006 [12:00am  [12:00am  |figueroa, wendelly Reminder Foallow up
[~ (090752006 (090772006 [12:00 am 12:00 am  |Wallstreet, Tomas Reminder Follow up
[T [09/07/2006 |09/07/2006 [12:00 am |10 g ooE ve = ] |Reminder Follow up
[T [09/07i2006 (09072006 [(12:00am 1 DYE[i,B.&TI:H ] Reminder Follow up
I |oemzzo05 [08/m3iz005 [12:00 am |1 ggg«gmc“. Remindar Follow up
anversion, SBS -
[~ (09r0342005 [09/032005 [12:00 1 DYCD Carvversion, DYCD “Eeminder Fallow up
[T (09r0342005 [09/0372005 [12:00 1 CDWEHiDﬂ,Suka minder Foallow up
™ |09/02i2005 |09/03/2005 |12:00 7] [ minder Follow up ~|
Testd, MYC Bh it

Testq, WYC
M alinak, Applel ack

Testy MNYC

Yiew I Return to Supervizar Lists I

Save I Refresh |

To update the currently logged in user’s Inbox, click on the Refresh button to the left of the
drop-down list. To quickly return to your own listed information, click the Return to
Supervisor Lists button.
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Referrals In Tab

The Referrals In tab is where an electronic Interagency Referral is received and accepted or
denied, and assigned to a staff member for follow-up.

Electronic Interagency Referral is a function of OSOS, which requires the designation of a
supervisory recipient in each office. Adjustments to staff accounts may have to occur for the
functionality to work appropriately.

It is strongly recommended that local areas that plan to use the Interagency Referral function
develop a local strategy and agreement about how it will be used.

The following graphic shows a number of interagency referrals in the Referrals In box. The
columns display the Date, the Referred From office, the OSOS ID number of the customer,
the customers’ Name, the Reason for Referral, and the Outcomes, all of which can be sorted
by clicking on the gray column headings.

CUSTOMER PROYIDER EMPLOYER

Preferences

Logout

Reason for Referral Qutcome

Wewhrg 4h 24 alinak, Haby elp. Denied
[T (101562003 |LABOR PLAMMNING CGEN[MYOO0083438 [MC Veteran, Eleven Training for computer skills Active
[T [10/M1562003 |LABGR PLAMMIMNG CEN[MYOOO0240088 [MC Veteran, Eight cdla Active
[T 10iM5/2003 |LABOR PLANMING CEM[MNYO000084002 |MC Vet2, Eleven Explore funding for education. Active
[T 10162003 |LABOR PLANMING CEM|MYOO0084002 |MC Vet2, Eleven Cibtain infarmation on education, finar Active
[ [01/16/2004 |LABOR PLAMMIMNG CEMIMYO001058548 |Stabhenow, Dana test Active
[ (081252004 WA Central Security UnifNYO00063926 [Malinak, Caddyshack hecause Active
[T (011002008 |Middletown Career Cent|MYOD0086112 |Tester, Cole testing the system Active
[ [02r09r2008 |OREONTA MNYOO006E0T45 (BRISETTE, PETER TESTING. Denied
[ (031752005 |LABOR PLANMIMNG CEMIMNYO00064990 |WETERAMNT, JOSE Dislocated Active
[ (0352452005 |ALBANY MYOO0063893 [Master, Mac testing. Active
[T (11720058 |LOCKPORT MY000103952 (el Firda, Otto test3.5.02 Active
[T (021772008 |Newhorgh Career CentgNY000145783  [Bird1, Tweetyl to moshe Active
[T [02:2712006 |Mewhuorgh DoES MYOOO0145783 (Bird1, Tweetyl to moshe Active

Lo
Staff Assignment | sssign | Detail | Print]  Customer Detail |
EI Hefreshl | ;I \r"iewl et ko Supernson Lt |
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To accept or deny a referral, click on the check box next to the customer and click on Detail.

