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PURPOSE

The New York State Department of Labor (NYSDOL) will issue State-level funds to interested
and eligible Local Workforce Development Boards (LWDBs) through a Notice of Obligational
Authority (NOA) process. The purpose is to fund training and supportive services to eligible
WIOA Adult and WIOA Dislocated Workers (DWs). NYSDOL will partner with eligible and
interested LWDBs and a funding scale will be available based on the size of the LWDB:

Small LWDBs (Columbia-Greene, Sullivan, and Tompkins) — Up to $100,000;
Medium LWDBs (All others, except small LWDBs and NYC) — Up to $200,000; and
Large LWDB (New York City) — Up to $300,000.

An LWDB is eligible for this funding if it met the required 80% obligation rate for Adult and DW
funds in the proceeding Program Year (PY) and is on track to do so for the current PY.

0SOS is a case management system designed to record a process in which services are provided
to jobseekers and employers. NYSDOL requires that all Career Center customers receive an
initial assessment prior to or on the same day they receive their first staff-assisted service. 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 to measure its
success in achieving the desired goals. Additional information on Initial Assessments can be
found in Technical Advisory (TA) #23-06.
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https://dol.ny.gov/system/files/documents/2023/11/ta-23-06-initial-assessment-10-25-2023.pdf
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PARTICIPANT DATA ENTRY
RECORD THE SERVICE

After ensuring that the training provider information is in OSOS, staff may record participant
data relevant to the services being provided. If training provider information needs to be added
to OSOS, it can be entered using the step-by-step instructions found in the OSOS guide located
here:

https://labor.ny.gov/workforcenypartners/osos/OSOS-Guide-Creating-Providers-Services-and-
Offerings.pdf

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
0OSOS you may use the customer’s NY ID number for any subsequent customer search.

HELP

JobZone

PROVIDER EMPLOYER

Customer Detail Services

Comp Assess

[ < JEEE RG] General info | Education | Job Criteria Text Search | Geographic| Activities | Program s [ List Search | Report=| > >

-~ Customer SSN - Customer ID
Enter or paste one or Enter or paste one or
more SSNs. more Customer TDs. Partial SSNl:l
Last Name| Pickett \
First Name| Paolly ‘
Middle Initial| |
Bith Date| |
Username| ‘
Email Exists| V|
M m Emall|
g 0S0SID | Seeker Name | SSN | stats DOB |

] | | | |

Options ﬂl—n 1e) Lisi_l Aele] (e B0 |_| e f-.15r.:h| F:E’E'l A:'ivt;l P.-PAI Eommenis Ci:”ES[:CndI IVE ﬂewl
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the OSOS help desk at help.osos@Iabor.ny.gov or 518-457-6586 to determine which

Q If a customer name search returns multiple records for the same customer, contact

record to use.

If no matches are found, you will need to create a new record for the customer in OSOS, as
customers served under this grant must be registered with NYS's Career Centers. Instructions
for creating a basic customer record can be found in detail here:

https://labor.ny.gov/workforcenypartners/osos/Creating-a-Basic-Customer-Record-OSOS-

Guide-12-10-2018.pdf

To do this, click New at the bottom of the screen and fill in the necessary details in the

Customer Detail tabs.

]| ososip Seeker Name DOB | Vet | Office | saffs
]

£ >
Options | | Search | v | Qear | | || [ e
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Please note that the customer must be documented as a WIOA Adult or DW to receive funded
services. To determine WIOA DW status, refer to the following checklist found at
https://dol.ny.gov/system/files/documents/2021/03/dislocated-worker-osos-checklist.pdf and
Program Guidance Letter (PGL) #22-01 to ensure the customer is eligible. The OSOS fields for

documenting DW status can be found in the Customer module, Customer Detail window, Work
History tab.

To properly document a DW, the Work History tab must be completed. Start and end dates
must be provided, and Category 2 and Category 6 DWs must have an O*Net code. In addition,
each category of DW will have different required fields depending on the category selected. The
customer listed below is a Category 5 DW due to foreign trade, so the TAA/NAFTA-TAA section
must be completed in the Work History tab.

PROVIDER EMPLOYER STAFF HELP
Customer Search Comp Assess Services Links JobZone NextGen
Pickett, Polly SSN: OSOS ID: NY012312655 10f1
(=3 =G o] oty | Ao Fom 7 | Gojecive R LG L 0] 9L Skl saved Searches | Acivites | Comments 1 1 > 1>
@ Detail
wJob Title| Purchasing Agents, Except Wholesale, Retai, and Fam Products ‘ O*Net Titles | @ O"Net Code
@Employer ABC Clearing Houss Include online @Start Date | 04/01/2018 wEnd Date | 01/05/ 2024
@Address | 123 Main Streat Su pewisod | Phone| | E)d,| |
| #\Wage § 35.00 | [Houty | Hoursiweek
aCity‘ Fulton | «Reason for Leavin g| Category 1-DW V|
wState | New York V| Zip| Job Duties Customer Service, MS Office, QuickBooks, Accounts Recs Job Duties
@Country | United States v
@Job Type| FullTme Vv RR Evenf# Event
NAICS I:I NAICS Lookup Individ ual w/Disability |

Dislocated Worker Information

@Qualifying Dislocation Date @Tenure (months)

O*Net at Dislocation 13102300 Purchasing Agents, Except Wholesale, Retail, and Famm Products

NAICS
Job Company City Start End
Purchasing Agents, Except Who\esa|<|ABC Clearing House |Fu|ton 04/01r2018 |D 11052024

New Job Entry | Delete Selection| Audt |

Save | Start Match | Services| Comp Assess| Adiivity | 1.A. Referais| Comespond| 1VR | Retto Srch | comments| Tag | Resume | Sched | Message |

For Category 1 DW, Category 2 DW mass layoff or closure, Category 3 DW self-employed, and
Category 6 DW spouse of a member of the Armed Forces customers, the Dislocated Worker
Information section needs to be completed. Category 4 DW displaced homemaker, does not
require additional data entry in the Dislocated Worker Information data fields.
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More information on documenting DW status and OSOS data entry assistance can be found in
the Resources section at the end of this guide.

