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PURPOSE

This guide will provide a comprehensive overview of searching for Youth Program offerings and
attaching services to youth records.

Important Definitions

Providers — Providers are approved organizations in a local area that offer services to youth
participants. Providers can offer services in multiple locations within a Local Workforce
Development Board (LWDB).

Services — Under the Workforce Innovation and Opportunity Act (WIOA), the LWDB is tasked
with ensuring that all 14 WIOA Youth elements are available in its area. This is achieved by local
providers, who may offer one or more program elements.

Offerings — Offerings are entered in OSOS by designated local area staff. They are used to
designate where and when the service will take place. Offerings also provide information
regarding language, number of available seats, and other pertinent service information. Local
areas can provide multiple offerings for the same service element.
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0SOS Terms

0SO0S is comprised of Modules, Windows, Tabs, and functional Buttons as illustrated in the

screenshot below. These terms will be referenced throughout this guide.

PROVIDER EMPLOYER STAFF

518-111-5248
example customer@gmail.com

Wi Heeor | ] [ ]
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PROVIDER SEARCH

To begin, locate the correct customer record. From the Customer module, navigate to the

Services window (highlighted in the screenshot below).

EMPLOYER

PROVIDER

STAFF

Careerfone

Comp Assess Services Links
Wallace, Jamie SS5N: == **7654 0505 ID: NY01495T117 10of1
ze] = Eligibility | Add'l Info | Pams/PA | Objective | Work Hist. | EdiLic | Skills
~ Customer Data
@ Ethnic Hertage & Race
o S| eSmua] e ] elobSeaker[rcive ] '
@Username| TC5555 | @Password| 5555TC | Merge | — Education & Employment ———
@l ast Namel Wallace | nﬁrstNamel Jamie |M| I:I @Education Level
@Date of Birth| 02/05/1398 | sGender Portfolio Lul.| Twelfin Grade | || High School Equivalency V|
@Address | 122 Sesame Street | @5chool Status
| | A Mot Attending Scheol; Secondary Sche V|
9City| Poughkeepsie | aState | New vork v|ezip[ 12803 | Bl U e
- | Not Employed vl
Counl}'| Dutchess V|Countnf| United States V| I'.lelro| V|
Phone| 518-555-5555 | Ext. | | At | Ext. | | Fax| | Underemployed| V|
Email | jamie wallace@gmail com | W Long Term Unemployed W
— @Contact Preferences
URL| |
. = [l use Postal  [] Fax
us J Pri. Phone  [] Email
Envolments | JZ/CZ Manager [ Add to Case Load | [] At Prome | [Hesene Comaavi
— Customer Assignment
Staff Assigned MILLER, PAMELA | Change ||| Registered 04/21/2017
WIB Assigned Erie Courty | Origin | Staff
Agency| Boys & Gils Clubs of Buffalo Inc Ir= Profiled
Office | Boys & Girs Clubs of Buffalo Inc DCY | _ Office Profiled Date
ul Giaimant| Seek (Subject to Work Search) V| Work Search Record | Internet Resume [] Confidential []

If a customer has an existing OSOS record, it is important to ensure all information is
verified and updated each time you work with the customer.
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From the Services window, select the Services tab and click the New Service button at the
bottom of the screen. OSOS will navigate to the Provider module.

Customer Search

Wallace, Jamie

=] = | Agency Info

PROVIDER

Customer Detail

Achievement Objectives

EMPLOYER

Comp Assess
SSN: ==**.7654

r—

0505 ID: NY014957117

Career7one

— Detail

 Fundin
Service Name Leadership Developmert (Youth) | | Le:lel [ geues | Qoligaizd | Acusl || gligz |
Senvice Desc.| |A [O|we  |wioAYouth Locd$100  [3000 |
Senice ID| 28064 |
Service Type | Leadership Development Opportunities (Youth) |
Provider Name | Buffalo Employment and Training Center |
Location Name | BETC |
Provider ID| 20496 Offering ID 28717 |
Plan. Start Date [07/01/2017  Plan. End Date[09/23/2017
Actual Start Date [09/11/2017  AciualEndDate| Total Funding [$ 1.00 e == |
Completed Successfully| Petition #|
Mext Contact Date | RR Event#|
Program Service Type | fouth Services Incumbent Worker Training |
Part Time Leam_l— Distance Leam_I— v
Provider Mame Service Mame Actual Start Dat{ Actual End D Program Svc Type
[1| Buffalo Employment and Training Ceni Leadership Development (Youth) 09M11/2017 Youth Semnvices
[ 1| DC Regional Chamber of Commerce | FLE - CareerZone Partfolio 0813002017 Youth Services
[1| DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 08/25/2017 Youth Services
[1| Dc Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 06/14/2017 Youth Semnvices

| Delete Sennce I e o)

Cl.mnHDelﬂ Comp Assess | Comments | Check Labor Market Information

12 S5 ies Suninry

HEEymEntE

Ir=chng I
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OFFERING SEARCH

All Level 2 (L2) Youth Services are created and stored in the Provider module.

that have permissions to create and modify provider offerings. It is important that
you work with your partner who has the ability to add new offerings to ensure that
there is an offering available for each of the service elements.

Q There is designated staff in each of the Local Workforce Development Areas (LWDASs)

From the Provider module, navigate to the Offering Search window. If the Offering ID is
known, enter it in the Offering ID field and click Search.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail ffe 0 5 Offering Detail Links

IS LE LU General Info | List Search

Enter or pas3te
Oone or more
Offering IDs3.

Maore

|:|| Provider Name | Senvice Name | Location | Start Date | Start 'I'|rne| End Date | End Time |
| | | |

Options '|-'E:_:":_E'I I(_:lesall :=_"=_| :ee'eIE-:'e:.e

commonly used Offering IDs used by a given provider. This will make it easier to
select the appropriate service when entering data.

As a best practice, staff working with youth customers should create a list of
®
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If the Offering or Provider ID is unknown, the offering must be identified by searching in the
Offering Search window.

