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PURPOSE

This guide is intended to help staff understand how to perform and customize a customer
search in OSOS. It will cover:

e Using, customizing and saving Search Options
e Searching in the Quick Search tab
e Searching in each of the Customer Search tabs
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BACKGROUND INFORMATION

To complete their assigned job duties, staff will often need to search for a customer record or
records within OSOS.

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.

Customer PROVIDER EMPLOYER

Customer Search [RLlLEEss
2] < Je Sl General Info] Education | Job Criteria] Text Search| Geographic | Activities | Programs | List search QS Q-RELT
~ Customer SSN -~ Customeri
Enter or pa3te cne or Enter cr pa3te cne or
more S5Na. more Customer IDs. Partial SSNI:I
LastMame| |
FirstName| |
Middle Initial| |
BithDate] |
Usemame| |
Email Exists| V|
More | ore | Email| |
| ososib | vet | status | Seeker Name | cusa|cuss | wioa | wsio | Tan | wx
[ | | | | | | | |
£ >
Omiunsl Search I'I (_Z'IEHI :E:':_I.;E_:’.::_EI I el ey 1 | IZ:E:'.'E::-'I :e‘E'I.;:: I ::.;IZ:“"e’:E ::"ez::':lilﬁl
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SEARCH OPTIONS

Before conducting a search, staff should customize their search options.

The gray title bar in the Customer Search window shows what information about the
customer(s) will be displayed in the initial search results. However, the default settings on this
bar may not be relevant to every staff member's job duties. Customizing the fields on this bar
helps ensure that the search results are displayed in a way that is efficient and helpful for staff.

To access the search options, click on the Options button at the bottom left of the screen.

PROVIDER EMPLOYER

Customer Detail Comp Assess

<] < [E RS el Ceneral nfo | Education | Job Criteria] Text Search] Geographic | Activitics | Programs | List Search | feports | > -]
~ Customer SN ~ Customerid
Enter or paste cne or Enter or paste one or
more 55H3. more Customer IDs. Partial SSNI:I
Last Name| |
First Name| |
Middle Initial| |
BithDate |
Usemame| |
Email Exists| |
Email|

‘ Vet Seeker Name cmsA | cwss | wioa wsio TAA Title Bar
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The Customer Search Result Columns pop-up window displays all the fields that can be added

to the title bar. These fields can be selected or de-selected by clicking on the checkbox next to
them.

The number to the right of the field name indicates the order in which the fields will be
displayed on the title bar. Staff can change this order by manually re-numbering the selected
fields or by clicking and dragging the sections in the gray preview title bar at the bottom of the

pop-up.
a Customer Searchmumns -- Webpage Dialog p—— .?..

Result Columns

--Customer ldentification-- [Jcounty [IRegistered [l Learning ["]Rotating Shift
[¥]ososID 1 wv|[]Country [[] Modify Time [C] Chronic Health -Employment Objective—-
[Jssn [Imetro [ origin FEC':::':;:L‘;;”P‘:‘ag;ﬁ:;”s":mces [ Empl. Objective

[lindividual With A Disability
[[Jusername [ Latitiude ["] origination Method Received Financial Capability/ | [_| Desired Job Title
Weset Development Services

[+] seeker Name 4 | [Longitude [ claimant -Military / Selective Service-- | [[] Add' Skills Text
[ILast Name [CIPhone [IProfiled [[]senice Veteran [ No Work Hist Info Provided
[“]First Name et [[]Profiled Date [[]vet status [“INo School Info Provided
CIm ] ait. Phone []Long Term Unemployed [[Jveteran Era [N Lic/Cert Info Provided
[v]vet 2 v [ Ext [Junderemployed [l senice From [[IMo Prof Assoc Info Provided
[]83M Mot Provided [JFax [Jinternet Resume [[]senice Thru —Drivers License—
[+] status 3 V[ ]Email [l confidential [l current Housing [ Driver Flag
[]Job Seeker [JurRL —Programs-- [l current Housing (2) [License Class
I Portfolio Level [Jat URL []Lower Living Flag [ senice Disability [License State
[] Gender —Contact Preferences— | [ ]Income 70% LLSIL [l campaign Veteran [ Air Brakes
[] Date of Birth [Juse Postal [ Local Priority [lin Country [[1school Bus
[ Mon-Semvice Event Type [[Juse Pri. Phone [“Imigrant/ Seas Wkr [CType [ motorcycle