For WIOA Adult, and to comply with WIOA and United States Department of Labor Employment
and Training Administration (USDOL ETA) requirements for Adult Priority of Service (APoS),
NYSDOL requires that at least 50.1 percent of WIOA Title | Adults receiving Individualized Career
or Training Services be a part of one of the priority populations listed below.

Adult Priority of Service individuals include:

e Recipients of Public Assistance

e Other Low-Income individuals

e Individuals who are Basic Skills Deficient - including those who are English
Language Learners
Individuals who are Homeless and also listed as Low-Income

HELP

JobZone

"EMPLOYER

Comp Assess

"PROVIDER
Customer Detail

Services

Customer Search

Pickett, Polly SSN: OSOS ID: NY012312655 10f1
PERTIT) ——————. 1 1
[<=] =] Gen. nfo JLLI LN AddTinfo | Poms/PA | Objective | Work Hst | EdlLic] Skills | Saved Searches | Activities | Comm ents | 7e > ||
Income Info Programs
@Lower Living Standard m - Homeless Veterans Reintegration Program / IVTP | HFVWWWF
@Income 70% LLSIL No e HVRP Grantee Svc Provider | v
5% Rule/Local Priority HVRP Grantee Svc Provider #2| V|
@High Poverty Area Reason
Disability Info \ v/
#Disability Stalus HVRP Grantee Svc Provider #3 v
Migrant Info Reason
@Migrant/ Seasonal Worker ) Yes ® No ‘ v|

INAP - Indian and Native American Programs
BearTracks Software Vlersion

| |
Tribal Code| | Lookup|

Tribal Affiliation

Save | Start Match | Services | comp Assess| Activity | 1.A. Referras| Comespand| 1VR | Retto Srch | Comments| Tag | Resume | Sched | Message |

Where appropriate, select Yes only for Lower Living Standard OR Income 70% LLSIL.
Do not select Yes for both.
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Lower Living Standard / Income 70% LLSIL: Select Yes, No or Not Disclosed. The Income
Eligibility Guidelines can be found on the DOL Programs & Tools webpage.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Services Links JobZone NextGen

Pickett, Polly SSN: OSOS ID: NY012312655

Legal | Housing | Trans portation

Yes - Basic Skils Deficient v

e oo e | i | o | Wiokesin] Samy | o]
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PROVIDER EMPLOYER HELP
Customer Detail B Y Services Links JobZone NextGen

Customer Search

Pickett, Polly SSN: OSOS ID: NY012312655
2] « Em ploym ent | Education | Financial | Fam ily | Health | Treatm ents | Legal ing Trans portation | Com ments | Attachmentq > |>>
 Housing Information
@Current Housing | Homeless V|
Current Housing (2) | V|
Housing Assistance | None v
Contact Person |
Phone| | Exl| |

Additional information on Adult Priority of Service can be found in TA #23-01.

Before taking any services to enroll a customer, be sure all information is updated on

the Customer Detail and Comp Assess windows first! If you find that barriers were

not recorded before enrollment, update OSOS to reflect the correct information and
then contact the OSOS help desk at help.osos@Ilabor.ny.gov. OSOS Help will then
update the enrollment snapshot.

Data Element Validation (TA #23-03) guidance applies to State Level Funding
participants as it does to other WIOA participants.
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ENTERING AN INDIVIDUAL EMPLOYMENT PLAN

During an Initial Assessment, determining appropriate next steps should include a plan to
upgrade skills or continue to job search. If a skills upgrade is necessary to gain marketable skills,
an IEP must be taken as a first step to justify necessary Training and/or Supportive Service
Needs. Along with Initial Assessment Services, an IEP is necessary to record for anyone going
into training and who will be utilizing WIOA or State-level funding.

Prior to enrolling a customer in training, an IEP must be developed.

To enter an Individual Employment Plan activity, click Activity. Enter a partial keyword search
or utilize folders to select Individual Employment Plan (LX Enrolling). Click OK.

HELP

Customer Search istomer Deta i JobZone
Pickett, Polly

10f1

[ <] <] Gen. Info| Etigibilfli i [Comments [ e > 1]
[] Activl| || 1 pisability Employment Initiative Specific Services A R
D Common Measures| || L1 Follow-up Yes

[ |WIA Enroliment Yes

| L1 Self-Service / Informational Only

| L1 staff Assisted Basic

I L1 Staff Assisted Individualized

L] Assessment

L Counseling

L " Individual Employment Plan/ Program Service Plan
|— ¥lindividual Employment Plan [LX Enrolling] _

L Short-term Pre-Vocational Skills

|1 state Specific

Yy Supportive Svcs [ Need Related Pmts

L1 Veteran Specific Services

| Labor Exchange v
|| NVFR & Ifanaral Nnt Pranram Snarificl

RR Event# | v|

Keyword(s) | ‘ Search | %l

Save | Start Matchl Selgio&chompéss&ﬁr Adtivity T_I IVR TBeHo Srch r Ccr‘r‘mentsr Tag T R&cumel Sched | Message
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Navigate to the Services window and then the Services tab of the customer record.