Customizing search results will help ensure the appropriate service type, offering and location is
associated with the service being provided. Before searching for the service, click the Options

button to customize your search results.

CUSTOMER EMPLOYER T

Provider Detail Offering Detail Links NextGen

Provider Search

GQuick Search List Search | Custom

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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This opens the Offering Search Results Columns Webpage Dialogue box.

Select the options to display in your offering search results. Here is a suggested sequence of
display options: (1) Provider Name, (2) Service Name, (3) Service Description, (4) Service Type,
and (5) Location Name. Additional options may be selected as needed. Once you have
identified and ordered the fields that you wish to display in your search results, select the Set
as My Defaults check box.

Click Save.
a Offering Search Result Columns -- Webpage Dialog -— e — &
Result Columns [ y5e] il 5
—Service Offering-- [ Description [ state ID (EIN) [ Location Addr 1 [lcip code
[]Provider Offering ID [] offering Modify Time []Address 1 []Location Addr 2 [ o*Net Title
[ILocation [ 1# seeker Senices [ ]Address 2 []Location City [ITraining Prerequisite
] Provider Service ID [CIprp [ty [[J Location State [l credential Name
[Icost [1ETP Status Code [ state [ Location ZIP Code [[IPart Time Learning
[ start Date [lindustry Certified [[]zIP Code [ Location Wi [| Distance Learning
[1ENd Date [] Apprentice [“IProvider Phone []Location Deleta? ["]Online Learning
[ start Time [License [TExt []Location Mod Time ["]E-Learning
[1End Time [l associates [|Provider URL —Provider Service— [in Person
[]Total Seats [IBachelors [“]Provider Email Service Type 4 ~|[lDelete?
[]Available Seats [Jcomm Caollege Cert ["]Organization Type []semice Category []semnice Modify Time
[Tsun. [T High School Equiv [“]Provider Status [+] semvice Name 2 0w
[Tmaon. [ 1Employment [ ] staff Assigned [v] service Description |3 W
[Tue. DMSE_SU’E Skill Gain Leading i [ 5o, - reation Time [|Training Credit Hrs
Credential
[Iwed. [] Measure Skill Gain SEEEIE [TProv Modify Time [THours
To Employment
[1Thu. —-Provider Information— --Provider Location-—- [] Days
1 Fi. [+ Provider Name 1~ Location Suffix [weeks
[]sat. []Federal ID (FEIN) Location Mame 5 V| [ WIOAEligible Status
Provider Mame Semice Name Description
< >
I Setas My Defaults Save I Cancel Show My Defaults | Show System Defaults

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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Click on the General Info tab to begin the provider search. In the Location section, select the
appropriate LWDB (which is referenced in OSOS as WIB) from the dropdown. Then click the
Service Type button.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail

ch | Custom

Ere Courty 2 ] . [T |
Chenango./Delaware. Ctseqt &

Clinton./Essex/Franklin/Ham
Columbia/Greene Courties

FINGER LAKES -Ortario/Se
Fulton/Montgomeny/Schoha
GLOW -Genesee/Oreans/L
Hempstead,/Long Beach
Jeffersan/Lewis Counties
Monroe Courty

New Yok City

MNiagara County

NYESS Provider Default
NYSDOL-CO
Oneida/Herimer/Madison C

Rockland County
Saratoga/Wamen,/Washingt

I I I D=zl | | Dzlzi=
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SERVICE TYPE SELECTION

Once the Service Type button has been selected, the Service Type -- Webpage Dialog box will
appear. OSOS Service Types are organized into three hierarchies: Groups, Categories, and
Service Types. The first set of folders are Groups. For the purpose of youth data entry, staff will
select the L2 WIOA Youth Services group.

The second set of folders are the Categories. These Categories mirror the 14 WIOA Youth
Elements with one additional Category that encompasses the Design Framework Services.
Within each of the Categories are the Service Types that are selected when data entering the
Program Service Type for the customer. These terms will be used throughout this guide.

must be documented in OSOS. In addition, an Objective Assessment and the
Development of Individual Service Strategy must be completed with the customer and
the respective Service Types entered in OSOS under the Design Framework Category.

Q Prior to attaching a Youth Element to a participant record, all youth eligibility data

STAFF
Offering Detail

CUSTOMER EMPLOYER

Provider Search Provider Detail Links

a Service Type -- Webpage Dialog

iz e

Location 4

WIB | Ene County - £ 28 LB
I; "1 L2 state Funded Programs

Service Type

]
Provider Info [:I Lo s
Provider Mame LT
. I L2 WIOA Youth Services
Provider Status I e
Design Framework
Senice T
emice Type L | | Dintake and Eligibility Determination (Youth)
| S [ Objective Assessments (Youth)
| — [] Development of Individual Service Strategy (155) (Youth)
| S [ Update of Individual Service Strategy (155) (Youth)
] Adult Mentoring Element
L] Alternative Secondary School/Dropout Recovery for HS Equivalency Element
Dl SIoLE NEII L] Comprehensive Guidance and Counseling Element

“:‘ | L5 Entrepreneurial Skills Training Element

] Financial Literacy Education Element

L " Follow-up Services Element

] Integrated Ed./Education Concurrent with Workforce Preparation Element

i =
Labor Market and Employment Information Element

Keyword(s)| | Search | OK| Clear | Cancel
Options —— |

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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L2 WIOA YOUTH SERVICE CATEGORIES AND SERVICE TYPES

Design Framework
O Intake and Eligibility Determination {Youth)
O Objective Assessments (Youth)
O Development of Individual Service Strategy (155) (Youth)
O Update of Individual Service Strategy (155) (Youth)

Adult Mentoring Element
O  Adult BMentoring (Youth)

Alternative Secondary School/Dropout Recovery for HS Equivalency Element
O Altemmative Secondary School/Dropout Recovery for HS Equivalency (Youth)

