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PURPOSE

The purpose of the Sector Partnership National Emergency Grant Work-Based Training Initiative
(SP -NEG WBT Initiative) is to promote partnerships between private sector businesses, Local
Workforce Development Boards (LWDBs), and education and training providers in priority
industries as determined through the Regional Economic Development Council's strategic
planning process. It will support and invest in businesses seeking to empower dislocated
workers to reconnect to the workforce through work-based training opportunities. Funds will
support businesses that provide work-based training programs, such as on-the-job training
(OJT), apprenticeships, or unpaid occupational skill based training to dislocated workers seeking
employment in priority industries.

0SOS is a case management system designed to record a process in which services are provided
to jobseekers and employers. This process must detail an assessment of a customer’s situation
as it pertains to their search for employment. It must then detail a specific plan of action set in
place to provide these services and achieve defined goals. Lastly, the outcome of this plan must
be documented in order to measure its success in achieving the desired goals.

This guide will provide detailed instructions on how to conduct the OSOS data entry for the SP -
NEG WBT Initiative. It will cover data entry for the service provider, as well as data entry for the
participant.

For additional information the SP-NEG WBT Initiative:
SP-NEG WBT Questions and Answers Pertaining to the Request for Applications

Request for Applications - Sector Partnership-NEG Work-Based Training Initiative
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PROVIDER DATA ENTRY

In order to record the provision of training programs in OSOS, there must first be a provider
record. Some providers may already have a provider record in OSOS, having been auto-loaded
from the Eligible Training Provider List (ETPL). If the provider is not already listed, the local area
must create the provider record in OSOS.

CREATING A PROVIDER RECORD

Before creating a new provider record, search OSOS to see if a record already exists for that
provider. To do this, navigate to the Provider module and then the Provider Search window. If
the Provider ID is known, enter the ID number on the Quick Search tab and click Search at the
bottom.

EMPLOYER STAFF HELP
Provider Detail Offering Search Offering Detail Links

CUSTOMER

Provider ID
D1 |

Enter cor paste
che or more
Provider IDs.

More
| Provderip | Provider Name | City | Org. Type |
] | | | |
< _ >
Options Search ' | | New |
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If the Provider ID number is not known, navigate to the General Info tab.
Type in the Provider Name and click Search at the bottom of the screen.

When conducting a search using the Provider Name field, ensure that you are using

the exact Provider Name. If your search returns “No Matches Found,” try variations of
the Provider Name.

If the system displays "No Matches Found" at the top right of the screen, staff must create the
provider record.

CUSTOMER

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail Links

Quick Search List Search
s some ] we| J
Provider Mame| SF - AEC Manufacturing | Organization Type| v|
City| | FederalProvideriD (FEIN) ]
Senvice Category| v|  stateProvidermEN) ]
Senice Type| | ey
CIP Code| _CIP Code |
| Providerio | Provider Name | city | Org. Type |
O] | | | |
( — - - - )
Opticns M :e'z_l:ee'e E‘EEI'I'I ::""=_"z| ::";_z::':l She ::--;:-;I L‘E’WI
To create a new provider record, click New at the bottom right of this screen.
< >

Opbcons §Eﬂuh|v|;zz_:":_z'| I(_:leal ::_'E_IZEE'af-ee:':' ::I‘ﬂe_w‘l
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0SO0S will automatically navigate to the Provider Detail window of the Provider module.

Enter all known information in the Provider Info section on the left, including Billing Address.
Only fields marked with a green dot are required. Next, click New Location and enter the
physical location of the training provider in the Locations section.

You may enter more than one location if necessary.

Tip: If the location address is the same as the address in Provider Info, use the Copy Address
button to auto fill the address fields in the Locations section.

After all necessary information is entered, click Save at the bottom of the screen.

CUSTOMER EMPLOYER STAFF
Provider Search ' Provider Detail | Offering Search Offering Detail Links
SP - ABC Manufacturing 1D: 86431 10of0

~ Provider Info ~ Locations

Provider Status sLocation Name | ABC Manwfacturing |
Federal D (FEIN)| | wStreet Address (linet)| 123 Main Street |
stateDEN)| | Street Address (line2)| |
Organization Type | v @City| Gensseo |
@Provider Name | SP - ABC Manufactuing | @State | New York v|

Provider F"hone| | Ext| | @Zip Code
Provider URL | | Location Suffix |
Provider Email | | @WIB| NYSDOL - CO v|

e |

Lacation

~ Billing Address
@Street Address (lined)| 123 Main Street |

Street Address (line2)
@City | Geneszeo
08tate| Mew York Vl

.ZipCOde Mew Locaton | C=ct= Locstion | Copy Address || Show Deletes

e

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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Click on the Contact Info tab.