--Program Participations-- [Juse At Phone [Imigrant Class [[IBranch [ DoublesTriples
[vIwioa 7 “|[Juse Fax [C1Empl. in Farmwaork [ other Barriers to Employment? | [ Haz Materials
[IRpt Indiv [Juse Email ] Farmwk Threshold [ selective Senvice? [l Pass Transport
ADDW/RR/Yth 8 v —Citizenship-- [“1Farmwork Type []selective Senvice # [[ITank venicle
It [Ju.s. citizen [CIHigh Poverty Area --Employment Preferences— | [ | Tank Hazard
CITAA [JAlien Reg # [1BearTracks Software Version | [ Work Week
Cix [CIPermanent [[]Tribal Code [ Duration
[ other wioa ] Expires [IHVRP Grantee [ salary
[ ] state-Defined —-Education | Employment-- --Disability Information-- [ ] Pay Unit

—Contact Information-—- [JEducation Level ["] Disability Status [IMorm. Salary
[ | Address 1 [Ischool Status [ |Hearing [ Date Available
[] Address 2 [ Employment Status [[vision [ First Shift
ity -Customer Assignment- | [ | Mental [[]second shift
[ state [¥] staff Assigned 6 V| mobility ["] Third Shift
[]2IP Code Office 5 ¥|[]cCognitive/iDD [[]split Shift
030s1D Vet | Status Seeker Name PreVieW Title Bar
<
Setas My Defaults [ | Save | Cancel Show My Defaults | Show System Defaults
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[ ]chronic Health

[ individual With A Disability
Received Benefit Planning Services
[ individual With A Disability

Received Financial Capability /
Asset Development Senices

--Military / Selective Service--
[ | semice veteran
[Ivet Status
[Jveteran Era
[] semwice From

—-Employment Objective—
Empl. Objective

[]Desired Job Title

[] Add1 Skills Text

[ Mo work Hist Info Provided
[Ino School Info Provided
[INo Lic/Cert Info Provided

[ 1Mo Prof Assoc Info Provided

[ | semice Thru

[l current Housing

["Jcurrent Housing (2)

[[] semvice Disability

[] Campaign Veteran

[1in country

[ IType

[JBranch

[ ] other Barriers to Employment?
[ | selective Semice?

[ | selective Semvice #
-—-Employment Preferences--
[+ work Week 8 W
Duration 7 v

[ | salary

[JPay Unit

[ INorm. Salary
[ | Date Available
[ IFirst Shift

[[] second shift
] Third Shift

[ split Shift

--Drivers License--
Driver Flag
[License Class
[JLicense State
[ Air Brakes
[|school Bus
[Imotorcycle
[] DoublesTriples
[THaz Materials
[ 1Pass Transport
[ ]Tank venhicle
[_|Tank Hazard

Helpful fields that staff should consider including in their search results are:
0OSOS ID, Seeker Name, Status, Vet, Date of Birth, Address, City and Zip Code.

Seeker Name and Date of Birth are both important fields to include, as staff can use
this information to easily identify potential duplicate OSOS records.

However, staff should consider their assigned job duties and select fields which will best assist
them in efficiently identifying customers in the context of their work assignments.

For example, a staff member who routinely matches customers to job orders might want to
display fields from Employment Preferences, Employment Objective, or Driver's License to
help them quickly identify customers who match the job order specifications.

A staff member working primarily with veteran customers may wish to include fields from the
Military/Selective Service section.

--Military | Selective Service--
[ |semice Veteran
(v| Vet Status 4 W
[ |veteran Era
[ |Service From
[ |semice Thru
[l current Housing
[ current Haousing (2)
[ | service Disability

[ lcam paign Veteran

[ ]In Country

[ | Type

Branch 5 W

Other Barriers to Employment?

6V
[ | selective Semvice?
[ ] Selective Service #
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To further customize how the search results will be displayed, click on the Sort Options tab.
This tab is used to determine how the search results will be ordered when they display.

The option selected from the drop-down menu in the First data field will be the initial criteria
used to sort and display search results. The selection from the drop-down menu by the Second
data field will be used to further break down the results. The subsequent drop-down menus will
continue to further define how the search results are ordered.

Checking the Ascending or Descending buttons will determine if the results will be listed in
alphabetic (ascending) order or in reverse-alphabetical (descending) order.

@ Customer Search Result Columns — page Dialog | —— - ' -

[Resuit Columns) sortoptions €L SOr't Options

Sort Order

First () Ascending (® Descending
Second ® Ascending ) Descending
Third (® Ascending () Descending
Fourth ® Ascending ) Descending
Fifth (® Ascending () Descending
Sixth () Ascending (® Descending

i 100 ] Qeslﬂts per Page
_—

In the example above, Vet has been selected in the First data field. Accordingly, OSOS will
initially sort the search results based on whether or not the customer is a veteran.

Note that the Descending button is selected. This means the results will be displayed in
reverse-alphabetical order. Because Yes is alphabetically after No, OSOS will list all the
customers with the Veteran field marked as Yes before the customers with the Veteran field
marked as No.