Comprehensive Guidance and Counsaling Element
O Comprehensive Guidance and Counseling (Youth)

Entrepreneurial Skills Training Element
O Entrepreneural Skills Training (Youth)

Financial Literacy Education Element
O Financial Literacy Education (Y outh)

Follow-up Services Element

Follow-up Adult Mentoring CYouth)

Follow-up Financial Literacy (Youth)

Follow-up Labor Market and Employment Information (¥ outh)
Folliow-up Postsecondary Transition (Youth)

Follow-up Supportive Services (Youth)

Follow-up Mon-Element (Youth)

Integrated Ed_fEducation Concurrent with Workforce Preparation Element
O Integrated Ed./Education Concurrent with Workforce Preparation (Youth)

oooooo

Labor Market and Employment Information Element
O Labor Market and Employment Information (Youth)

Leadership Development Opportunities Element
O Leadership Development Cpportunities (Youth)

Occupational Skills Training Element
O Occupational Skills Training

FPostsecondary Education/Training Preparation and Transition Element
O Postsecondary Education/Training Preparation and Transition (Youth)

Supportive Services Element

Supportive Services — Child Care (Youth)

Supportive Services — Dependent Care (Youth)
Supportive Services — Housing (Youth)

Supportive Services — Meeds-Related Payments (Youth)
Supportive Services — Transportation (Youth)
Supportive Services — Other (Youth)

oooooo

Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma Element
O Tutoring, Study Skills Instruction/Dropout Prevention for HS Diploma (Youth)

Work Experience Element

Employment/internships, Not Limited to Summer (Youth)
Job Shadowing (Youth)

On-the-Job Training (Youth)

FPre-Apprenticeship Programs (Youth)

Summer Employment/internships, Summer Only (Youth)
Cther Work Experience Type (Youth)

ooOoooo

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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All WIOA Youth Program Services Types can be found by selecting the L2 WIOA Youth Services
group, and selecting the appropriate folder.

except Occupational Skills Training. If the word Youth is not in parenthesis, then it is

All WIOA Youth Service Types are identified by the word “Youth” in parenthesis,
@

not a Youth Service. This is especially important if you are searching for an applicable
Service Type using the Keyword(s) search field at the bottom of the dialog box. For
instance, if staff do a keyword search for Follow-up, there may be several search
results. Youth providers should only select the service types that are designated with
the word “Youth” at the end.

*NOTE: Occupational Skills Training will not display the word Youth in the Service Type because
of the requirement that all ITA trainings must be listed on the Eligible Training Provider List
(ETPL). Since the ETPL does not differentiate trainings available to youth and adults, the same
service type must be used for all ETPL approved trainings.

CUSTOMER

Provider Search

Provider Detail ffering Searc Offering Detail Links

EMPLOYER STAFF HELP

a Service Type -- Webpage Dialog

Guick Search @4-

Location |

WIB | Erie Cou

Provider Infon
Provider Mam|

Provider Statu
Senvice Typ,

IZI! Provider

Service Type
L2 NEG Specific Services
L2 state Funded Programs
I L2 Trade Act
12 Training
"I 1.2 WIOA Youth Services
l—[:' Design Framework
L] Adult Mentoring Element
LD Alternative Secondary School/Dropout Recovery for HS Equivalency Element
] Comprehensive Guidance and Counseling Element
LD Entrepreneurial Skills Training Element
] Financial Literacy Education Element
L Follow-up Services Element
L] Integrated Ed./Education Concurrent with Workforce Preparation Element
I_D Labor Market and Employment Information Element
L L eadership Development Opportunities Element
L7 occupational skills Training Element
L] Postsecondary Education/Training Preparation and Transition Element
L supportive Services Element

Keyword(s) | | Search | OK| Clear | Cancsl

r

il

L
]
=

‘EI"IdTIITIe |
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Select the appropriate Category and Service Type. Click OK at the bottom of the screen.

CUSTOMER EMPLOYER STAFF

Provide: rch Provider Detail Offering Detail Links

@ Service Type -- Webpage Dialog

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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OFFERING SELECTION

the Offering Search window, on the General Info tab.

CUSTOMER EMPLOYER

Provider Search Provider Detail

Quick Search List Search | Custom

When the appropriate Service Type has been selected, it will populate the Service Type field in

Next, click the Search button at the bottom of the screen to generate the list of providers.

STAFF

Offering Detail Links

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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SCHEDULING AN OFFERING

After clicking the Search button, a list of providers will appear in the search results. Choose the
appropriate provider, service name, and location for the offering. Then click Schedule at the
bottom of the screen.

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail Offering Detail
1-90f9 ®
Generalinfo

— Location Start Date Range

WIB | Erie County v| city | | Fmﬂ | To
~ Provider Information

Provider Name | | Sernvice Name I:l Program | v|

Provider Status | Active

Senvice Type | Leadership Developmert Opportunities (Youth) ey

Leadership Development (Youth

BETC

_senicetiame | [ Location || startDate | startTime [ Enapate | EnaTime

Buffalo Employment and Trai

07/01/2000

Leadership Development

Career Collegiaf

Buffalo Urban League, Inc.
Catholic Charities of Buffalo

[
L]
[[1| Buffalo Public Schools: Care
[ ]

Catholic Charities of Buffalo

(Youth) Leadership Developmen
Leadership Dev. - Big Brothers B
Leadership Dev. - Maryvale Con.

Buffalo Urban Le
Catholic Charitig
Catholic Charitie

Leadership/Communtiy Service 1

Catholic Charitig

Erie County Employment and

Leadership Development (Youth

Erie Community| 07/01/2000

[ ]
[]| Catholic Charities of Buffalo
[l
=

| mebemnsnmmm e Blseioie sl | Lesss

Options

| medmem ki i oo e oo o e

LA T |
Search | v | Assign to List ~ |
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DATES AND PROGRAM SERVICE TYPES

Once the service has been scheduled, it will be attached to the youth record. Details of the
service must now be entered. This is done within the Customer module, under the Services
window, on the Services tab. The Provider Name, Location Name, Provider ID and Offering ID
will populate in the Detail section.