Click the New Service button at the bottom.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess
Pickett, Polly

==] = |Achievement Objectives

Ouliejzaize] I Leizl]

p
I I b (i LT | | A B S TTET ) ez izl e
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After you click the New Service button, OSOS will automatically navigate to the Provider
module. Within the Provider module, OSOS will automatically navigate 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.

EMPLOYER

0SOS Guide - State-Level Training and Supportive Services
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If you do not know the Offering ID, click the General Info tab to search by other criteria.

For Occupational Skills Training to be funded, the training provider/service must have been
auto loaded into OSOS from the Eligible Training Provider List (ETPL).

To help you determine whether a provider has been auto loaded from the ETPL, the search
options need to be adjusted before conducting the search.

To do this, click on Options at the bottom of the screen.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

Quick Search List Search

Sellsduis

0SOS Guide - State-Level Training and Supportive Services
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A pop-up window will appear containing a list of categories you can choose to display for your
search results. Select the following four categories: Provider Name, Service Name, Location

Name, and Service Description. The Service Description is especially important because this
field will indicate if the service was autoloaded from the ETPL.

Uncheck any other categories that may already be checked and click Save.

e — —

—_——

a Cffering Search Result Columns —- Webpage_DiaI og _:—— - |i|w
Result Columns [+, Options
—-Service Offering-- [Jwed. [ state []Location Addr 1 [THours
[ Provider Offering ID [17hu. [lziP Code [ Location Addr 2 [IDays
[ILocation [TFri. ["IProvider Phone [T Lacation City [ IwWeeks
[ IProvider Service ID [[]5at [JExt. []Location State [ ]WIOAEligible Status
[Jcost ] Description []Provider URL [ ] Location ZIP Code []ciP code
[Istart Date [] offering Modify Time []Provider Email []Lacation wiB [ o*Net Title
["1End Date [1# Seeker Semvices ["]organization Type []Location Delete? [T Delete?
[]start Time —Provider Information— | [_| Provider Status ["J Location Mod Time ["]service Modify Time I
["1End Time F'roviderName 1 | []staff Assigned --Provider Service--
[[]Total Seats [l Federal ID (FEIN) [IProv Creation Time [ senice Type
[]Available Seats [ ] state 1D (EIM) [IProv Modify Time Semnvice Category
[sun. [ | Address 1 —-Provider Location— ~JSemnice Name 2 ¥
[Tmon. [ ] Address 2 || Location Suffix ~)Semice Description| 3 %
[ITue. |:|City ocation Mame L |:|Training Credit Hrs
Provider Na.mel Semvice Name I Description
< >
Setas My Defaults [ | Save| Cancel Show My Defaults | Show System Defaults | JII

You can check the box to “Save My Defaults” before you save so that you do not have
to set these options each time you conduct a search.

0SOS Guide - State-Level Training and Supportive Services
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Now that the options have been customized, select the WIB.

Enter any known information in the available data fields. OSOS will allow you to enter a partial
name for the Provider Name and Service Name fields.

Then, click Service Type.

Select the appropriate Service Type from the pop-up dialog box. Click OK.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

Quick Search List Search

Albany/Rensselaer'Schenec v

@ Service Type -- Webpage Dialog

0SOS Guide - State-Level Training and Supportive Services
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A list of Providers will display and will need to include ETP Auto load listed in the description.
Select the appropriate Provider and Service and click Schedule.

HELP
NextGen

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail fering Sea Offering Detail

Links

1-60f6 0B

(CREREST (Generalinto

~ Location Start Date Range
wiB |AIbanyfRensselaerfSchene{ V| City ‘ | [Flom | | To |

~ Provider Information

Provider Name | Adirondack | Service Name |:| Program | V|

Provider Status | Active

Service Type | Gccupational Skills Training Service Type |
[ ] Provider Name Semnice Name Description
[]| ADIRONDACK ADVANTAGE I Adirondack Advantage Driving Scl 100 Hour CDL Class ATraining Program
[]| ADIRONDACK ADVANTAGE [ Heavy Equipment Operations Training including 1 week of classroom instruction, coupled with 5 weel
[[1| Adirondack Community Colle Hos pitality & Touris m AAS Hospitality & Tourism
[']| Adirondack Community Collel Liberal Arts/Science Coursework aimed at completing Associates degree in concentrated s«
L]

Adirondack Community Colle Nursing AAS Nursing Associates Degree program.

Adirondack Dental Assisting | Dental Assistant | ETP Auto load 102017

>
Options Search |  |Assignto List| v | Clear | Detail | 1~ | Schedule | —

0SOS Guide - State-Level Training and Supportive Services
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By clicking Schedule, the service will be added to the customer’s record, and OSOS will
automatically navigate to the Services tab.

Select the service from the list in the bottom half of the screen and complete the following data
entry in the Detail window (left hand side). Select the service from the list in the bottom half of
the screen and complete the following data entry in the Detail window (left hand side).