Click New Contact and enter the appropriate contact information for the provider.

Click Save.

STAFF
Offering Detail

EMPLOYER

CUSTOMER

Links

Provider Search Offering Search
SP - ABC Manufacturing ID: 86431 10f0
Ceneratis TN SomeonY soree ortommane=] Commer) acmert
— Contact Detail — Lists
@First Name | Jane | Mame | DOffice | Staff | StateW. |
@l ast Name | Smith ||:|| | | | |
Tltlel Hiring Manager |
Location | ABC Manufacturing v
Phone | 555-555-5555  |Ext[1234 |
Fax |
Email | |
@Staff Assigned | KLINE, REBECCA | Changs| ~
Ass'gnTnListI:e“: = Fron Lis
Name Location Phone Ext. Fax Email

Smith, Jane ABC Manufacturin

) . Convact | Detre Comser| |
_______=EreeeiE
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CREATING A PROVIDER SERVICE
Under the Work-Based Training (WBT) Initiative, funds are to be used to assist businesses
efforts to effect new hires, specifically the expenses involved with occupational skills training.
These WBT funds are reserved for the delivery of occupational skills training to newly-hired
dislocated workers in need of additional occupational skills or dislocated workers seeking

occupational skills training. Training may take the form of on-site training, off-site training, or
distance learning.

Eligible applicants can apply for the following work-based training activities:

1) On-The Job Training (OJT)
OJT is training by a business provided to a paid participant while they are engaged in productive
work.

2) Registered Apprenticeships

Registered Apprenticeship training is the process of learning a skilled occupation through paid
on-the-job training under the guidance of experienced journey workers and related classroom
training.

3) Occupational Skills Training (OST)

OST is defined as instruction conducted in an institutional or worksite setting designed to
provide individuals with, or upgrade in, the skills required to perform a specific job or group of
jobs needed by the business. OST for dislocated workers may be paid (new hires that are
permanent, temporary, or seasonal) or unpaid (prospective applicants) and the training is:

a. Designed to meet the special requirements of a business or a group of businesses; and

b. Conducted with a commitment from local priority industry business(es) indicating
occupational skill related job openings/workforce need and willingness to interview the
dislocated workers following training completion.

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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To record the delivery of these services, they first must be attached to the provider's OSOS
record.

In the Services tab of the appropriate provider, click on the New Service button.

CUSTOMER EMPLOYER STAFF
Provid ch Offering Detail Links
SP - ABC Manufacturing 1D: 86431 10f1

General Info | Contact Info

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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Click Services on the right to search for and add a service type.

CUSTOMER EMPLOYER STAFF

Provider Search Offering Search Offering Detail Links
SP - ABC Manufacturing 1D: 86431 10f1

General Info | Contact Info Service Performance | Comments | Attachments

To find a service, either type in a keyword in the search box at the bottom of the Service
Category/Type Selector pop up window or find the service type by clicking on the nested
folders.

After finding the appropriate service, check the corresponding box, and click OK.

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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Enter the Service Name.

Service names should start with “SP - “ followed by the name of the service, as a
standard naming convention for the Sector Partnership NEG.
For example, “SP — On-the-Job Training.”

Select “Approved” in the WIOA Eligible Status drop-down menu.

Enter a description (optional) in the Description field and click Save.

CUSTOMER
Provider Search

EMPLOYER STAFF
Offering Search Offering Detail Links

SP - ABC Manufacturing 1D: 86431 10f1
Services
— Service Detail

@Service Category| Individualized Career Services! Training (Intensive! Training) |

@Service Type  OntheJob Training Service
@3envice Name | SP - On-the-Job Training I @WIOA Eligible Status | Approved el

Desaipﬁonl
Service ID| 138607 | Training CreditHours |:| Programs |
Total Service Length: Weeks|  |Days|  |Hours| | ETP Status | Program of Study |
O*Net Title | i | O"Met Tiles |
CIP Code | | cIP Code |
Categary Semvice Type Service Name Description

| Individu alized Care{On-the-Job Training SP - On-the-Job Training

MNew Service | =cie Ee-".':sl Print Service I Mew Offering IE-‘r‘:Z‘:e‘.e:—

§ave| Prinit IEH'umtoSearﬁlComertsl

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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CREATING AN OFFERING

The training/service offered by the provider, combined with the location where the
training/service is provided, is identified in OSOS as the Offering.As with the Provider Record,
you should first search OSOS to determine if the offering already exists in the system. To do
this, navigate to the Offering Search window of the Provider module. If you know the Offering
ID number, you can type it in the search box on the Quick Search tab and click Search.