PROVIDER
Customer Detail

EMPLOYER
Comp Assess

|____Sepvices %

Career7one

Customer Search

Wallace, Jamie SSN: = *_7654 QS0S ID: NYD14957117
[<<] < Agency info] mmﬁ&:
Detail Funding
Senvice Name | Leadership Dev. - Big Brothers Fig Siste . | Level | Source | Ohligatedl Actual | Oblig # |
Senvice Desc. O] | | | |

Senvice 1D 114503
Service Type| Leadership Development Opportunities (Youth)
Provider Name | Catholic Charities of Buffalo
Location Mame | Catholic Chartties - Buffalo

Provider ID | 20554 Offering 1D 115610
Plan. Start Date Plan. End Date
ctual Start Date Actual End Date Total Funding] | Add
Completed Successfully hd Petition #
Next Contact Date | RR Event #| v|
Program senvice Type IncumbentWorkerTraining
W
Part Time Learn. Distance Learn.
Provider Mame Senvice Name Actual Start Datf Actual End Dat Program Svc Type
[1| DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 06/14/2017 Youth Semnvices
[1) 8310 Provider SSN0 Provider Service 06072017 06/0712017 Basic Career Senvices
[]| Hudson Valley Community College AAS-Computer Information Systems | 04/21/2017 Youth Senvices
Catholic Charities of Buffalo zhip i s Big Sis

Options | PrntList | New Service | Delete Service | Authorizston |  IPA Service Summary | | Tracking |

Save | Customer Detsi| Comp Assess | Comments | Check Lsbor Market Information |

The following information is required and must be entered in the Detail section:

e Planned Start Date — Anticipated date the Youth Service is expected to start.

e Planned End Date — Anticipated date the Youth Service is expected to end.

e Actual Start Date — Date the Youth Service begins. NOTE: A service cannot be
funded prior to the Actual Start Date.

e Next Contact Date (not required, but recommended) — Entering a date in this
field will generate a reminder that will be sent to the Inbox in the Staff module
of OSOS for any service details that require additional attention.

e Program Service Type — All WIOA Youth Services, with the exception of Follow-
Up, must be entered as Youth Services.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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Entering an Actual End Date on an offering will end the service. Entering an Actual
End Date on the last open service of an enrollment will start the 90-day exit process.

Highlighted in the screenshot below, you can see that Occupational Skills Training has been
selected as the Service Type and Youth Services was selected as the Program Service Type. Staff
must always select Youth Services for the Program Service Type unless they are entering
Follow-up Services.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Sepvices TS CareerZone

Wallace, Jamie SSN: ** 7654  0SOS ID: NY014957117
[<<] < Agency Info] Achievement Objectives |Ekba| Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > |>>)
— Detail ~ Funding

Senice Name Microsoft Word Level 2 |A | Level | source | obligated| Actwal | obiig# |

Service Desc. | ||| ]wie  [wioAYouth Locd$1.00  [$50.00 |

Service ID| 28085

Semnvice Type Occupational Skills Training

Provider Name  Academy of Leaming/PC Expanders
Location Name | Academy of Leaming/PC Expanders

F'rowderlDli Dﬁ‘ennngli
Plan. Start Date Plan. End Date| 05/01/2018|
Actual Start Date| 03/122018]  Actual End Date| 04/12/2012] Total Funding| s 1.00 | Add | o
Completed Successfully Petition #I
Ned ContactDate| | RR Event #| V|
Program Semvice Type Incumbent Waorker Training

Basic Career Services
e Basic Career Sves - Staff Assisted
Follow Up
Indiiduzlzed Career Services
ITA-Training

Provider I

U3J'U‘1J‘2018

0411812018 Follow Up
[]| DC Regional Chamber of Commerce | Ment-Adult Mentoring 01nzo1e 0101/2018 Follow Up
[1| Catholic Charities of Buffale Leaderzhip Dev. - Big Brothers Big Sis| 12/2002017 0418/2018 Youth Senvices v
1] Alkame  Sermar Tantral Dinn Ctan ICD  IndAisidnal Cranlavmnnm + Olan NOMEMNAT NAMOMINA10 Il Adisidualizad T arnn

G| et e el Il Bl Dl s

Sovell| [Cltomes Datal | [Comp Basess | [Commants || 1 Gl s Msthet infmasenil|

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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INDIVIDUAL TRAINING ACCOUNT (ITA) EXCEPTION

NOTE: Occupational Skills Trainings or Youth ITAs can only be provided to Out-of-School Youth
(OsY).

To enter an Occupational Skills Training Service through a Youth Program funded ITA, select the
Occupational Skills Training service type as described in the Service Type Selection section.

Then, select Youth Services in the Program Service Type drop-down and Youth ITA Waiver in
the Program drop-down as shown in the screenshot below. This is the only way to enter a
Youth ITA, fund the training with WIOA Youth funds, and ensure that it is reported correctly.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Services MIEE Careerfone
Wallace, Jamie S5N: ~ .= T654 0505 ID: NYD1495T117
Plan, StartDate[05/132001]  Plan, End Date | Levet | source | Obligated| Actual | oviig#
Actual Start Date Actual End Date . O | |
Completed Succssstuly|__ |
HWext Contact Date

H=18 ITA Finger L:kn.s Fltgu:-n onh'

| ncrumniang Worker Waiver
Limiied English Prof. & Context. Leaming

HEG OJT

NFA - Fnanical Disrict NYC

WY Business Solutons Traming

WY'S OMH Demonsiration Geant

DASAS - NYS Ofhoe of Alochoksm and Substance Abuse Services
OCFS Youth

Rapd Response - TAA Trulrlng Helated Servicas

: AFA 207 State Level OUT
| B| 5FP Daconnecied Youth I | Actual Start Dat{ Actual EndDaf  Program Sve Type
RFP Emarging aind Transitional Workes
|| o Regionall AFre 13N Reg, Sector Clusior Basad Swat, 8 | DE4i2017 | | Youth Services
(i T Jobs Accalarator - Fingar Lakes Ragion Oy O6MTIZ0NT | 0607/2017 | Basic Career Services
0402402017 | | Youth Services
ger Com. Repon »

: IPA Sarvice Summary - Tracking
zp'\'mﬂlmdnnm&mnﬂ Fund-u'ugﬂln-c-v-] - ] I I
ey it |
=FY 2001 Aduh Supglemental {Inacsive)
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FOLLOW-UP EXCEPTION

Staff are required to provide Follow-up Services to youth for a minimum of one year after the
last service is provided. Under WIOA, there are five allowable service elements that can be
provided to youth as Follow-up Services.