PROVIDER EMPLOYER HELP
Customer Search Custom er Detail Comp Assess  Services |5 JobZone
Pickett, Polly 0S50S ID: NY012312655

[<e] <[achievem ent Objectives iyt service History | Enrolin ents [Trng._Outcomes | Commer| > >3]

Detail Funding
Service Name |Leve|| Source IOingatedI Ac:luall Oblig # |

Dental Assistant
ETP Auto load 10/2017
87386
Service Type Occupational Skils Training
Provider Name Adimondack Dental Assisting School, Inc.
Location Name Adimndack Dental Assisting Schoal, Inc.
Provider ID 63736 Offering 1D 94939
Plan. Start Date | 01/15/2023 Flan.End Date | 12/ 30/ 2023
Actual Start Date | 01/15/2023 Actual End Date

Senvice Desc

Senice 1D

Total Funding| | Add |

Completed Sucoessfully Pefition #
Next Contact Date RR Event #| v
Program Senvice Type‘ ITA-Training V| IncumbentWorker Training

v
Distance Learn. '

Senice Name

Part Time Learn. '

Provider Name
Adirondack Dental Assisting School, In Denfal Assistant

01/152023

ITA-Training

Options int List New Service | Delete Service | Authorization | IPA Service Summary | Tracking |

Save | CustomerDetai_l Comp Assess | Comments |

0SOS Guide - State-Level Training and Supportive Services
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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 began.

Actual End Date — This field can be left blank until the service ends. If the service is a one-day
service, 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 needs to
be within 90 days of the first service 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.

O*NET — The O*Net code must be entered for a training service. 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.

0SOS Guide - State-Level Training and Supportive Services
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The O*Net code automatically populates.
Under Program, select Training and Supportive Services Distribution from the list.

Customer Search Custom er Detail
Pickett, Polly

Comp Assess

33N:

| Achievem ent Objectives

Service History | Enroll
~ Detail
Actual Star Uate | U1/ 15/ 2023

Actual End L ate
Completed Successfully A
Next Contact Date
Program Senice Type | | TA-Training W
Part Time Learn. v Distance Learn.

Program | Training and Supportive Semvices Distnbution
Minimum Hours

Numherof‘e\‘eelcs’i
O*Net| 31909100| Dental Assistants "Nt |
NAICS | - Naics|
Min. Prog. Agreed | |
Achv. Objective Vv

Staff Assigned CARIMANDO, SUSAN  Change | ~ |

WB Assigned Albany/Rensselaer’ Schenectady C¢ v
[

—

P v

0SOS Guide - State-Level Training and Supportive Services
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Once all the information is updated on Detail (left-hand side), click Save. If funding is entered
before saving, OSOS will generate an error message.

PROVIDER EMPLOYER
Custom er Search Custom er Detail Comp Assess ~ Services | |/

Pickett, Polly SSN: 0S0S ID: NY012312655 Record Saved
[==] <[Achievem ent Objectives Juld iinl] Service History | Enrolim ents | Outcom es | Em pl. Outcom es | Trng. Outcomes | Commen| > |>|
— Detail ~ Funding

Senice ID| 87386 | Level | Source IOingatedI Actual | Oblig # |

Service Type  Occupational Skills Training
Provider Name| Adimndack Dental Assisting School, Inc.
Locafion Name| Adimndack Dental Assisting School, Inc.

A
|
|
|

Provider ID 69786 Offering 1D 94939
Plan. Start Date | 01/15/2023 Plan. End Date | 12/ 30/ 2023

Actual Start Date | 01/15/2023 Actual End Date

Completed Successfully v
NextContactDate| | Total Funding| | Add | | Edi | Dz

P[og ram Senice Type| | TA:-Train il"lg V| Pefition #
Part Time Learn. A4 | Distance Learn_| ' | RR Event #| v |
Program | Training and Supporttive Services Distribution V| v Incumbent Worker Training
Minimum Hours Number of Weeks |
Provider Name Senice Name Actual Start Datd Actual End Dat Program Svc Type
Adirondack Denfal Assisting School, In Dental Assistant 01/15/2023 ITA-Training
<

Optionsl Print List | New Service I Delete Service I Authorization | IPA Service Summary | EEVmERS I Tracking |

_ Save ICustomerDeiai_I_gompAssessl Comments |

0SOS Guide - State-Level Training and Supportive Services

-18 - 5/16/2024




>0

One-Stop Operating System

ADD FUNDING

Next, complete the Funding section (right hand side) for the Service.
To do this, enter $1.00 in the Total Funding field.

Click the Add button.

0SO0S is not used as a financial tracking system. It is only used to track programmatic

services provided. For this reason, the $1.00 entry acts as a placeho

Ider so that the

system will designate a funding source to be attached to the service. This allows the

system to track services provided under this funding.

