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PURPOSE

The One-Stop Operating System (OSOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.

This serves as the user guide describing the appropriate data entry for recording an initial
assessment in OSOS.
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OSOS DATA ENTRY

All customers must receive an Initial Assessment within the current enrollment.

Staff must fully update the customer record and enter all barriers in employment in
OSOS prior to entering the first enrolling activity or service. This is to ensure all data
elements and eligibility criteria are accurate at the time of enrollment.

After fully updating their OSOS record, the Initial Assessment is recorded through the following
steps:

Record the Initial Assessment in the Customer Detail section of OSOS.
e Select the Activities button.
e In the L1 Staff Assisted Basic folder, select the Assessment Interview, Initial
Assessment activity
e Click Ok

&
! Activities
|
(| =L Disability Employm ent Initiative Specific Services
| L1 Follow-up

L L1 Self-Service / Infermational Only

—J L1 staff Assisted Basic
I_

— Assessment

| I—Assessment Interview . Initial Assessment [LX Enrolinglo I
I

- Counseling

L[] Job Search Assistance

- orientation

|| Referred to Job

L[] Tax Credit Eligibility Determination
I L1 staff Assisted Individualized
L1 state Specific
-y Supportive Sves [ Need Related Pmts v

L

Activity Date | 06/09/2023
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Record a comment detailing the outcome of the assessment.
Click the Comments button at the bottom of the screen.

PROVIDER EMPLOYER HELP

Customer Search Comp Assess JobZone NextGen
Pickett, Polly SSN: 0S0S ID: NY012312655 10f1
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Type your comment and click the Save button in the Comment box.
Then click the Save button at the bottom of the screen.

Use the SENSE Case Note Writing Model (e.g., SENSE- Situation, Evaluation, Next Steps,
Sufficient Information, Employment Related).

a Comment -- Webpage Dialog X
Edit Comm ent
Font Family. Font Size_.. B I U 5 FontFormat

&+ years of experience as a machine operator. Has the knowledge, skills and
abilities forthis occupation. States has been searching for this type of employment /A
priorfo lay off 2 months ago and is struggling to find suitable job openings and get
interviews . This is consistent with local labor market information as machine
operatoris nota locallyin-demand occupation. Is interested in exploring other
career options.

Customerviewed Career Center Orientation video and Ul work search

requirem ent video. Discuss ed work search requirements and demonsfrated
JobZone work search record. Reviewed local LM for manufacturing with the
customer. Reviewed customer's resume and assisfing in reformatting fo a

com bination resume to highlight fransferrable skills. Uploaded resume o
JobZone. Created Virtual Career Center profile and reviewed job maiches .

v
Provided job referral to As sem bly Specialist with ABC Eledronlcs_|

EMPLOYER

Customer Search

Comp Assess Services

Pickett, Polly SSN: 0SO0S ID: NY012312655 10f1
[s<] < Gen.info Efigibility | AddT nfo | Pgms PA | Objective | Work His t. | EdiLic [ Skills | Saved Searches [ Activities ki 7d = >]
[ ]| created Staff As signed Comments |

B8+ years of experience as a machine operator. Has the knowledge, skills and abiliies
for this occupation. States has been searching forthistype of em ployment prior fo lay
off 2 months ago and is struggling to find suitable job openings and get internviews
Thisis consistent withlocallabor m arket inform ation as machine operaforis not a
locally in-demand occupation s interested in exploring other career opions.

Customer viewed Career Center Orientation video and Ul work search requirement
video. Discussed work search requirements and demonstrated JobZone work search
record. Reviewed local LMI for m anufacturing with the customer. Reviewed customer's
resume and assisting in reformatiing to a combination resume tohighlight
transferrable skills Uploaded resume to JobZone. Created Virtual Career Center
profile and reviewed job matches. Provided job referral to As sem bly Specialist with
ABC Electronics.

[] o7m8/2023 KLINE, REBECCA

Customer was provided with the following: works hop calendar, Tips for Completing
Job Applications list of s ugges tedjob search sites, State of Health handoutEEO
handout

Next Steps: Customer will apply toreferred job posting Refemred fo Career Exploration
and Transferrable Skills Workshops .

| | Print Comments | Show Truncated Comments |

Save IActiv'ty | LA, Refarals| Colr&spond| IVR ‘ Betto Srch Corm'enhs| Tag | Raume| Sched | Message
| |
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found at:
Workforce Professionals Tools

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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