In the Follow-Up Services Element folder, the five allowable Follow-up Service Types are listed.
In addition, the ‘Follow-up Non-Element (Youth)’ service type is listed and should be recorded
when a concrete Follow-up Service outside of the five allowable elements was provided.
Contacting the youth’s school counselor to check-in and discuss the youth's progress is an
example of when staff should select the “Follow-up Non-Element (Youth).” This service type
should not be selected when there was no concrete service provided. For instance, contacting
the youth to update address information would not be the appropriate use of the “Follow-up
Non-Element (Youth)” service type.

a Service Type -- Webpage Dialog &
Service Type
T — Uesign Framework
-3 aquit Mentoring Element ~

LI aiternative Secondary School/Dropout Recovery for HS Equivalency Element
L] Comprehensive Guidance and Counseling Element

L L] Entrepreneurial Skills Training Element

I Financial Literacy Education Element
—! Follow-up Services Element
[ Follow-up Adult Mentoring (Youth)

— [] Follow-up Financial Literacy (Youth)

I
I
| — ] Follow-up Labor Market and Employment Information (Youth)
| — L] Follow-up Postsecondary Transition (Youth)

| I [] Follow-up Supportive Services (Youth)

gy — ] Follow-up Mon-Element (Youth)

L3 Integrated Ed./Education Concurrent with Workforce Preparation Element
L 1| abor Market and Em ployment Information Element

S Leadership Development Opportunities Element

L L] Occupational Skills Training Element

L] Postsecondary Education/Training Preparation and Transition Element

L=
Keyword(s)l | Search | M Clear | Cancel

To attach a Follow-up Service, first select the Follow-up Services Element folder, and then
select the Follow-up Service Type that most accurately reflects the Follow-up Service that was
provided to the youth.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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Select Follow Up from the Program Service Type drop-down. This is selected because
providing Follow-up Services should not create or extend an enroliment.

EMFLOYER

Comp Assess

PROVIDER

Customer Detail

. Services | Ll CareerZone

Customer Search

Wallace, Jamie SSN: 7654  0SOS ID: NY014957117
[<<] <] Agency Info | Achievement Objectives |ty iaad] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > [>>)
-~ Detail ~ Funding
Senvice Name | Follow-up Adul Mentoring |A | Level |  Source | obligated| Actual | Onblig# |
Senice Desc.| |0} | | | |

Service ID| 138615 |
| Senvice Type Follow-up Adult Mertoring (Youth)
Provider Mame | ABC Training

Location Name| ABC Training

|
Provider 1D 40463 Offering 1D 1391597

Plan. Start Date| 03/01/2018 Plan. End Date| 03/01/2018|

Actual Start Date| 03/01/2018]  Actual EndDate| | Total Funding| | Add | =

Completed Successfully Petition #l
NextContactDate| | RR Event#| v

I Proiram Senvice Type | Follow Up hd L Incumbent Worker Training

Part Time Learn. | Distance Learn. |
| Provider Name | Service Name |A::tua| Start Datl Actual End Datl Program Swc Type
[]| cathalic Charities of Buffalo Leadership Dev. - Big Brothers Big Sis
ABC Training 0 -up Adult Mentaring 8 Follow Up
[1| DC Regional Chamber of Commerce | Ment-Adult Mentoring 01/01/2018 Follow Up
[]| career Step, LLC Adult Mentoring 01/01/2018 Follow Up
< >
G| | e e el Pl B el el

Savell| Gt Dot | Comms Fasess || Commreanial] IChaglator Mot inkoamaaon |

Do not select Youth Services as the Program Service Type to record a Follow-up
Service.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers

-20 - 7/8/2019



>0

One-Stop Operating System
ACHIEVEMENT OBIJECTIVE

All Youth Services are required to have an associated Achievement Objective which must be
created prior to entering the service. Select the appropriate Achievement Objective from the

drop-down. Click Save.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Services = BRI CareerZone
Wallace, Jamie SSN: ***-**.7T654 OS0S ID: NY014957117
=z] <|Agency Info | Achievement Objectives |-l =L ) Service Hstory | Enroliments | Outcomes | Em pl. Outcomes | Trng. Outcom| > | >=>
~ Detail ~ Funding
Completed Succes sfully| Yes v A I Level l Source I Obligated | Actual | Oblig # I
Next Contact Date | 10/ 25/ 2017 |[Jlwis  |wioAYouth Loca$ 100 [$0.00
Program SeMcaTwalYOuth Services V]
Part Time Leam. Distance Learn.
Program v
Minimum Hours ] Number of Weeks
0*Net | _ || imet
NAICS | | | NAICS
in Pro Ve Total Funding
Obtain work, gain expenence in Electical fiekl Petition # |
StaffAssigned- _To increase math and reading skills RR Event#’ Vl
WIB Assigned NYSDOL - CO v Incum bent \MJrkerTrainingl—VI
Agency Department of Labor |
Provider Name Senvice Name Actual Start Daunal End DahI Program Svc Type
[71] Buffalo Employm ent and Training Genf Leadership Developm ent (Youth) 09/11/2017 Youth Semvices
Catholic Charnties of Buffalo Leadership Dev. - Big Brothers Big Sis| 0f 2017 09102017 Youth Semvices
[ 1| DC Regional Chamberof Commerce | FLE - CareerZone Portfolio 08302017 | Youth Services
[l bc Regional Chamberof Commerce | Job Shadow Unpaid Work Experience | 08/252017 Youth Semvices
< >