EMPLOYER
. Services  NEE

PROVIDER
Custom er Detail

Customer Search Comp Assess

JobZone

Pickett, Polly SSN: 0S0S ID: NY012312655
=] =]Achievem ent Objectives Jiiiddandl Service History | Enrolim ents | Outcom es | Empi. Outcom es | Trng. Outcomes | Commen| > ||
~ Detail ~ Funding

Senice Name | Dental Assistant |A | Level | Source IOingatedI Actual | Oblig # |

Senvice Desc. ETP Auto load 10/2017 |
SeniceD 87386 |
Senvice Type Occupational Skils Training |
Provider Name  Adiondack Dental Assisting Schodl, Inc. |
Location Name | Adiondack Dental Assisting School, Inc. |

Provider ID 63736 Offering 1D 94939

Adirondack Dental Assisting School, In Dental Assistant 011152023

Plan. Start Date | 01/15/2023 Plan. End Date | 12/ 30/ 2023
Actual Start Date| 01/15/2023|  Aciual End Date Total Funding | $1.00 ﬂ-
Completed Sucoessfully Petition #
Next Contact Date RR Event #| v
Program Senice Type‘ ITA-Training V| IncumbentWorker Training
Part Time Learn_| v | Distance Learn. v | v
Provider Name Senice Name Actual Start Datd Actual End Dat Program Svc Type

Optionsl Print List New Service I Delete Service I Authorization | IPA Service Summary | EEymEnts I Tracking |

ITA-Training

Save I CustomerDetai_I_gompAssessl Commemsl

0SOS Guide - State-Level Training and Supportive Services
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After you click Add, a pop-up window will appear with a list of funding sources.

Check the box next to Adult Statewide 15% or if a DW, choose Dislocated Worker Statewide
15%, as the funding source.

Enter $1.00 in the Obligated Amount field and click OK.

27 Funding -- Webpage Dialog d
Funding
Level Funding Source Year Remaining MEG/Contract/Grant #
[]|we WOA Adult Local 2021 $99989 .00
[1|wB WOA AdultLocal 2022 $99987.00
[]|wB WIOA Adult Local 2023 $99992 00
[]|wB WOA Dislocated Worker Local 2021 $99999.00
N WOA Dislocated Worker Local 2022 $99995 00
R WOA Dislocated Worker Local 2023 $99998.00
[ ]|wB WOA Youth Local 2021 $99999.00
[1|wB WOA Youth Local 2022 $99998.00
[]|wB WOA Youth Local 2023 $100000.00
[1|wB Youth Statewide 15% 2021 $99999.00
[]|we Youth Statewide 15% 2022 $99999 00
[]|wB Youth Statewide 15% 2023 $100000.00
[]|wB Dislocated Worker Statewide 15% 2021 $100000.00
[]wB Dislocated Worker Statewide 15% 2022 $100000.00
I Dislocated Worker Statewide 15% 2023 $100000.00
[]|wB Adult Statewide 15% 2021 $100000.00
[]|wB Adult Statewide 15% 2022 $100000.00
WB Adult Statewide 15% $ 100000.00|_
[]|state DHP State Funded 2023 $99991 00
[1lwe Gun Violence Prevention Local Initiafive 2020 $99997.00
ﬁ Obligated Amount| 5100 | WIB Abany/ Rensselaer Schenectady Countie
OR Office | ALBANY
Obligated Percentige Region Capital District

ﬂ Cancel
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The funding will now appear in the Funding section on the right-hand side of the screen.

Click Save at the bottom of the screen.

PROVIDER EMPLOYER
Custom er Search Custom er Detail Comp Assess . Services Lo

Pickett, Polly SSN: 0S0S ID;: NY012312655
[<=] <[Achievem ent Objectives |l asl] Service History | Enrolim ents | Outcom es | &m pl. Outcomes | Trng. Qutcomes | Commer] > 1|
— Detail ~ Funding
Service Name| Dental Assistant | | Level Source Obligated |  Actual Oblig # |
Service Desc. | ETP Auto load 10/2017 |A [CJ|wB  |Adult Statewide 15 100  |$0.00 |
Senice |ID 87386

Service Type | Occupational Skills Training |
Provider Name | Adiondack Dental Assisting Schodl, Inc. |
Location Name Adiondack Dental Assisting Schodl, Inc. |

ProviderID 69786 | Offering ID 94939
Plan. Start Date | 01/15/2023 Plan. End Date | 12/ 30/ 2023
Actual Start Date | 01/15/2023|  Actual End Date Total Funding Jaaa| pEzm 2y
Completed Sucoessfully Pettion # l—

Next Contact Date RR Event #| v
Program Senvice Type| ITA-Training V| Incumbent Worker Training

Part Time Learn_| A4 | Distance Learn. ' |

Provider Name Senice Name Actual Start Datt Actual End Dat Program Svc Type

Adirondack Dental Assisting School, In Denfal Assistant 01152023 ITA-Training

Optionsl PrintListl New Service I Delete Service I Authorization | IPA Service Summary | Payments I Tracl-chgl

— CustomerDeiai_I_gompAssessl Commemsl
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ENTERING A SUPPORTIVE SERVICE

Entering an appropriate Supportive Service will be the same process as previously shown. To
add a service, click on New Service.

PROVIDER EMPLOYER HELP
Customer Search Custom er Detail Comp Assess . Services Lo JobZone NextGen

Pickett, Polly SSN: 0S0S ID: NY012312655
[==] =[Achievement Objectives [iataiaa] Service History | Enrolim ents | Outcom es | Em pl. Outcom es | Trng. Outcomes | Commer| > ||
~ Detail ~ Funding
Service Name| Dental Assistant | | Level Source Obligated |  Actual Oblig # |
Senvice Desc. ETP Auto load 10/2017 |A [J/WB  |Adult Statewide 1$ 100 |$0.00 |
Senice |ID 87386

Service Type | Occupationsl Skills Trairing |
Provider Name| Adimndack Dental Assisting School, Inc. |
Location Name| Adiondack Dental Assisting Schoal, Inc. |