Seeker Name is selected in the Second data field. This means that after the customers have
been sorted as veteran or non-veteran, they will be sorted within those two groups based on
their full name. Because the Ascending button is selected, the names will be displayed in
alphabetical order.

The resulting search will show veterans listed by name in alphabetical order, followed by non-
veterans listed by name in alphabetical order.

Additionally, staff can use the Results Per Page drop-down menu to set how many results can
be returned in a single screen.
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Once staff has selected the fields and the display order that will be the most useful to them,
they should save the settings.

Click the Set As My Default checkbox and then click the Save button.

This will ensure that these settings will remain as the default settings used each time
that staff member runs a customer search in OSOS. These settings can be changed at
any time, either to alter the defaults or to run a single search.

Sort Options

<]
HAN
[]

LI O DI & L O L el L []
oo O L]

Hi RN NN NN
HiE N AN NN NN N HE E NN []

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

@
<
HE RN N NN

o
<

Set as My Defaults
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QUICK SEARCH

Once the search options have been customized, a customer search can be performed. A
customer search is most commonly performed from the Quick Search tab in the Customer
Search window.

SEARCHING BY NAME
Staff may search for a customer record by full or partial name. Enter as much information as is
known into 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. For
more information, please see Identifying and Reporting Duplicate Records.

PROVIDER EMPLOYER

Links JobZone

Customer Detail

Comp Assess

éﬁ Quick Search o)) m Job Criteria | Text Search Programs | List Search [ Reports

-~ Customer SSN - ~ Customer ID

ssnil ] o1 ]
Enter or paste one or Enter or paste one or
more 55Na. more Customer IDs.

Partial SSN| |

Last Narne| smith |

Name
data fields

First Narne| jane |

Middle Initial| |

BithDate| |
Usemame| |
Email Exists| V|

™ ™ Email |
| ososio | Seeker Name | vet | poe | City | status |
] | || | | |

< >

Opﬁunsl Search Seal‘ch _3’.2:_35 I ikefe] e € I I::z: '.":::-'I :;_:e'l ot I ::.;I s ::"ez::':lilﬁl
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Customer Search

Smith, Jane

PROVIDER

EMPLOYER STAFF

Customer Detail RS

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.

JobZone

SSN | 5 m @Job Seeker
@Usemame | testsmith123 | @Passwaord| password | Mesge | — Education & Employment —————
@Last Name| Smith | aFirst Name | Jane i @Education Level
Date of Birth| 06/01/1380 | @Gender @Portfolio L. | JobZone Adutt | ||| HS + 2 yr Associstes Degres v|
@Address| 123 Main Street | @School Status
| | A1 | Mot Attending School; Secondary Scho V|
SCity| Abany | state | Nev vork V]ezip[1220 | ||| SEmeLoymentStatis
County| Albany ~| Country| United States ~| Metro| V| [ ot Emplyed V]
Phone | 5135555555 |Ext | | Al Bt | Fax ||| underempioyea| |
Email | janesmith @test edu |
URL| | — @«Contact Preferences
JUS Gitar UsePostal [ Fax
Pri. Phone  [] Email
Enrcliments |JZR32||lanager|:| Add 1o Case Load | [] Alt. Phone Resume Contact Info
— Customer Assignment
Staff Assigned| || [Change [ =] Registered| 03/08/2017
WIB Assigned  Albany/Rensselaer/Schenectady Counties Origin| Staff
Agency| Departmert of Labor | Chmgel Profiled
Office| ALEANY | _ Office Profiled Date
ul {}Iajmanl| V| Internet Resume [_| Confidential [
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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.

Clicking on any column in the gray title bar will re-sort the results based on that field.

PROVIDER EMPLOYER
Customer Detail Comp Assess Links JobZone
1-20f2 ®®
=] <[RSS General nfo ] Education | Job Criteria] Text Search | Geographic | Actvitics | Programs | List Search | Reports ] - -]
~ Customer SN/ ~ Customerid
Enter or paste one or
more 55Ns. Partial SSNI:I
Last Name | smith |
First Name | jzn= |
Middle Initial| |
BithDate[ |
Username| |
Email Exists| |
e e % Title I;aﬂ
[} O0sosID Seeker Name Vet DoB Office 5 I
[]| WY011664134 | Smith, Jane Mo | 11M5M971 | PATCHOGUE Active | 4
[]| NYD11668521 | Smith, Jane M Mo | 06/01/1880 | TROY Active
< >
s R T e Pt S P et T [iiai e T [ [e2aas [ Tl 7

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 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.

i select All Results FrName Vet || Dbos City Status
O I " ’ | Mo 11151971 | Patchogue Active L
]| Nv01ME8521 | Smith, Jane M No | 0B/01/1380 | Albany Active
L4 >
Op‘tiunsl Search I'I (_JEHI [Jetar Detail ':_I IZ:: =':-'| :="e'|.;:' I ::—I C = (SGTESE 'I :ll'_lewl
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identify potential duplicate records.