CUSTOMER

Logout

PROYIDER

inbos JL2 LT Fund Approval [ Test one |

EMPLOYER

Preferences

[—

H Date Refarred From Q505 1D Mame Reasaon far Referral Outcame |
[T 0372003 |Mewbuorgh Career Centd NYOOO046245 |Malinak, Bahy Meeds real help. Denied
[T (1001152003 |LABOR PLAMMING CEMMNYOOD023438 |MNC Veteran, Eleven Training far camputer skills Artive
[T (101152003 [LABOR PLANMING CENMYOOO024098 |NC Yeteran, Eight cdla Active
[~ 10M52003 [LABOR PLANMING CEMN[MYOOO084002 |MNC Vet2, Elaven Explore funding for education. Active
[T [10M 62003 |LABOR PLAMMING CEMN[MNYDOD084002 [MC Wet2, Eleven Ohtain infarmation an education, finan Active
[T |01/ 62004 [LABOR PLANMING CENMYO00105558 |Stabenow, Dana test Active
e V2T 212004 WA Central Security UnijNY000063926 |Malinak, Caddyshack hecause Assigned
E 01r10r2008 |Middletown Career Cent Tester, Cole testing the systemn Artive
0209720045 (OMEOMTA MY000060745 |BRISETTE, PETER TESTIMNG. Denied
[ |03 712008 [LABOR PLANMING CEMMYOOO064990 |VETERAMT, JOSE Diglocated Active
[ 0352412005 |ALBANY MYO000R3853 |Master, Mac testing. Active
[T (1111712006 |LOCKPORT MY000103952 | el Firda, Otto test 3.5.02 Active
[T |02 712006 |Mewhurgh Career Centg WYO001 45783 |Bird1, Tweetyl to maoshe Active
[~ |02i2712006 |Mewburgh DoES MYO0O00145783 |Bird1, Tweetyl to mashe Active
Staff Assignment | | Aassign Customer Detail |
§ave| Hefleshl I =l \-"iewl et to Supenisar sts I
The Interagency Referral detail information will be displayed.
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Staff Detail

fmm Referrals In m

Date Ref

03/0772003 |Mewhbur
10M45/2003 [LABOR
10M5/2003 [LABOR
10/15/2003 |LABOR
10/16/2003 |LABOR
0111672004 [LABOR

WA Cen
0111072005 (Middletc
0210972005 |OMEOM
0311712005 |LABOR
0372472005 |ALBAMNY
1117720045 [LOCKPT
021772006 (Mewhbur
0212772006 |Mewhbur

| o | |

rm

IStaﬁ: vamdalkenburg, Pa

Inter-Agency Referral -- Web Page Dialog x|
Inter-Agency Referral
SSN 0505 1D
Last Marmie | Malinak | p— F— |
First| Caddyshack | Ml Denied |
Referral Date Date of Birth il Active
FPhane |:| Active
Address | 22 Countryciub Drive | ation. Active
| | ducation, finan Active
City| Bushwood | Active
State | Mew Yark | Zip T
Referring Staff| Vanialkenburg, Pat | Denied
Referring Agencﬂ Department of Labor | Artive
Referting Office | WlA Central Security Uit | Active
Phone | el | Active
Destination Agencﬂ Orange County wWisE | ACWE
Active

Destination Office | Mewburgh Career Center |

AppointrentDate| | appointmentTime| |

Reason Referred p.canse :I
@Referral Outcumel "I

&Iml Cancel |

curity: Delate |0512312IJD? I

The referral must be accepted or denied by clicking on the Referral Outcome drop-down
field. If the referral is being denied, a reason must be included in the text field below the
Referral Outcome drop-down field. Once the choice is made, click on the OK button.

@Referral Qutcome =]

Accepted
Denied

I:Ikl F'rintl Eann:ell
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The Referrals In box is also where the electronic notices get displayed indicating customers
who were referred by someone in the office of the logged-in supervisor, and denied by the
destination office. Click on the inbox item to highlight and then the Detail button to see the
Inter-Agency Referral details.