Provider ID 69786 Offering 1D 94939

Plan. Start Date | 01/15/2023 Plan. End Date | 12/ 30/ 2023

Actual Start Date| 01152023 Actual End Date Total Funding|$ 100 | Add | Fdi | Deee]
Completed Sucoessfully Pettion #

Next Contact Dale RR Event #| v

Program Senice Type| ITA-Training V| Incumbent Worker Training

Part Time Learn_| A4 | Distance Learn. ' | v

Provider Name Senvice Name Actual Start Daty Actual End Dats Program Svc Type

Adirondack Dental Assisting School, In Dental Assistant 01/15£2023 ITA-Training

Optionsl Print List New Service orization | IPA Service Summary | Payments I Tracl-chgl
@ CustomerDeIai_I_gompAssessl Commemsl
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After you click the New Service button, OSOS will automatically navigate to the Provider
module. Within the Provider module, OSOS will automatically navigate 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

Offering Detail

0SOS Guide - State-Level Training and Supportive Services
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Enter any known information in the available data fields. OSOS will allow you to enter a partial
name for the Provider Name and Service Name fields.

Then, click Service Type.

Select the appropriate Service Type from the pop-up dialog box. Click OK.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail Links

Quick Search List Search

[ eryrensomersenec V] Gy [ | [ Y [

@ Service Type -- Webpage Dialog

[ ]
[ ]
[ ]
[ ]
[ ]
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Once the search criteria have been entered, click Search.

The results will display in the bottom half of the screen. Select the appropriate Provider/Service
from the results and click Schedule.

HELP
NextGen

STAFF
Links

"EMPLOYER

"CUSTOMER
Provider Search

Provider Detail Offering Detail

1-10f1 0B

(CREREST) (General nfo

Location Start Date Range
WIB | v| ciy | | From | | To|

Provider Information

Provider Name | albany ‘ Service Name l:l Program | V‘

Provider Status | Active

Service Type Refenmed to Supportive Sewvices [LX Enrolling] Service Type
[] Provider Name Service Name Description

Albany - Career Central One | Refemred to Su

>
Options Search | w |AssigntoList| w | Clear | Detail | Delete | Schedue | —

If your search only returns one result, 0SOS will navigate directly to the Offering
Detail window for that provider. Click 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| £1.00 Total Seats Ayailable Seats

Description

Save Single | Save Ongoing | Provider Services | Retum to Search | —
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By clicking Schedule, the service will be added to the customer’s record, and OSOS will
automatically navigate to the Services tab.

Select the service from the list in the bottom half of the screen and complete the following data
entry in the Detail window (left hand side).

PROVIDER EMPLOYER

Customer Search Custom er Detail Comp Assess ~ Services | iy
Pickett, Polly 0S0S ID: NY012312655
2] ZYachievem ent Objectives e laal ervice istory] Enrolin ents | Outcom es | &m pl. Outcomes | Trng. Outcomes | Commer] > >>)

~ Detail Funding
Service Name | Referred to Suppottive Sewice | | Level Source Obligated | Actual | Oblig# |

1] |

Senice DeSC| Refemed to Supportive Sewvice [LX Enroliing] |

Senvice ID 157815

Service Type | Refemed to Supportive Sewices |
Provider Name| Albany - Career Central One Stop |

Location Name Albany-Career Central |

Provider ID 20620 Offering 1D 158492

Plan. Start Date | 01/15/2023 Plan. End Date | 04/30/ 2023
Actual Start Date | 01/15/2023 Actual End Date

TotalFunding| | Add | Edi | Delete|

Completed Sucoessfully Pefition # |
Next Contact Date RR Event #| v
Program Service Type| ITA-Training V| Incumbent Worker Training

v
Distance Learn_l

Provider Name Senice Name |A{:tual Start Dat{Aclual End Datl Program Svc Type
[ ]| Adirondack Dental Assisting School, In Dental Assistant 01/15/2023 ITA-Training
Albany - Career Central One Stop Referred to Supportive Senvice 01/15/2023 A Training

Part Time Learn_l

Optionsl Print List New Service I Delete Service I Authorization | IPA Service Summary | EEYTENS I Tracking |

Save I CustomerDetai_I_gompAssessl Commemsl
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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 began.

Actual End Date — This field can be left blank until the service ends. If the service is a one-day
service, 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 needs to
be within 90 days of the first service 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.

O*NET — The O*Net code must be entered for a training service. 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.
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Under Program, select Training and Supportive Services Distribution from the list.

Customer Search Custom er Detail

Pickett, Polly

'[Achievem ent Objectives

Comp Assess

SSN:

Service History | Enroll

— Detail

Provider |ID | 20620

Plan. Start Date | 01/15/2023
Actual Start Date | 01/15/2023

Offering 1D 158492 A

Plan. End Date
Actual End Date

Completed Successfully

04730/ 2023

Next Contact Date

Program Senvice Type | Indvidualzed Career Services v

Part Time Learn. I— Distance Leam_l—
Program | Training and Supportive Services Distribution _

Minimum Hours NumberofWeelcs’i
O*Net | | | Fomze
NAICS | - naics|
Min. Prog. Agreed | | v

Achv. Objective hd
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ADD FUNDING

Next, complete the Funding section (right hand side) for the service.
To do this, enter $1.00 in the Total Funding field.

Click the Add button.

0SO0S is not used as a financial tracking system. It is only used to track programmatic
services provided. For this reason, the 51.00 entry acts as a placeholder so that the
system will designate a funding source to be attached to the service. This allows the
system to track services provided under this funding.