Options | PrntList | New Sewvios | Delete Service | Authorization | IPA Sewvice Summary |  Payments | Tracking |

Customer Detail | Comp Assess | Comments| Check Labor Market | nformation
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If the appropriate Achievement Objective is not available from the drop-down selection, it must
be created prior to saving the service. This is done from the Services window, under the
Achievement Objectives tab. Begin by clicking on New Objective.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess R L) = i CareerZone

Wallace, Jamie SSN: *=**_7654 0S05 ID: NY014957117
1E3 Agency Info
Employment Objective  To enterinto the electrical field
WOULD LIKE TC WORK IN A TRADE,CONLY HAS HSE.
Goal Justification
— Achievement Objectives
@Achievement Objective | (Obtain worl, gain experence in Blectrical field
Type of Goal |Occupational Skills Goal Attainment | Set, but not attained
@Planned Start Date | 09/01/2017 @Flanned End Daxelumufzms
Actual Start Date | 09/05/2017 Actual End Date |
@Evaluation Date | 03/05/2018
Closure Reason |
Outcome / Status
Achievement Objective Type Aftainment
[ |Obtain work, gain experience in Electrical field Occupational Skills Set, but not attained
[]|To increase math and reading skills Basic Skills Set, but not attained
[ New Objeciive (| -0 - - | pom |

Comp Assess | Comments Check Labor Market Informaton
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In the Achievement Objectives section, enter the Achievement Objective, Planned Start Date,
Planned End Date and Evaluation Date. Click Save. This Achievement Objective will now be
available from the drop-down menu when entering Service Details on the Services tab.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess ' Services | Ll CareerZone
Wallace, Jamie SSN: ***_7654 Q505 ID: NY014957117

[==[ < [Agency info [l Bt el Eol services [ Service History [ Enroliments | Outcomes | Empl. Ouicomes [ Trg. Outcom > |>>)

Employment 0bjecﬁve| To enterinto the electrical field |
WOULD LIKE TO WORK IN A TRADE,ONLY HAS HSE.

Goal Justification

- Achievement Objectives
@Achievement Ol}jecti\f'e| To Complete Electrician Apprenticeship Application |
Type of Goal | Occupational Skils Vl Goal J\Hﬂif‘ll‘l‘l&l"ltl Set, but not attained Vl
@Planned Start Date @Planned End Date m
Actual Start Date | 11/01/2017 ActualEndDate| |
@Evaluation Date
Closure Reason
Outcome / Status
Achievement Objective %ype Attainment
[]|Obtain work, gain experience in Electrical field Occupational Skills Set, but not attained
[]|To increase math and reading skills Basic Skills Set, but not attained
To Complete Electrician Apprenticeship Applicati Occupational Skills Set but not attained

New Objective | Delete Objective |F'H'M|

Demil Conp Plaseas | Comumants]] [ Chack i abor Masket Infommaton

As a best practice, staff working with a youth should record goals established on the
Individual Services Strategy (ISS) as Achievement Objectives. The Print button at the
bottom of the screen allows staff to print all the Achievement Objectives so that the
youth can be provided with a copy to keep. Also, the occupational and academic
components of a work experiences can be recorded as Achievement Objectives.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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FUNDING A SERVICE

After the required service details have been saved, funding for the service must be entered in
the Funding section of the Services tab. WIOA-funded services are entered differently than
services that are not funded by WIOA.

If the service will be funded through WIOA, enter 1 in the Total Funding field.

If the service will not be funded through WIOA, enter 0 in the Total Funding field.

Click Add. This will open the Funding -- Webpage Dialog box.

EMFLOYER

PROVIDER

. Services | Lt CareerZone

Customer Search Customer Detail Comp Assess

Wallace, Jamie SSN: =**.7654 0505 1D: NY014957117
<] <Trency oo Ervotimenis Outcomes Eml.Outcomes ] Tms. Oucon ~ 1>
— Detail ~ Funding
Senvice Name| Leadership Dev. - Big Brothers Big Siste |A | Level |  source | Obligated| Actual | obiig# |
Senice Desc. | O] | | | | |
Senice D 114503

Senvice Type| Leadership Development Opportunities (Youth) |
Provider Name | Catholic Charties of Buffalo |
Location Mame | Catholic Chartties - Buffalo |

Frovider D 20554 Offering ID 113610
Plan. Start Date | 09/01/2017 Plan. End Date | 10/01/2018

Actual Start Date|03/05/2017|  Actual End Date |_Total Funding | § 1.00 [ Ada [§
Completed Successfully Petition #
NextContactDate| | RR Event#| V|
Program Service Type| Youth Services V| Incumbent Waorker Training
Part Time Leam.|— Distance Learn. |— v
Provider Mame Senvice Name Actual Start Datf Actual End Dat| Program Swc Type
[7]| DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 06/14/2017 Youth Senvices
[1| 5810 Provider S50 Provider Service 06/07/2017 060712017 Basic Career Senvices
[]| Hudson Valley Community College AAS-Computer Information Systems | 04/21/2017 Youth Senvices

9/05/2017

Catholic Charities of Buffalo Leadership Dev. - Big Brothers Big S

Trnl| Ioeiel | el el Nl el il

Save | [Cimtome: Dot | Comp Assess | [Commens | | Chadk Labor Market Infomation |
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From the list of available Funding Sources, select WIOA Youth Local with the appropriate
Program Year.

If the service is funded through WIOA, enter 1 in the Obligated Amount field.
If the service is not funded through WIOA, enter 0 in the Obligated Amount field.