PROVIDER

Customer Search

EMPLOYER

Comp Assess

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

STAFF

Services

Career/one

Smith, Jane
— Customer Data :
@ S5N | @Status -JobSeeker * Sihnic flentage & Rece I
nUsemame| testsmith 123 | lPasswo{dl password | Marge I — Education & Employment
@lLast Name| Smith | @First Namel Jane |M| I:I @Education Level
@Date of Birth | 06/01/1980 | @Gender wPortfolio Lvl.| JobZone Adut | | |15 + 2 yr Acsocistes Degree v
@Address| 123 Main Street | @5chool Status
| | |11 | Not Attending Schosl; Secondary Scho V|
City| Abany | astate | New Vork v]ezip[12208 | JELLLE s
County| Albzny “| country| United States v| metra| V| [ Not Employed v|
Phone| 5185556555 | Ext| | Al| e[ | Faxl | ||| underempioyea V|
Email|janesrn'rth@est.edu | Vv ong lerm Unemployed
URL| | — @Contact Preferences
JUS Citizen UsePostal [ ] Fax
Pri. Phone  [_| Email
Envoliments | JZ/CZ Manager [ | Add o Case Load | [] Alt. Phone  Resume Contact Info
— Customer Assignment
Staff Assigned| || [Change | = | Registered| 03/08/2017 |
WIB Assigned Abany/Rensselaer/Schenectady Courties Origin| Staff
Agency| Departmert of Labor | Chmgel Profiled
Office| ALEANY | _ Office Profiled Date
ul {}Iajmanl| V| el Szmuen faeed Internet Resume [ | Confidential [

reviewed later in this guide.

If the search yields too many customers for staff to reasonably review, additional
search criteria should be used. This can be a done in a variety of ways and will be
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SEARCHING BY SOCIAL SECURITY NUMBER OR CUSTOMER NY ID NUMBER
If the customer's full social security number or NY ID number is known, it can be entered in the
Quick Search tab to find the customer record.

This should not be done the first time staff is searching for a customer record. It may
be done subsequently, after a name search has already been performed to check for
duplicate records.

To search by social security number, enter the entire number in the SSN 1 data field within the
Customer SSN section. Do not include dashes.

To search by ID number, enter the customer's NY ID number in the ID 1 data field within the
Customer ID box. It is not necessary to include "NY" at the beginning of the number.

Click the Search button at the bottom of the screen or press the Enter button on the keyboard.

If only one ID number has been entered, OSOS will display the customer's record.

PROVIDER EMPLOYER

| Customer Search €. Customer Search P Links JobZone

(R T E Qo TTT oo I -riteria] vexi Search] Geoaraphic| Activities List Search Reports | > 2]
Customer 55N 1 ~ Customer ID
I SSN  >ssnt| | D1
v Enter cr paste one or Enter cor paste one or
more 35N3. more Customer IDs. Partial SSNI:I
La.stName| |
FirstName| |
Middle Initial| |
BithDate[ |
Usemame| |
Email Exsts| V|
Mose | ™ Email| |
| ososp | Seeker Name | vet | poB | city | staws |
O] | || | | |
£ >
Optics I Search searCh fh, ir _5! I Aefe] ie :_I I::_=' ":':'I :e"=_'| Lot I /=0 I OIS ::"=_5_':':| “ | Hew
- i =
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To pull up a list of customers, additional social security numbers or NY ID numbers can be typed
into the large data windows in the Customer SSN or Customer ID section.

PROVIDER EMPLOYER

Comp Assess

STAFF

Services Links JobZone

Actrviies | Programs | List Search | Reporis | > | ==

Enter or paste one or
more S55Ns.

Partialssn| |

Last Name| |
FIslName| |
Middle Initial| |
Brnoate |
Usemame| |
Email Exists

Email |

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.

Searching for customers using more than ocne of the fellowing fields is not allowed:
Customer 55N, Customer ID, Username or Email
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narrow down search results.

a common practice.

After search criteria has been entered,

PROVIDER

Customer Search Customer Detail

ADDITIONAL SEARCH CRITERIA IN THE QUICK SEARCH TAB

Staff may know more than just the name of the customer they are searching for. Entering
additional information in the Quick Search tab can help narrow down search results.