PROVIDER EMPLOYER
Customer Search Custom er Detail Comp Assess  Services |l
Pickett, Polly SSN: 0808 ID: NY012312655
<] <[Achievem ent Objectives J-Lia sasd] Service History | Enralim ents | Outcom es | &m pl. Qutcom es | Trng. Outcomes | Commer| > ]
~ Detail ~ Funding
Service Name| Refemed to Suppottive Sewvice | ~ | Level Source Obligated | Actual Oblig # |
Senvice Desc.| Refered to Suppottive Sewvice [LX Enralling] | ] |

Senice ID 157815

Service Type | Refemed to Suppottive Sewvices |
Provider Name| Albany - Career Central One Stop |
Location Name | Abany -Career Central |

Provider ID 20620 Offering 1D 158492

Plan. Start Date | 01/15/2023 Plan. End Date | 04/ 30/ 2023 ;

Actual Start Date | 01/15/2023)  Actual End Date Total Funding I Add |_
| e

Completed Sucoessfully Pefition #

Next Contact Date RR Event#| v

Program Senice Type| Individualzed Career Services V| v Incumbent Worker Training
Part Time Learn_l Distance Learn_l
| Provider Name | Senice Name |Adual Start Dat{AChJal End Daq Program Svc Type
[']| Adirondack Dental Assisting School, In Dental Assistant 01/15/2023 ITA-Training
Albany - Career Central One Stop Referred fo Supportive Senice 01/15/2023 _ Individualized Career S4
< >
Options I Print List New Service I Delete Service I Authorization | IPA Service Summary | EEVTEnts I Tracking |

Save I CustomerDetai_I_gompAssessl Commemsl
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After you click Add, a pop-up window will appear with a list of funding sources.

Check the box next to Adult Statewide 15% or if a DW, choose Dislocated Worker Statewide
15%, as the funding source.

Enter $1.00 in the Obligated Amount field and click OK.

27 Funding -- Webpage Dialog d
Funding
Level Funding Source Year Remaining MEG/Contract/Grant #
[]|we WOA Adult Local 2021 $99989 .00
[1|wB WOA AdultLocal 2022 $99987.00
[]|wB WIOA Adult Local 2023 $99992 00
[]|wB WOA Dislocated Worker Local 2021 $99999.00
N WA Dislocated Worker Local 2022 $99995 00
R WOA Dislocated Worker Local 2023 $99998.00
[]|wB WOA Youth Local 2021 $99999.00
[1|wB WOA Youth Local 2022 $99998.00
[]|wB WOA Youth Local 2023 $100000.00
[1|wB Youth Statewide 15% 2021 $99999.00
[]|we Youth Statewide 15% 2022 $99999 00
[ 1|we Youth Statewide 15% 2023 $100000.00
[]|wB Dislocated Worker Statewide 15% 2021 $100000.00
R Dislocated Worker Statewide 15% 2022 $100000.00
[]|we Dislocated Worker Statewide 15% 2023 $100000.00
[]|wB Adult Statewide 15% 2021 $100000.00
[]|wB Adult Statewide 15% 2022 $100000.00
WEB Adult Statewide 15% $100000.00|_
[]|state DHP State Funded 2023 $99991 .00
[1lwe Gun Violence Prevention Local Initiafive 2020 $99997.00
W) Obvligated Amount( 5100 | WIB Abany/ Rensselaer Schenectady Countie
OR Office | ALBANY
Obligated Percentige Region Capital District

ﬂ Cancel
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The funding will now appear in the Funding section on the right-hand side of the screen.

Click Save at the bottom of the screen.

EMPLOYER
Comp Assess . Services |l/e JobZone NextGen

PROVIDER
Custom er Detail

Customer Search

Pickett, Polly SSN: 0S0S ID: NY012312655
[<<] <] Achievem ent Objectives Jiiiiaad] Service History | Enrolim ents | Outcom es | Em pl. Outcom es | Trng. Outcomes | Commer] > |>>)
~ Detail ~ Funding
Service Name| Refemed to Suppottive Sewice | ~ Level Source Obligated |  Actual Oblig #
Senvice Desc| Refered to Suppottive Sevice [LX Enraliing] | Adult Statewide 1|$ 1.00 $0.00

Senice ID 157815

Service Type | Refemed to Suppottive Sewices |
Provider Name| Albany - Career Central One Stop |
Location Name ' Albany - Career Central |

Provider ID 20620 Offering 1D 153492

Plan. Start Date | 01/15/2023 Plan. End Date | 04/ 30/ 2023

Actual Start Date | 01/15/2023]  Actual End Date Total Funding| 5100 | Add | Edt | Delete|
Completed Sucoessfully Petition #I
Next Contact Date RR Event #| v

Program Senice Type| Individualzed Career Services V| v Incumbent Worker Training
Part Time Learn_l Distance Learn_l
| Provider Name | Senvice Name |Adual Start Dat{AcIual End Daq Program Svc Type

[ 1| Adirondack Dental Assisting School, I Dental Assistant 01/15/2023 ITA-Training

Albany - Career Central One Stop Referred to Supportive Senice 01/152023 _ Individualized Career S¢

Optionsl Print List | New Service I Delete Service I Authorization | IPA Service Summary | Payments I Tracking |

— Save ICustomerDetai_I QompAssessl Commemsl
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ENTERING COMMENTS
Comments are used to record case management notes. All users need to record comments,
details about services, and case notes that concern the customer being served.