EMPLOYER

STAFF
Offering Detail

CUSTOMER

Links

Provider Search Provider Detail

PRIl General Info | List Search

~ Offeringd
D[ de—

Enter or paste
one or more
Offering IDs.

Maore

Dl Provider Name | Senice Name | Location | Start Date | Start'l'lrnel End Date | End Time |
(| | | | | | | |

opere [0 D == [ - | oe| [ |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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If you do not know the Offering ID number, click on the General Info tab to conduct a name
search.

Enter the Provider Name and click Search.

If your search returns more than one result, the results will be listed in the bottom section of
this screen. If your search returns only one result, OSOS will navigate directly to the Offering
Detail screen for that search result. If your search returns no results, you will see the “No
Matches Found” message at the top right. If no matches are found, you will need to create the
offering for this provider.

STAFF
Offering Detail

EMPLOYER

CUSTOMER

Provider Search

Provider Detail

No Matches Found
Quick Search REEUEIEWNIE =t Search
~ Location Start Date Range
wWiB | v| city | | |7From | | To
~— Provider Information
Provider Name | 5P - ABC Mandaduﬁnm Program | v/
Provider Status
Service Type | Service Typel
|:|| Provider Name | Service Name | Location | Start Date | Slart'l'lmel End Date | End Time |
1] |
Options §Bamh|'|—: _:I I(_:laarl :-:I =--|: edule
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Navigate to the provider that you wish to add the offering to. From the Services tab in the
Provider Detail window, select the service you wish to create the offering for and click the New

Offering button.

CUSTOMER

Provider Search

EMPLOYER
Offering Search

SP - ABC Manufacturing

STAFF
Dffering Detail

Links

— Service Detail

@Senvice Name | SP - Onhe-Job Training |

1D: 86431 1of1
p—
@5emnice Categor}‘l Individualized Career Services/ Training {Intensive/ Training) |
@Senvice Type | Onthe-lob Training ===
@WIOA Eligible Status | Approved v|

Description |

Senvice ID | 138607

Training Credit Hours |:|

| ETP Status | Program of Study |

_ Programs |

Category

Total Service Length: Weeks | | Days | |Hours |
O*Net Title | | | O"Net Titles |
CIP Code | | CIP Code |
Senvice Type Service Name Description

5P - On-the-Job Training

q Individualized Carg On-the-Job Training

| e el mmmg

Save | DEnnt) || Rt 1o Semnh | Comment]
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Select the appropriate business, WIB or training provider from the Location drop down menu, if
more than one exists. This is the location at which the service is offered.

Check the box for Monday as the day of the week that the training will start, regardless of when
the training will actually start.

Do not check the Start Date, End Date, End Time, any other days of the week, or enter any
number into the Total Seats or Available Seats data fields.

Enter $1.00 in the Cost field.
In the Description field, enter a brief description of the specific training.
Click the Save Single button.

"Record Saved" will display briefly in the top right of the screen.

CUSTOMER EMPLOYER

Provider Detail Offering Search
SP - On-the-Job Training Offering ID: 10f0
st Lists | Atiachments |

— Provider Info
Provider Mame SP - ABC Manufacturing

Sernvice Categorﬂ Individualized Career Services,/Training (Intensive, Training)

|
|
Senvice Type | Onhe-Job Training | ¥ sun. [ Mon. &1 Tue. [ wed. [] Thu. [
Senvice Descripﬁon| | Fri. []sat [

Pay for Performancel

ETP Statusl ~ ETP Program of Study Leading to
Industry Recognized Cerification

Provider Search

Start Date End Date
Start Time End Time

~ Location = Registered Apprenticeship
Mﬁ Manufacturing ) )
actrecs ABC Mamufactunng - Brosdway State or Mational License
| Associate Degree

| | Bachelors Degree
City| Geneszo | State New Yark |
|

Community College Certificate
Zip| 14454 | WIB NYSDOL-CO Secondary School Diploma or Equivalent
Employment
Measurable Skill Gain
~ Additional Info
Costeats ] Available Seats| |
Description

—_g.aw_ﬁngle | Eareonamnall] [Pravie caviees | | Renn o Saa

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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PARTICIPANT DATA ENTRY

Now that the Training Provider(s), Service(s), and Offering(s) are in OSOS, staff may record
participant data relevant to the services being provided to them.