Birth date, email and partial social security number are all information commonly used to help

A partial social security number can be entered in the Partial SSN field, but staff
should be aware that using this as a search criteria will prevent them from identifying
a duplicate record associated with the same customer. Accordingly, this should not be

Each data field can be used by itself in a single criteria search. Information can be entered in
more than one data field to narrow the search and provide one inclusive set of results.

click the Search button to view the result(s).

EMPLOYER

Comp Assess Services Links JobZone

<] < L ] General Info | Education | Job Criteria] Text Search | Geographic | Activities | Programs | List Search)

Reports

— Customer SSN — Customer 1D

Enter or paste one or Enter or

moze 33Ns. mere Custh partial SSN Partial SSN| 1111 |
La.stName| |
FirstName| |
Middle Initial| |

I Birth Date Birth Date[ 01/01/1981 |

Usemame| |
Email Exists| V]

e Email Address Email| you@example com |
| ososib | Seeker Name | vet | pos | City | status |
O] | | | | |

€ >
sellnk Search Vol e ] o | ] el

N
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SEARCHING IN THE CUSTOMER SEARCH TABS

The other tabs in the Customer Search window can be used in conjunction with the data fields
in the Quick Search tab to narrow down broad search results. They can also be used in
conjunction with each other to perform more detailed searches.

These tabs are especially useful when staff wish to create a list of customer records
all meeting specific criteria, such as customers being served by a certain office or
working with a specific staff member.

The Search button can be clicked from any Customer Search tab to perform a search. If
information has been inputted in more than one tab, the data from multiple tabs will be
combined in a single search.

If the other tabs are left blank, the data fields in any tab can be used to run an independent
search.

PROVIDER EMPLOYER

mp AsSsess Links Jobfone

@ ﬂ Quick Search ReEuElEllL G m Job Criteria | Text Search List Search | Report=

Registered From
Staff Assi d -
ME_L :E;e : |Cha£;||—| Modified From | | Thru| |
signe: ce
e - PoroioLovl | memetresume| V|
Self Svc Acct Type | v|
Customer Status | hd | Origin | hd |
JZICZ Spec User | v
— Enroliments ~ Funding
Fund| hd
F'rograrn| Vl From | |'I'hru | |
Enr Status| | StafAssistea] v And @ oOr ) And () Or
From | | Thru | Fund | v
From| |Thru| |
| ososp | Seeker Name | vet | poB | City | status |
O] | || | | |
< >
Options Search SearCh fean ':_EI I Aele] i :_I IZ:E"";':'I :=_"E'I et I ::—'I ST ::"ez::':l_:I Llewl
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SEARCHING IN THE GENERAL INFO TAB

PROVIDER EMPLOYER

Customer Detail Comp Assess

This tab allows staff to perform customer searches using less specific information.
To identify customers by the staff member assigned to their record, click the Change button by
the Staff Assigned data field and select the appropriate staff member from the pop-up.

Links

JobZone

To identify a customer or customers assigned to the staff member logged in, click on the drop-
down area for the Staff Assigned data field and then select "Assigned to Me."

[<=[ <] Guick Search [l General Info | Reporis| > >}
o Th
Staff Assigned| | Change | = Staff Assigned ol ]
) Thru
Assigned Office | ALBANY Assigned to Me Sortolio L I-
olevel| V|
W|B| Albzny/RensselaerSchene Cle?r : ¢ e internet Resume
Self Svc Acct Type | v|
Customer Status | hd | Origin | b
JZICZ Spec User | w|
~ Enrollments — Funding
Fund | W
Prograrn| v| From | |Tr1ru | |
Enr.Status| | StafAssistea]  ~| | 7 And ® Or O fnd @) O
From | | Thru| | Fund | ~
From| |'|'hru| |

the desired location.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

To identify customers based on the local office or Local Workforce Development Area (LWDA)
serving them, use the drop-down arrow on the Assigned Office or WIB data fields and select

Links JobZone

S‘[aﬁMsigned| | Change

bssionss Ot [T AR |

[<<] <] quick Search [l LU Fducation | Job Criteria | Text Search | Geoaraphic | Activities | Programs | List Search)

Registered From |

Assigned Office

| Thru| |
|Thru| |

Y |Internet Resurne

I-WDA W|B| Albany/Rensselzer/Schenectad) V|
Self Sve Acct Type | v|
Customer Status | | origin| v
JZICZ Spec User | v|
— Enrollments — Funding
Fund | hd
Program | v From | | Thru| |
e staws|  “|stamassisteal V| | ) And ®Or ) And ® Or
Frorn| |Thr|..|| | Fund| hd
Frorn| |Thr1..|| |
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Staff can also use the General Info tab to start a search or narrow search results based on
several other criteria.

dates ranges that the customer was registered with or last served by the
Workforce Development system;

status of the customer's OSOS record;

portfolio level and account type;

customer enrollments and dates;

and funding sources and dates.