CUSTOMER PROVIDER EMPLOYER HELP
Staff Detail Logout Preferences
m Referrals In W
- et /4§ Inter-Agency Referral - Web Page Dialog | farral BT
S5M | 999-93-7692 CE0E D NY00e7 27093
Last Narne | Malinak |
First| Sluggo | il
Referral Date | 10/23/2003 Ciate of Birth | 02,/02/1585
Phone | 518-457-6586
Address | 123 Fourth Street |
Citgf| Ogwego |
State | Mew Yark | Fip | 12240

Referring Staff| Van Valkenburg, Pat |
Referting Agencﬂ Department of Labor |
Refarting Office | WA Central Security Uni |
Phone | B |
Destination Agencﬂ Department of Labor |
Destination Office | wia Central Security Uit |

AppnintmentDate: AppointmentTime: j

Feason Referred HNeeds help ;I

-

Referral Qutcome | Denied
I don't like to work. ;I

IStaﬁ:VanVaIkenburg, P& curity: Delete |DSIESIEDD? I

Fri | Caticel

To delete a denied Inter-Agency Referral, on the Referrals In tab, click on the denied referral
to highlight the entry. Click the Detail button at the bottom of the Referrals In page. The
Inter-Agency Referral pop-up window will appear. Click the Delete button on the bottom of
the Inter-Agency Referral popup window. The referral will be deleted and the pop-up window
will close. Click the Save button at the bottom of the screen.

OSOS Supervisory Information 5 10/18/2007




Assignment of Incoming Referral

An incoming referred customer can be assigned to a specific staff person by clicking on the
customer to highlight, and then clicking on the Staff Assignment drop-down field.

CUSTOMER PROVIDER EMPLOYER HELP
Staff Detail Logout Preferences
B —
inbox Ju L UL Find Approval | Test One |

Date Referred From QOS05 1D Marme Reason for Referral Outcnmel
Q30772003 [Mewhargh Career Cente WY0O00046245 [Malinak, Baty Meeds real help. Denied j
10M 872003 [LABOR PLARMIMG CEMIMYO00033438 (MO Yeteran, Eleven Training far camputer skills Active
100152003 |LABOR PLANMIMG CEMNYD00084098 |MC Veteran, Eight cdla Active
10M 872003 [LABOR PLARMIMG CEM|RYO000234002 MO Yet2, Eleven Explare funding for education. Active
10M 672003 [LABOR PLARMIMG CEM|MYO000234002 (MO Yet2, Eleven Cibtain information on educatian, finan Active
014162004 |LABOR PLAMMIMNG CEM[MY000105558 test Active

Stabenow, Dana

{3 o

081 272004 [WwlA Central Security Uni|kYOOOOE 6 [Malinak, Caddwshack  |hecause

0111072005 |Middletown Career Cent|NY000086112 |Tester, Cole testing the system Active
0200972005 |OMNEONTA MNYO000E0745 |BRISETTE, PETER TESTIMG. Denied
0311712005 |LABOR PLANMIMG CEMN/NY0000E4590 |VETERANT, JOSE Dislocated Active
0342452005 |ALBAMNY MNYOOO0E3893 |Master, Mac testing. Active
1111752005 |LOCKPORT MY0001034952 |el Firda, Otto test 3.5.02 Active
02772006 |Mewburgh Career Cente NY000144783 |Bird1, Tweetyl to moshe Active
022772006 |Mewburgh DoES MY000145783 |Bird1, Tweetyl to moshe Active

=
DetaiII F'rintI Cuztomer Detail I
Test], NYC
Test2, NYC
Testd, NYC
Savel efled Testd. MYC \-"iewl et o Supenyizarn Lists I
IStaff: vanialkenburg, Pafe——— o g;}SEPé.ETAEI-EI:H | | security: Delete | 0572902007 I

SBS Convergion, SBS
DYED Corveersion, DvCD
Corversion, Suffolk

Testh, MY

After the appropriate staff person is chosen from the drop-down, click on the Assign button,
and then click on the Save button. The customer will then electronically display in the
assigned staff persons Referrals In box either at login or when their staff inbox is refreshed.
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