RECORD THE SERVICE

Start by conducting a Customer Search in the Customer module, Customer Search window, and
Quick Search tab.

Search for the customer by Last Name and First Name. Once you find the customer’s record in
0SO0S, you may use the customer’s NY ID number for any subsequent customer search.

If a customer name search returns multiple records for the same customer, contact
the OSOS help desk at help.osos@labor.ny.gov or 518-457-6586 to determine which
record should be used.

EMFLOYER

FPROVIDER

Customer Detail

Comp Assess

< - Generalnfo| Egucation] Job Crieri| [Actwies | Programs)
- Customer SSN i - Customerid
Enter or pa3te one or Enter or pa3te one or
more 55Ns3. more Customer IDa. Partial SSNl:I
. Last Name | pickett |
First Name| polly |
Middle Initial| |
BithDate] |
Usemame| |
Email Exists| V|
™ More | Email| |
| osos | Seeker Name | poB | vet | Office | stame
=] | |
>
I A :_I I: = I ::.;I::““a':z ::"ez_‘:':l :lh_lewl

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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An eligible participant MUST be categorized as a dislocated worker.

Eligible dislocated workers under this Request for Application (RFA) must have been newly
hired dislocated workers in need of the identified occupational training or unemployed
dislocated workers with skill-based barriers to employment in priority industries. Dislocated
workers in SP-NEG WBT funded training programs must be enrolled in a Dislocated Worker
program or seeking training to obtain employment or career advancement in priority industries
at a NYS Career Center.

Dislocated worker status is documented on the Work History tab within the Customer Detail
window of the Customer module, in the Reason for Leaving field. Eligible participants will have
one designation between Category 1-DW through Category 6-DW.

PROVIDER

EMPLOYER

Customer Search Links

Comp Assess JobZone

Pickett, Polly S5N: 0505 ID: NYD15079586 1 of1
=] = Gen. inio] iy At nfo] armaion omecin o] e saved searcnes acies | Comments 1 145 1o
-~ @Detail
@Job T|t|e| Secretaries and Administrative Assistants, Except Legal. Medical. and Executive | O"Met Tides | @ O*Net Code | 42601400
@Employer | ABC Community College Include online @Start Date| 09/01/2012 | @End Date
@Address | 123 Main Street Super\risori J Phone
oWage{ 5 40000.00 | | Yeary
.cm—ﬁMn for Leaving| Coregony 1-0W |
@State | New York Vi Zip @.Job Duties|2dministrative Assistant & categ; 2.DW mass layoff or cosure
@Country| Unied Stmtes V| Services division. Category 3-DW seH-employed

Category 4-DW displaced homemzker

Job Type | Ful Time hd RR Category 5-DW Dislocated due to foreign trade
Category 5-DW Spouse of 2 member of the Armed Forces
NAICS | | | MAICS Lokup | iy
Dislocated Worker Information Lack of work

MedicalHealth
Cuit

Retred

Sl employed
Stnke

@Qualifying Dislocation Date | 08/207°2017 @#Tenure (months) EI _
O*Met at Dislocation | m14nn| | Secretaries and Administrative Assistants, Except Legal, Medical, and Executive

NAICS| Il

Job

Company

Secretaries and Administrative Assisl ABC Community College
["] |Bookkeeping, Accounting, and Auditin DEF Daycare

09/01/2012
02/01/2010

05/20/2017

08/01/2012

Kingston

New Job Entry | Delete Selecton]

Save | (St Match || Sevsces | Comp Aem:] | Actvity | 152 Reteais) Comespand | VR | [Fet to Sech || Comments ||| Toa | F2ine )| [Sched | Me=age

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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If the participant does not have an OSOS record one must be created. To create a new OSOS
customer record click New at the bottom of the screen and fill in the necessary details in the
Customer Detail tabs.

]| ososiD Seeker Name DOB | Vet Office | suff/
=]

< >
Dphonsl Search |v| gearl :e:a_l.i:-;-' ic _|_| el in CF |_| :::-'."E'.:-'I Fzizr I I s I .ﬂl

Once in the correct customer record, navigate to the Services window and then the Services
tab of the customer record. Click on the New Service button at the bottom of the screen.