Click on the Comments button at the bottom of the Customer Detail window. The Comment
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.

EMPLOYER

PROVIDER

Comp Assess

Customer Search

Pickett, Polly SSN: OS0S ID: NY012312655 10f1
(=] <[Gen-Info  Sigibilty | Rde Info | Pgms PA | Objective | Worl Hs | i Skl | saved Searches | Activites Rl /- ||
[] Created [ Staff Assigned I Comments

X Ine operafor, states he has been

@ Comment -- Webpage Dizlog
2months ago Reports thathe

Comments d experience. This is consistent with
_____ ocally in-demand occupation.
Font Family. Font Size... B 7 U S FontFormat + | = = E == L 1o nrass layoff P

a college degree. Completed 20
MAC but is uncertain of goal and

ent, customer has KSAformachine
due to the labor market Customeris

Customer is currently enrolled in WIOA-funded training as a Dental Assistant in
Adirondack Dental Assisting School.

Theywere referred for Supportive Services to assist with training related supplies until
April 30,2023 |

_ Save | Soell Check | Cancel |

Edit Gamment | [Ielete C::mmsnl Print Cur‘r‘mentsl Show Ful Comments |

Save | Start Matchl Sen_rio&cl Comp éml Activity I 1A, Refenabl Cun&a__l Cor‘rmentsl Tag I Resumel Sched | Message
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CLOSING A SERVICE

It's important to always close Services upon completion. Services that continue without an
Actual End Date can continue enrollment or generate errors due to gaps between Services.

To close a Service, enter an Actual End Date in the field and select Completed Successfully as
Yes/No. Once updated, click Save.

STAFF HELP

"EMPLOYER

“PROVIDER

Customer Search Custom er Detail Comp Assess ~ Services ki JobZone NextGen
Pickett, Polly SSN: 0808 ID: NY012312655
<2 <[achievem ent Objectives JEL Y service History | Enrolim ents | Outcom es | em . Outcomes | Trng. Outcomes | commer| > >
Detail Funding
Service Name Refemad to Supportive Sewice -~ | Level Source Obligated I Actual I Oblig # |
Senice Desc. | Refered to Suppoitive Service [LX Enralling] ] |WB Adult Statewide 1/$ 1.00 $0.00 |

Senvice ID 157815
Service Type Refemed to Suppottive Sewvices
Provider Name Albany - Career Central One Stop
Location Name | Albany - Career Central
Provider 1D 20620 Offering 1D 158492
Plan. Start Date | 01/ 15/ 2023 Plan. End Date| 04/ 30/ 2023

Actual Start Date | 01/15/2023|  Actual End Date | 04/28/2023 _ Add |
Completed Successtuly Yes ] {— Pesiont|

Next Contact Date RR Event #| v
Program Senice Type| Individualzed Career Services V| v Incumbent Worker Training
Part Time Learn. Distance Learn.
| Provider Name | Senvice Name |Adual Start Dat{AcIual End Daq Program Svc Type
[ 1| Adirondack Dental Assisting School, Il Dental Assistant 01/15/2023 ITA-Training

3

Albany - Career Central One Stop Referred to Supporiive Service 01/15/2023 | 04/28/20

Options | Print List | New Service | Delete Service | Authorization | IPA Service Summary | Payments Tracking |

— Save | CustomerDetail Comp Assess | Comments |

The service must be closed when it has ended. To close a service, navigate to the
Customer module, Services window, Services tab. Select the service that must be
closed. Then enter the end date for the training service and click Save. The service is

now closed.
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ENTER OUTCOMES

When working with customers and providing WIOA funded services, training and employment
data entry must be completed. All training and employment outcomes must be documented in
the Training and Employment Outcomes tabs.

Guidance on entering Training and Employment outcomes can be found at
dol.ny.gov/system/files/documents/2021/03/wioa-performance-measures-and-outcomes-
guide 0.pdf.

RESOURCES AND ASSISTANCE

Documenting Dislocated Worker Status: Documenting Dislocated Worker Status (ny.gov)

and PGL #22-01: New York State Department of Labor (NYSDOL) guidance and interpretation on
the Workforce Innovation and Opportunity Act (WIOA) definition of Dislocated Worker (DW)
and recording DWs in the One-Stop Operating System (OSOS)

Adult Priority of Service: Workforce Development System Technical Advisory #23-01: Serving
Priority Populations and Priority of Service under the Workforce Innovation and Opportunity
Act (WIOA) Title | Adult Program (ny.gov)

L2 Services L2 SERVICES — As Presented In The OSOS Provider Module (ny.gov)

Comprehensive Assessment and Supplemental Data OSOS Guide: Comprehensive Assessment
and Supplemental Data OSOS Guide (December 30, 2022) (ny.gov)

0OSOS Guide: Creating a Basic Customer Record: Microsoft Word - Creating a Basic Customer
Record OSOS Guide 12-10-2018 (ny.gov)

0SOS Guide: WIOA Performance Measures and Outcomes:
dol.ny.gov/system/files/documents/2021/03/wioa-performance-measures-and-outcomes-
guide 0.pdf

For further assistance, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: Help.OSOS@Iabor.ny.gov
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https://dol.ny.gov/system/files/documents/2021/03/wioa-performance-measures-and-outcomes-guide_0.pdf
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