PROVIDER EMPLOYER

Customer Detail Comp AsSSess Links JobZone

Portfolio Level
& Account Type

Enroliments
Enroll sl =
nrollments D™ Jaassssea, | | e o o
From | | Thru| | Fund | W
From| |Thru|
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SEARCHING IN THE EDUCATION TAB
This tab allows search results to be narrowed by the level of education which the customer
possesses, based on the information in the customer's OSOS record.

Click the down-drop arrow by the This Level data field and select the appropriate level of
education.

PROVIDER EMPLOYER
. Customer Search | Customer Detail Comp Assess Services Links JobZone

ﬂ a Quick Search | General Info |2 00 job Criteria | Text Search ) g mm Lizt Search | Reports
Education This Level i
e Education Level

Drivers License Required Bachelor's Degree
Dioctorzl Degree
GED
High School Diploma

Less Than High School

Masters Degres
Some College
ocationzl Degree

Click the drop-down arrow by the Education data field and select either Equal To or At Least.

Selecting Equal To will narrow the search to customers with only the level of education
selected.

Selecting At Least will include all customers who have that level of education or higher. For
example, a search for At Least an Associates Degree would also include customers with a
Bachelor's Degree.

PROVIDER EMPLOYER

Customer Detail

@ ﬁm General Info |15 Job Criteria
Education
uzl Te

Comp Assess

graphic | Activties | Programs | List Search | Reports

Text Search
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To limit the search to customers possessing a driver's license, select Yes in the drop-down menu
by Driver's License Required.

Once this is selected, a new box with optional data fields will appear below it.

In this box, staff can specify what type of driver's license they wish to include in the search. If
license details are not specified, the search will include customers possessing any driver's
license class or type from any state.

PROVIDER EMPLOYER

Customer Detail Comp Assess Links JobZone

Qﬁ Quick Search | General Info 205220 Job Criteria | Text Search mm List Search | Reportis

Education This Level X
Drivers License Required [¥es V| Driver's License

License Slate| V| Cla.ss| Vl

License Types

Pass Transport Hazardous Materials Tank Vehicle Motorcycle
School Bus Doubles/Triples Tank Hazard Air Brakes
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SEARCHING IN THE JOB CRITERIA TAB

Adding O*Net titles into the upper portion of the Job Criteria tab will limit search results to
customers with that job title(s) indicated in the Objective tab of their OSOS customer record.
To add titles, click on the O*Net Titles button and select the desired title from the Select O*Net

pop-up window. Then click on the Select button at the bottom of the pop-up window to add
that title.

Up to four titles can be added for inclusion in a single search.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

[<<[ < uick Search | General info] Education |iss kel Text Search | Geographic ] Activties | Programs| Reports| > >3]

O*Net Title | 43305000|| Payroll and Timekeeping Clerks | O"MNet Ties | |

O*Net Title | | |_OMNet T | O*Net Titles
O*Net Title | | | O"Net Tites |

O*Net Title | | | O"Net Tites |
Desired List of Employers | || [ Select |

Experience |:| years l:l months First Shift
Starting Pay Frorn| | Thru | | Second Shift
Per Third Shift

Work Week Rotating Shift
Duration | v| Split Shift

Job Seeker Status

a Select O*Net -- Webpage Dialog ( Select O*Net Window

Hierarchy Search ((5E7 \

Current O*Net
|_C)”Nel Codelm | O*Net 'I'|t|e| Payroll and Timekeeping Clerks | |

— Hierarchy

I [installation, Maintenance, and Repair Occupations
|1 []Legal Occupations

|1 []Life, Physical, and Social Science Occupations

|1 [ management Occupations

I [] military Specific Occupations

“J [] office and Administrative Support Occupations
LD [l communications Equipment Operators

-~ [I Financial Clerks

| - (i and Account coltectors

| L0 Billing and Posting Clerks

|' 3 [ Bookkeeping, Accounting, and Auditing Clerks
: L3 ] Gaming Cage Workers
|

|

[

LC‘ [ Miscellaneous Financial Clerks
L |/ payroil and Timekeeping Clerks
-7 [ procurement Clerks i
- [ etiers

-3 [Jinformation and Record Clerks
orde) | Seawh |
Select Select | Cancel | Clear |

1 P -

v
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The lower portion of the Job Criteria tab displays a box where additional employment history
information can be added to the search. Adding years or months into the Experience data field
will limit the search to customers with at least that amount of employment experience
indicated in the Objective tab of their OSOS record. This can be used in conjunction with the
selected O*Net titles to search for customers with experience in specific job titles. If no O*Net
titles have been selected, OSOS will search for customers with the specified years of
employment history, regardless of what job titles they have held.