PROVIDER EMPLOYER
Customer Detail Comp Assess

ervice |stoy

- Funding

Customer Search

0S0S ID:

<Y =Trgency oioAchiovemontOvjoive (e e e R AT
— Detail -

Service Name| SS/10 Provider Service | ; Biaated | IPATE i
Senice Desc. SS/10 Provider Sewvice | |[D]state  [wioa seirsenic[s 000 |s000 |
Senice ID| 76885 |
Senvice Type Ulilzing Resource Roors (Seff Service)
Provider Name| SS/10 Provider
Location Name Seff Service Info Only |
ProvideriD 66244 | OfferingID 81999 |
Plan. Start Date| 06/12/2014 Plan. End Date [06/12/2014
Actual Start Date[06/12/20%  Actual End Date [06/12/2014 TotalFunding|

Com pleted Successmllyi Pefition #!

Next Contact Date | RR Event# |

Program Service Typei Basic Career Services Incum bent Worker Training |
Part Time Leam_l Distance Leam_i i
Provider Name | Senice Name Acfual Start Dal§ Actual End Dal Program Svc Type

I ST TUVIUGT I T TUMUCT JTTVILS oo T 20T 1T TR pu ATy i) Dasivc 'walCol JCIMLSS
[]] ss10Provider 8510 Provider Senvice 06122014 0612/2014 Basic Career Senices
[]| Functional Alignm ent PY 2006 Assessment Inteniew, Iniial Assessm 05/28/2014 05/28/2014 Basic Career Swcs - Sta
M Fu_r_1_{:llonal Alignment PY 2006 V_‘:{qgkfor{:e Inform ation Sves. Staff Assi 05!28_{%{_1:14 0_?:28!2014 Basic Career Swcs - Sta
|_|<QQJ|ﬁDrnuif1nr | @AM Drvidar Canira NAMEMNAA nNAMEMN44 Racir Carcor Qanirac

_-_New&avbe | o

gave Custormer De-ra.l! Corp Assess '_Cmnrantsg Check Labor Market Information |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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i)

After you click on the New Service button, OSOS will automatically navigate to the Provider
module. Within the Provider module, OSOS will default to the Offering Search window and the
Quick Search tab. If you know the Offering ID number, type it in the search box and click
Search.

CUSTOMER | EMPLOYER STAFF

Provider Search Provider Detail Offering Detail Links

] General Info | List Search | Custom

I I e e e e s
o ! [ { [ [ [ |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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If the Offering ID is not known, click on the General Info tab.

EMPLOYER STAFF

Provider Detail Offering Detail

I e e e
o ! [ [ | [ [ |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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Select the WIB. Enter any known information in the available data fields. OSOS allows you to
enter a partial name for the Provider Name and Service Name fields. You can also select the
Program Type from the Program drop down menu. Click Search.

Select the correct Provider/Service from the results and click Schedule.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail ffering Searc Offering Detail
1-20f2 0B
[T Generalinfo
Location Start Date Range
WIB | nvsDOL - CO \L__\ From | | o
Provider Information
Provider Name | sp | Senvice Name I:l Program | VJ*
Provider Status | Active
Semvice Type Service Type
[] Provider Name Semvice Name Location Descrip
o q q
[7]| 8P - Rochester WDB LI Rochester Work{ LMI
£ >
Options -,‘Eeachl'AségnmListl'l(_JealDeﬁﬂ_|DelemlﬁchadLh_

If your search only returns one result, OSOS will navigate directly to the Offering
Detail screen for that provider. Click on the Return to Search button at the bottom of
the screen to navigate back to the General Info tab. This will allow you to schedule
the service.

Additional Info

Cost[s100 | Total Seats| | Available Seats| |

Description

Save Single Save Ongoing | Provider Services Eetu'nmSEHc_

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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By clicking Schedule, the service will be added to the customer’s record, under the Services tab.
0SO0S will navigate to the Services tab automatically.

Select the service and complete the data entry in the Detail section (left hand side).