The Obligated Percentage will auto fill. Click OK.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess BT TR i Careerfone

Wallace, Jamie SSN: ¥ 754 Q505 ID: NY014957117
— Detail ”- Funding
SEIVice Ny tnmsimmmiein P i Bl fie Gt : e 1-_l| _.E|1J
Senvice D aFunding——WebpageDiaIDg - X
Senq| Funding)
Sence | Level Funding Source vear| Remaining | NEG/ContractGrant# |
ProviderNg\| =g WIOA Adult Local 2015 5 85075.00
Location Mz || =g WIOA Adult Local 2016 $ 95483.00
Provide/| | lwi WIOA Adult Local 2017 $99399.00
Plan. startf | |[] |wiB WIOA Dislocated Worker Local 2015 $282.00
Actual Start o | | [wiB 'WIOA Dislocated Worker Local 2016 5 93557.00 ﬂ
Completed . 1 |wie WIOA Dislocated Worker Local 2007 %99999.00
1 |wie WIOA Youth Local 2015 % 8470.00
hed g ] |wiB WIOA Youth Local 2016
Program g V WIOA Youth Local I
Part Time Le|)| ] (wiB Youth Statewide 15% 2015
[1|we Youth Statewide 15% 2017 $100000.00 \ e
T T AGany- L] |wiB Dislocated Worker Statewide 15% 2015 $9998.00
1 |wie Dizlocated Worker Statewide 15% 2007 §100000.00
| 1 |wie Adult Statewide 15% 2015 % 10000.00
O |wie Adult Statewide 15% 2017 $100000.00
1 |state WIRED 2015 §9998.00 WR12
[]|3tate Workforce Learning Link 2017 $99998.00 1013 >
- 2018
| Culigated Amount|$ 100 | WIB EeCounty
OR Office | BUFFALO - 0710
Obligated Percentage [ 100 | Region | Westem New York

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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Review service details to ensure proper data entry and click Save when complete.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Services | Ll CareerZone

Wallace, Jamie SSN: ****_ 7654 Q505 ID: NYD14957117
[<<] = | Agency Info Achievement Objectives |tk st ] Service History | Enroliments | Qutcomes | Empl. Outcomes | Trng. Outcom > ||
— Detail ~ Funding

Senvice Name| Leadership Dev. - Big Brothers Big Siste |A Level Source Obligated | Actual QOblig #

Senice Desc. | 0

Semnice ID 114503

Senice Type Leadership Development Opportunities {Youth) |
Provider Name | Catholic Chartties of Buffalo |
Location Name  Catholic Charties - Buffalo |

Provider ID | 20554 Offering ID| 119610

Plan. Start Date|09/01/2017]  Plan. End Date| 10/01/2018
Aciual Start Date|09/05/2017|  ActualEndDate| | Total Funding|$1.00 | add | Edt | Deleie]

Completed Successfully Petition # I

Next Contact Date RR Event#| v
Program Senvice Type| ‘fouth Services V| » Incumbent Worker Training b
Part Time Leam.l Distance Leam.l
Provider Mame Senvice Name Actual Start Daty Actual End Dat Program Svc Type
[]| DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 06/14/2017 Yaouth Semnvices
[1| 5510 Provider S50 Provider Senvice 06/072017 06/07/2017 Basic Career Semnices
[1| Hudson Valley Community College AAS-Computer Information Systems | 04/21/201 Youth Semnvices

Catholic Charities of Buffalo Leadership Brothers Bi

Opiors | [ Print e | [New Sevice) | [ Delee Service | [ itfonsnon | PR Serviee Sy || | Paymens | [Tadana |

CmDe‘laiI Comp Rosees| [Commeni=| DiChadi abo Matetinmmatenil]
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ENROLLMENT VERIFICATION

If the entry of the service generates a new enrollment, the Verification -- Webpage Dialog box
will appear. Review the information on the Customer Detail and Comp Assess tabs. Verify all
data and enter information as required. Then, click Save at the bottom of the screen.

[ &) Edit - Webpage Dialog ()
]
v o 5. a0 Migrant
OS50S 1D | NYD15212679 | Seeker Status | Active Migrant/ Seasonal Wkr _ Yes ® No
@Gender Migrant Class |
@1).S. Citizen Farmwork Type |
@Education Level | 10 Grade hd Empl. in Farmwork |
@School Status | Mot Attending School or Secondary Sch % Farmwaork Threshold |
@Employment Status | Mot Employed e Military Service
Underemployed [ Semnvice Veteran
Long Term Unemployed LY Selective Service?
Ul Claimant | Programs
Profiled ~| Profiled Date BE LI ~
@Ethnic Heritage @Race HVRP Grantee #2 hd
) Hispanic or Latino [ Alaskan or American Indian Reason ~
(& MotHispanic or [ Asian HVRP Grantee #3 hd
IR []  Black or African American Reason ot
e []  Hawaiian or Pacific Islander Work History
[ white Job Title
Mot Disclosed Company
City
Income & Disability Status Start Date End Date Work History
@ ower Living Standard | ves hd Created
@lncome 70% LLSIL | Ns A Staff | DEWEY. JENNIFER
5% Rule/Local Priority e Office  ©OSOS/REDS Central Support Unil
@High Foverty Area | ves A Date | 08/27/2018
@Disability Status | Disabled hd Program(s) Verified  WIOA Reportable Individual
I @ Disability Category
] Hearing [ vision Last Modified
I L] mental L] mobility Staff | Administrator, Middle Tier
L1 cognitive Learning Office | 0505/REOS Central Support Unil
[] chronic Health [| Mot Disclosed Date | 08/27/2018
Financial Capability - has a receipt and has
received:
[] Benefit Planning Services
[ Financial Capability/Asset Develop. Senvices
Eligibility Data Effective Date 08/27/2018
[] Apply Updates to Customer Record
[] Apply Eligibility Updates Thru Today 08/27/2018
[1 Apply Eligibility Updates Thru This Date
\

Adding or correcting information in the Verification -- Webpage Dialog box will
update the Customer Detail and Comprehensive Assessment windows. Make sure to
record all known barriers at the time of eligibility. This will ensure an accurate OSOS
record for the youth and assist staff with appropriate service delivery. It will also
provide an accurate snapshot of barriers faced by the local area’s target populations
to appropriately adjust performance goals.
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ADD SENSE COMMENTS

After attaching any service, or to record each interaction you have with a youth, write effective
and quality case notes in OSOS using the Situation, Evaluation, Next Steps, Sufficient
Information, Employment-Related Information Only (SENSE) Model.