The other data fields in this box will narrow search results based on the employment and shift
preferences that have been indicated in the Add'l Info tab of their OSOS customer record.

PROVIDER

Customer Detail

Comp Assess

EMPLOYER

Links

JobZone
1-620f62 OB

O*Met Title | 43305100| Payroll and Timekeeping Clerds
O*NetTitle | |
O*NetTitle | |
O*NetTitle | |

[<c] < Quick Search | General Info | Education [k -] Text Search | Geographic| Actwities | Programs | List Search| feports | > |>>)

| Thru|

Preferences »WorkWeek|FuiTme V|
Duration | V]
JobSeekerStatus

Split Shift

@Desired O*Net
O*NMet Title |43305100  Payroll and Timekeeping Clerks
Experience: Year(s) Month(s)
Employment | O*Nat Title [ Exp. (Months)|
Experience in the [||Human Resources Specialists 138
Objective tab Payroll and Timekeeping Clerks 146

Add 2 Job Title | Delete Selection | Skis |

Employment Preferences Shift Preference
. ull Time Waork Any Shift © Yes ®) No
Preferences in the " V| il

0 Duration | Regular or Temporary Vl First Shift

Add'l Info tab [] Second Shift
Salary[s 3500000 | e
_ L] Third Shift
Pay Unit | Yearly V| [ split Shift

Date Available| | [] Rotating Shift
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SEARCHING IN THE TEXT SEARCH TAB
Staff can type in keywords in the Text Search tab to refine search results. OSOS will cross-check

with customer OSOS records to find records which include the keywords.

EMPLOYER STAFF

PROVIDER

JobZone
1-510f 51 ®®

Services

Comp Assess

Customer Detail

Req License |
|

Req Training |
Job Description

Search For: Keywords entered below:
Objective Search (® any () all |

Skill Search @ any 0 all |
Job Title Search @ any 0 ail |

This search references customer record information from the Customer Detail window of the
customer's OSOS record. Objective Search references the Objective tab, Skills Search
references the Skills tab, and Job Title Search references the Work History tab.

Services JobZone

D505 1D: NY011668521

irches | Activities [ Comments | T¢ >

Comp Assess

Objective

Custcomer Service Eepresentative

SSN: 0SO0S ID: NY011668.

Smith, Jane M.

Skills REas

QuickBocks, Adcbe Photeoshop

*Additional SKills Text

Customer service, recepticn, filing, billing
Data entry, typing (&5 wpm), Micreoscit Word, Microscit Excel,

Smith, Jane M.

@.Jab Title | Customer Service Representatives
sEmployer | ABC Staffing
@Address | 123 Broadway

@End Date |05/01/2017
Phone | Ext. |

Include online [¥] @Start Date | 05/01/2012
Supenisor|

3/29/2018
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SEARCHING IN THE GEOGRAPHIC TAB
Staff can limit their search by entering one or more office names, counties or zip codes into the

Assigned Offices, Counties, or Zip Code data fields.

EMPLOYER STAFF

CUSTOMER

PROVIDER

Customer Detail

JobZone

Links

Services

Comp Assess

1-10f1 @&

Customer Match

Internal Use

Assigned Offices
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SEARCHING IN THE ACTIVITIES TAB
Entering Activities and Staff Name into the Activities section on the Activities tab will resultin a
list of customers who have received a particular service from a particular staff member.

EMPLOYER STAFF

Customer Detail Comp A 5 Sernvices Links

Lizt Search

First, select the activity. Click on Activities and then select one or more activities from the
Activities pop up. Then click OK.
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Next, click the down-drop arrow by the Staff button. Then click Assigned to Me to select the
staff member currently logged into OSOS.

To choose a different staff member, click on the Staff button and select the staff member from
the Staff Assigned pop-up window.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services

=] Programs | List Search | Reporis | > |=>

Select Test Type h

Lkssessment Interwview, Initial Assessment [L

From | 01/01/2017

Activity Staff
Thru | 06/01/2017
£ 2 \
Activities I Staff st [=]
~ Literacy/Numeracy Tests 1 Assigned to Me
TestExists| V] Clear

Pre-Test Date From Thru
Post-Test Date From Thru

This search can be limited by entering the range of dates during which the activities were
recorded.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services JobZone

1-510of 51 &0
=] Programs | List Search | Heporis | > |=>
Select Test Type hd
— Activiti
Lssessment Interview, Initial Assessment [L KLINE, REBECCR
From | 01/01/2017
Activi Staff
v Date Range 2 .. 55012017
< >
— Literacy/Numeracy Tests
Test Exists
Pre-Test Date From | [Thru | |
Post-Test Date From | [Thru | |
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SEARCHING IN THE PROGRAMS TAB
The Programs tab provides four additional sections to limit or create a search, based on the
customer's OSOS record.