FRU UER PLO ~ & ‘
» =r 0 el » . wla "
SSN: 0SOS ID:
Agency Info [ Achievement Objectives Iadidzal Se vice History | Enrollments | Outcomes | Empl. Outcomes | Trng. Outcom > | >
~ Detail Funding i
Service Name SP - On-the-Job Training |A| Level soure | Ovligated| Actual | obig# |
Senice Desc | S [ |

Senice ID| 138607 |
Senvice Type Onthe-Job Training |
Provider Name| SP- ABC Manufacturing |
|
|

Location Name  ABC Manufacturing

ProvideriD 86431 Offering ID 13919 |
Plan. Start Date Plan. End Date

Actual Start Date Actual End Date TotalFunding] |
Complefed Successmliy Pefion#|

N ext Contact Date RR Event # | V|

Program Service Type| V| Incum bent Worker Training M
Part Time Leam_ Distance Leam_ vI
Provider Name Senice Name Actual Start Dalf Actual End Da Program Swvc Type

[1| Functional Alignment PY 2006 Workforce Inform ation Sves. Staff Assis 05/28/2014 05/28/2014 Basic Career Swcs - Sta
[1| ssnoProvider SS10 Provder Service 04/25/2011 04/25/2011 Basic Career Senices
[]] Functional Alignment PY 2006 Assessment Interview , Inifial Assessm 03/30/2011 03/30/2011 Basic Career Swcs - Sta

SP - ABC Manufacturing | SP - On-the-Job Training

Options | Print List | New Sevics | Delete Service | Authorizaton | IPASevicsSummary |~ = | Tracking |

_Save | Customer Detai| Comp Assess| Comments | Check Labor Market Information |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative
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Plan. Start Date - Enter the date on which the service is planned to begin.

Plan. End Date — Enter the date on which the service is planned to end. Enter the same date
you entered for Plan. Start Date if it is a one-day service.

Actual Start Date — Enter the date on which the service actually began.

Actual End Date — This field can be left blank until the service ends. If the service is a one-day
service (such as a Comprehensive Assessment), enter the same date that you entered in the
Actual Start Date field.

Next Contact Date — Enter a date on which to follow up with the participant. This date should
be within 90 days of the first service in order to verify the program status and prevent the
participant from exiting the enrollment.

Program Service Type — Select the appropriate program service type corresponding to the type

of service.
Note: On-the-Job Training and Basic Carser Services
Apprenticeships should be categorized as EE'HS": CEEEF Sves - Staff Assisted
. ollow Up
Non- ITA Training. Individualized Career Services
Occupational Skills Training should be ITA-Training

Mon-ITA Training

categorized as ITA-Training. ot e
ou ErvICES

O*Net — (If applicable) Enter the appropriate O*Net code. If you do not know the O*Net code,
refer to O*Net Titles in OSOS Guide.

Staff Assigned — Click the Change button to enter the staff assigned to this participant. You may
choose the down arrow and select “Assign to Me” if you are the staff member assigned to this
participant.

WIB Assigned, Agency, Office — These fields will auto load information attached to the service.
If the information is incorrect, click the Change Office button to update.

Depending on the type of service you enter, some of the fields in the Detail section
will not apply. As a general rule, provide as much known information about the
service as possible.
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Once the Detail section (left-hand side) has been completed, click Save.

Now the Funding section (right-hand side) must be completed for the service. To do this, enter
$1.00 in the Total Funding field. Click the Add button.

OSOS does not track the actual financial side of this grant. For that reason, the 51.00
entry acts as a placeholder so that the system will allow a funding source to be
attached to the service.

PROVIDER EMPLOYER

(o GEL O Senvices i JobZone

Customer Search Customer Detail

Pickett, Polly

<] < [Agency Info | Achievement Objectives i
[ ~ Funding

Senvice Name | SP - Onthe-Job Training [ | Levet | source | obligated| Acuar | obigz |
Sevice Desc. | ] | | | | |
Senice 1D | 138607

Senvice Type Onthe-lob Training |
Provider Name SP - ABC Manufacturing |
Location Name | ABC Manufacturing |

Provider ID 86431 Offering ID 138196 |
Plan. StartDate|12/12/2016]  Plan End Dale|04/15/201]
Actual Start Date|02/12/2018|  Actual End

Completed Successfully| V| Petition # |
Next Contact Date | 04/16/201] RR Event#| v/

Program Semvice Type | Nor-ITA Training v Incumbent Worker Training| /|

Part Time Learn. | Mo W Distance Leamn. | Mo w i
Provider Name Service Name Actual Start Dat{ Actual End Datl ~ Program Svc Type