See the Resources section for guides on using the SENSE Model.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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Customer Search

PROVIDER

Customer Detail

CLOSING THE YOUTH SERVICE

EMPLOYER

Comp Assess " Sepvices | Ll

To close the service in OSOS, enter the Actual End Date and select a completion status in the
Completed Successfully field. Then click Save at the bottom of the screen.

Career/one

Options | PrimtList | New Ssrvice | Delete Sarvice | putnorzaton | IPA Servics Summany |

Wallace, Jamie SSN: ==**_T7654 0SO0S ID: NY014957117
& QSR ervoimentsOuicomes) rng outcomes 1> 1)
— Detail ~ Funding
Senice Narne| Leadership Dev. - Big Brothers Big Siste | Level Source Obligated | Actual Oblig #
Senice Desc. |A WIB |WIOAYouthlocd$1.00  |$0.00
Service ID| 114503 |
Senice Type | Leadership Development Opportunities (Youth) |
Provider Name| Catholic Charties of Buffalo |
Location Mame  Catholic Charties - Buffalo |
ProviderID 20554 | Offering ID 119610 |
Plan. Start Date| 09/01/2017| _Plan. End Date| 10/01/2012
Actual Start Date| 09/05/2017| al End Date| 03/10/2017 Total Funding|$ 100 | Add | Edt | Detete |
ompleted Successfully| Ye= Petition #I
Next Contact Date | 10/25/2017 RR Event#| V|
Program Service Type | ‘Youth Services hd | Incumbent Worker Training
Part Time Leam.|— Distance Leam.|— e
Provider Name Semnice Name Actual Start Datd Actual End Dat Program Svc Type
1| bC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 0614/2017 Youth Services
(1| 8510 Provider S8/10 Provider Senice 06/0772017 06/07/2017 | Basic Career Semvices
[1| Hudson Valley Community College AAS-Computer Information Systems | 04/21/2017 Youth Services
Catholic Charities of Buffalo Leadership Dev. - Big Brothers Big Sis| 09/05/2017 0902017 Youth Senvic

Payments | Tracking |

[[s21e ] Customer Deti| Comp Assess | Comments| Check Labor Market Infomation |

If there are no open services, then the automatic 90-day exiting process will start as
of the Actual End Date of the last service (see Technical Advisory 11-7 for more

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers

information). Please note that Follow-up Services provided to the youth should begin
when the last service ends. Along with entering Follow-up Services, staff should also
enter any performance measure outcomes the youth achieved during the program or
will achieve after the last service has been provided. For more information on
recording outcomes, go to the Resources section below and follow the website link for
additional OSOS Guides.
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BEST PRACTICES FOR ENTERING SERVICES

e Next Contact Date — Staff are urged to use the Next Contact Date field under the
Customer Module, Services Window, Services Tab. This will set a reminder in
the Staff Inbox to touch base with the youth and/or update the service
depending on the youth’s status.

e Planned end dates — Under the Customer Module, Services Window, Services
Tab staff often place an extended amount of time in the Planned End Date field.
The extended service time may cause staff to forget the open service that is
attached to the youth record, resulting in poor service quality which may keep
the youth in the Performance Measures when he/she has already achieved
his/her goals in the WIOA program. It is recommended that shorter time frames
are used when developing planned end dates correlating with the youth’s
Individual Service Strategy.

e Achievement Objectives — Under the Customer Module, Services Window,
Services Tab staff assign an Achievement Objective that serves as a goal, in
relation to the Individual Services Strategy. Make sure the services provided align
with the Achievement Objectives.

e Service Designation — There are no specific requirements for LWDAs when
naming services. However, if there are multiple Youth Program providers for one
LWDA, it is recommended that similar services are uniformly named across the
providers. For example, a LWDA may have three Youth Program providers who
provide tutoring. The LWDA could name this service “Tutoring- Improving Basic
Skills” for all three providers.

e If a LWDA has changed youth providers (e.g. due to the issuance of a new
Request for Proposal) it is important to ensure services are entered under the
correct providers.

e L2 WIOA Youth Services — Some local services could fit into multiple WIOA Youth
Program Elements. Report the service under a Service Type that best fits the
definition of services described in Training and Employment Guidance Letter 21-
16.

DSOS Guide - Provider Search and Documenting Services to Youth Program Customers
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RESOURCES AND ASSISTANCE

Technical Advisory 11-7: Common Enrollments and Exits, and Inclusion in Workforce
Investment Act and Wagner-Peyser Performance Measures
https://labor.ny.gov/workforcenypartners/ta/TA11-7.pdf

For details on the WIOA 14 elements read TEGL 21-16:
https://wdr.doleta.gov/directives/corr doc.cfm?DOCN=7159

Desk Guide for Provider Module Data Entry and Maintenance (page 28)
https://labor.ny.gov/workforcenypartners/osos/osos-desk-guide-provider-module.pdf

SENSE Comments — Write effective and quality case notes in OSOS using the Situation,
Evaluation, Next Steps, Sufficient Information, Employment-Related Information Only
(SENSE)

Model to record each interaction you have with a youth.

o Worksheet for writing an effective case note in OSOS
o] Video for writing quality case notes in OSOS

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

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

For questions related to Youth programs, please contact the NYSDOL Program Development
Office, Youth Team By email: youthoffice@labor.ny.gov
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