The data fields in the Military Service section can be used to add veteran-specific criteria to the
search.

The data fields in the Program Qualifications section can be used to search based on the
customer's Unemployment Insurance claim status, their lower living standard status, their
migrant status and/or their profile score.

The data fields in the Programs/Public Assistance section can be used to search based on what
programs the customer is enrolled in and/or which public assistance programs the customer is
receiving.

The data fields in the Work History section can be used to search for customers included in a
specific Rapid Response event or Trade Adjustment Assistance petition.

PROVIDER

EMPLOYER

Customer Search Customer Detail Comp Assess Services Links

Program Qualification
Veteran Slatus| V| UI-Claimant Slatus|

Veteran Eral W Lawer Li‘\ringSld Qualifications

Program

Military

Service

ecently Separated Migrant Status
Service Disabilty| V] Profiled?| V|

Programs/Public Assistance )I Work History .
/ v |_ Petition#| | Work History
P

rograms and | RREvent# |

Public Assistance

NET
N
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SEARCHING IN THE LIST SEARCH TAB

In the List Search tab, staff can choose to limit their search to customers who have already
been added to an OSOS list. The most common use of this tab is the My Case Load button.

PROVIDER

Customer Detail

Comp Assess

EMPLOYER

<] < | Quick Search ] General Info | Education | Job Criteria | Text Search | Geographic] Activities | Programs Juet bl Reports | > |52

) Show All Office Lists
@ My Case Load

O] | | | | | |
Individual Lists
) Show Only My Lists Show Statewide Lists When searching, retrieve records found in:
- (") Show Lists in My Office Show Individual Lists Any list selected
Lookup List

® Alllists selected

Selecting this option will include only customers who have already been assigned to the staff
member's OSOS case load through the use of the Add to Case Load button. This button is found
in both the search results screen and in each customer's record.

Seeker Name

| Vet | DOB | City | Status |

Smith, Jane

Search Results Smith, Jane I

£

Options | Search | v | Clear | Detad | Asgn.toList v | AddtocCL

Mo 11115118 Patchogue
No

06/01M18 Albany

>
‘4‘]} to Case Load !Cﬂ'"“ﬂms Comespond | IVR | New |

@Address| 123 Main Street

| @5State | MNew York

|
I Nbarry

Customer Record _2»,

V|Co|_,||"|t|'3r| United States

Flefie | 518-555-5555 | Ext |

| Al

Email | janesmith @test edu

@3chool Status
|
| ~ | Not Attending School; Secondary Scho IV'|
Vl 02ip| 12206 | @Employment Status
e v |||t v
|ExL| | Fa.x| | Underemplnyed
| Long Term Unempluyed

URL|
@U.5. Citizen

Enroliments | JZICZ Manager [

| A @Contact Preferences
Use Postal [ | Fax

il by | EMail
Add to Case Load  fezume

Add to Case Load
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Staff can also view and select other lists to be utilized in their search.

Select Show Only My Lists and click on Lookup List. All lists created by the staff member
currently logged into OSOS will populate at the top of the screen.

Or, select Show Lists in My Office instead and click on Lookup List. This will display all lists
created by any staff member in the current office, which is displayed at the bottom of the
screen.

Select one or more lists to be used in the search by clicking on the checkboxes to the left of the
list information. This will cause the search to be limited to the customers who are included in
the selected lists.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

[<<[ < Quick Search| General info] Education | Job Criteria | Text Search | Geoaraphic | Actiities | Programs Jusitatie] Reporis | > 1>
1-20f2
[] Office Staff List Mame Created Statewide Shared |
Lists 0S0OS/IREQS Central Su|KLINE, REBECCA Follow Up 112712017 |Mo Mo
[ ] |0S0SIREQS Central Su|KLINE, REBECCA My List 11142017 |Mo Mo

Individual Lists
®) Show Only My Lists () Show Statewide Lists ‘When searching, retrieve records found in:
Lok Lis ) Show Lists in My Office ®) Show Individual Lists Any list selected
Lookup plesmels I§ o ) ofice Lists ) show Both * Allists selected
) My Case Load
| ososi | Seeker Name | vet | poB | City | stas |
O] | | | | | |
L4 >
Options | el | Frerenl e sl iEEn e Eemsssl i gl
Current Office | | | | 1112812017 '
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RESOURCES AND ASSISTANCE

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

For further assistance, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: help.osos@labor.ny.gov
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