1| Functional Alignment PY 2006 Assessment Interview, Initial Assessm) 03/3062011 033002011 Basic Career Svcs - Sta
[1) 3510 Provider S50 Provider Service 044252011 04/25/2011 Basic Career Sernvices
1| Functional Alignment PY 2006 Assessment Interview, Initial Assessm) 05/28/2014 05/28/2014 Basic Career Svcs - Sta
[1| Functional Alignment PY 2006 Waorkforce Information Sves. Staff Assig 05/28/2014 05/28/2014 Basic Career Svcs - Sta

< >

o e e e oy e [ e [ e e e
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After you click Add, a pop up widow will appear with a list of funding sources. Check the box
next to SP — Work Based Training to select that funding source. Enter “$1.00” in the Obligated
Amount field and click OK.

nding -- Web

— | Cance |

Funding

Level Funding Source Year Remaining MEG/Contract/Grant # | |
] |wie WIOA Adult Local 2015 5 2013.00
[]|wie WIOA Adult Local 2016 597070.00 |
] |wie WIOA Adult Local 2017 $99983.00
R WIOA Dislocated Waorker Local 2015 % 1886.00
[1|wiB WI0A Dislocated Worker Local 2016 5 93207.00
R WIOA Dislocated Waorker Local 2017 59999900
[]|wie WIOA Youth Local 2015 5 9525.00
] |wie WIOA Youth Local 2016 5 99659.00
] |wie WIOA Youth Local 2017 5 94900.00
[1|wiB Youth Statewide 15% 2015 $9991.00
] |wie Youth Statewide 15% 2017 5 100000.00 |
[1|wiB Dislocated Worker Statewide 15% 2015 $9999.00
R Dislocated Worker Statewide 15% 2017 $100000.00
] |wie Adult Statewide 15% 2015 5 10000.00
] |wie Adult Statewide 15% 2017 5 100000.00
[]|5tate WIRED 2015 5 9993.00 WR12
[1|wiB DEl Supplemental 2016 5 100000.00
R 3P - Enhanced Career Sernvices 2015 5999900 MY 16
[1|wie 5P - Transitional Employment 2015 $1DDDDDD MY16
SP - Work Based Training MY 16

Obligated Amount m Oneida/Heriimer/Madison Courties

Office | HERKIMER
Obligated Percentage Region | Maohawk: Valley
]
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The funding will now appear in the Funding section on the right-hand side. Click Save at the

bottom of the screen.

Customer Search

PROVIDER

Customer Detail

EMPLOYER

Comp Assess Links

JobZone

SSN: 0505 1D:
[<<[ <[ Agency info] Achievement Objectives |l Service History [ Enroliments | Outcomes | Emp. Outcomes | Trg. Ouicom > |>>|
— Detail Funding
Senvice Name| 5P - Onthe-Job Training | Level Source Obligated | Actual Oblig#
Senice Desc.| WIB
Senvice 1D 138607

Service Type | Onthe-Job Training

Provider Name| SP - ABC Manufacturing

Location Name| ABC Manufacturing

Provider 1D 86431
Plan. Start Date | 021272018

Offering 1D 1391536
Flan. End Date | 04/15/2018

Actual Start Date[02/12/2012)  ActualEndDate| | Total Funding| $ 1.00 _Add | _Edit | Delete
Completed Successfully hd Petition #
Next Contact Date RR Event #| v
Program Service Type | Non-ITA Training v Incumbent wDrkerTraining
Part Time Learn. INa—V| Distance Learn. lNa—Vl v
Provider Name Service Name Actual Start Daty Actual End Dat| ~ Program Svc Type

SP - ABC Manufacturing

G| et e el I el B eyl

[]| Functional Alignment PY 2006 Workforce Information Sves. Staff Assis 05/28/2014 05/28/2014 Basic Career Svcs - Sta
[]| 5810 Provider S50 Provider Service 06/M12/2014 06M2/2014 Basic Career Senvices
[]| 3310 Provider 3310 Provider Service 08M15/2011 08M15/2011 Basic Career Senvices

v

5P - On-the-Job Training

el el

Mon-ITA Training

m Cirsionres Deata | Comp Basess | Gomments || | Chrad Labor Market informaion ||
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ENTER COMMENTS

Comments are used to record case management notes. All users should record comments,
details about services, and case notes that concern the customer being served.

Comments can be added by clicking the Comments button at the bottom of the screen in the
Customer Detail window. The Comments -- Webpage Dialog box will appear. Enter the
comment and click the Save button on the Webpage Dialog box. The comment will then appear
listed on the Comments tab next to the date the comment was entered. Remember to save the
entire customer record when you are finished entering comments by clicking Save at the
bottom of the screen.

PROVIDER

EMPLOYER

Customer Search

Comp Assess

Pickett, Polly SSN: 0S50S ID: NY015079586 10of1

[<<] <] Gen. nfo] Ehgibity | Add info | Pams/PA | Objective | Work Hist.| EdiLic  Siais [ saved Scarches | Actvities bt e > 1>>]

|:|| Created | Staff Assigned | Comments |

“:l |02"'UE’12018 |KL|NE- REBECCA a Comment -- Webpage Dialog |i|1Q
Comments

Iype your cade management notes into this comment
box. When you are done, click 3AVE con this box.
Then click SZVE at the bottem of the Customer
Detail window.

Save | SpellCheck | Caneel |

Eefis Sz I Oelst= ::“"=_'| PlimCutmtemsl

f Comp Acsess| Actvity | 1A, Refersls| Comespond| VR | ﬂmm&mlm = Message |
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ENTER OUTCOMES

When a customer exits an enrollment (90 days after the last recorded enrolling service or
activity), you must enter a training/service outcome. To enter the outcome, navigate to the
Services window of the Customer module. Click on the single right arrow until the display
window shows the Addl Outcomes (Additional Outcomes) tab.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Pickett, Polly SSN: 0S05 ID: NY015079586

@ﬁﬁ Empl. Outcomes | Trng. Outcomes m Traning Addl Inf » JEELETISNUES ops info ] > )

Links JobZone

On the Addl Outcomes tab, select the Common Measures enrollment with an enrollment date
that corresponds to the date the SP — NEG service was entered (left-hand side).

After you select the enrollment, use the scrollbar on the right-hand side to scroll down to the
very bottom of the page.

PROVIDER EMPLOYER

Customer Search Customer Detail . Services |

Comp Assess Links JobZone

Pickett, Polly SSN: QS05 ID: NY015079586
<Y < Yomes JEmp. Outcomes| [Atchments Traiming Adol i s nio] > 1>
out National Work Readi Credential
Program Enr. Date Exit Date n . INess n A
Attained [
Common Measy 12/19/2017 .
[] |Labor Exchange| 12/19/2017 Date Attained |
~ Industry Wide Recognized Occupational Certificate
Attained J
Date Attained |
~ National Emergency Grant
During the time period from Participant's 1st NEG service to End Date of
NEG:
Addl Outcomes
Was Participant employed in any job besides the OJT (with OJT or
Record|d |ﬂ different emplayer)?
[ | select[
Did Paricipant continue to work for the OJT employer upon competion of
the QJT?
Select |
Did Paricipant enter OJT related work with an employer other than the
OJT employer?
Seleat [ —
Add| | Dot | | BintL Help | Bt Fsord| | [Budn]
Save) | [Cimtomes et || Comp Besess || Commants || | Clrack Lo Market infomanon |
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Under the Record ID section (bottom left-hand side), click the Add button. This will allow you to
enter data in the fields on the right. Under the National Emergency Grant section, select “Yes”
or “No” in the drop down menu for each of the three questions and click Save.

Be sure to answer all three questions.

EMPLOYER

Comp Assess

PROVIDER
Customer Search Customer Detail . Services
Pickett, Polly SSN: 0505 ID: NY015079586

@ ﬁﬁ Empl. Outcomes | Trng. Outcomes Attachments | Training Addl Info [URIRNEN LT Jobs Info ﬁﬁ

Outcome
Program

Links JobZone

— National Work Readiness Credential ~
Attained [

Date Aftained |:|

~ Industry Wide Recognized Occupational Certificate
Attained [

Date Aftained :l

— National Emergency Grant
During the time period from Paricipant's 1st NEG service to End Date of
MEG:

R did Was Participant employed in any job besides the QJT (with OJT or
T *| | different employer)?

)

Did Participant continue to work for the OJT employer upon competion of

the QJT?

Did Participant enter QJT related wark with an emplayer other than the
OJT employer?

Select W
Yas

| Datete | Prine List |N:’—|—Help| Print Record | Audit |

Enr. Date Exit Date

Common Measy 12192017
[1|Labor Exchange|12/19/2017

Save) || [Ciisiomer Detsil | [Comp iesess | [Comments || [ Check Labor Mathet Infomaon |

DSOS Guide - Sector Partnership National Emergency Grant - Work Based Training Initiative

-27 - 3/27/2018



S0S

One-Stop Operating System

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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