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PURPOSE

New York State Department of Labor (NYSDOL) has partnered with the Onondaga County Local
Workforce Development Area (LWDA) to target job seekers as prospective trainees for
immediate enrollments in Career Training Programs for occupations identified by the New York
State Department of Transportation (NYSDOT) I-81 Job Title List. In August 2020, City of
Syracuse Mayor Ben Walsh launched the “I-81 Viaduct Jobs Project Big Table” community-wide
discussion. Outcomes of these collaborative processes resulted in a Trades Pipeline Design
“Road Map” with key components to target job seekers as prospective trainees to enroll in
Career Training Programs for various occupations including Welder/Fitter, Construction Trades,
CDL A & B, and Heavy Equipment Operators.

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.
0SO0S collects substantial information from customers, businesses, and training providers. This
information is also used to prepare required State and Federal reports.

This guide provides instructions on how to conduct the OSOS data entry for the Syracuse 1-81
Project.
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SEARCHING FOR THE CUSTOMER

When staff enter customer data into OSOS, it is important to determine if a record already
exists for the customer. In addition, there may be instances where there are two existing
records, or duplicate records, for the customer. When this occurs, we often see that one
account has a Social Security Number and one does not. Following the instructions below
ensures that any duplicate records can be found and addressed accordingly.

Searches are performed within the Customer Search window, in the Customer module.

While searches are most commonly performed from the Quick Search tab, any of the active
tabs can be used in the search process. In addition, once you are case managing a customer,
and their Customer ID is known, you may search for the customer using the Customer ID field.

| e —————
m‘ PROVIDER EMPLOYER
| 4% Customer Search Rt

[ et General info | Education | Job Criteria | Text Search | Geographic | Activities | Programs Active Tabs
= ~TrmemerD
= — . —
Enter er paste one or | Enter or paste one or
more S3Ns. more Customer IDs. Pariial SN ]
Last Name
Fistiame| |
Middle Initial| |
Birth Date
Username
Email Exists |
“ﬂll "ﬂll e
(| ososi | vet | staws | Seeker Name | cmsa|cmss | wion | wsio | Tan |
[
< >
Options | _ Suarch | = | Claar | | ! [ | S P2 T | | | o]
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QUICK SEARCH

A customer search is most commonly performed from the Customer Search window, Quick
Search tab. There are numerous ways a customer search can be conducted depending on the
information the staff has obtained. Staff will mainly search by Customer Full or Partial Name.

SEARCHING BY CUSTOMER FULL OR PARTIAL NAME
Staff may search for a customer record by full or partial name. Enter as much information as is
known in the Last Name and First Name data fields.

As a best practice, staff should perform a name search for any customer they are
working with to determine if duplicate OSOS records exist for the same customer. If a
duplicate record is found, please contact help.osos@Ilabor.ny.gov.

Click the Search button.

STAFF

EMFLOYER

Comp ASSess

PROVIDER

Customer Delail

JobZone

Senvices Links

General Info | Education | Job Criterta | Text Search | Geographic | Activitkes || PFrogrames | List Search | Heports | > |55

— Customer $5N —————— ~ Customer ID
o — . —
Enter or paste one or Enter or paste One or
more 55Ha. more Customer IDa. PMHSSN:'
Name Last Name | s |
data fields Eirst Name| == |
Middle Initial| |
Hll‘lﬂa‘lul
Usu‘niml| |
Emall Bxists|
(| ososi | Seeker Name | vet | pom | City | status |
] l I l
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If there is only one result returned, OSOS will display the customer's record. It will default to
the General Information tab of the Customer Detail window.

PROVIDER EMPLOYER STAFF
Customer Search  Customer Detail 4 Customer Detail Services

Smith, Jane

Genera' lnfo PA Ol)Jrr:fi:.'c Work Hist. |

o SN | estMs|ieve V| wjobSeeker|fowe V)
sUsemame testsmtr 123 | ePassword’ passwors | e R e

If there is more than one customer record matching the search criteria, the customers'
information will be displayed in the window below the data entry fields.

FROVIDER EMPLOYER STAFF

Comp Assess Services

- CustomerSSN - Customerid
. I . I
Enter or paste one or
more 55Ha. MHMI:'
LastName|smith |
S r—
Middle Initial|

Email Exists| |
Title Bar

(|| ososip Seaker Name vet | DOB Office
(][ NY011664134 | Smith, Jane No | 111151971 | PATCHOGUE | Adtive
(]| NY011668521 | Smith, Jane M No | 06/011980 | TROY Active

£ >

Options | Seasch | »| Cloar e o £ = e | S |Soaan: [ | e
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If the search yields more than one result, staff can view all the records by first clicking on the

check box in the top left-hand corner of the gray title bar. This will select all the results. Staff
can then click on Detail at the bottom of the screen to review all selected customer records.

0OS0S 1D DOB Status Office

<]

Select All

dY015288310 | 01/011€ Active Schenectady County Career Center
{, Andrew NY015298300 | 01/0119 Active Schenectady County Career Center A
Schenectady, April NY015298322 | 01/01/1¢ Active Schenectady County Career Center
Schenectady, Chris NY015288317 | 01/0114 Active Schenectady County Career Center
Schenectady, Dan NY015298312 | 01/0119 Active Schenectady County Career Center
Schenectady, Derek NY015298308 | 01/011¢ Active Schenectady County Career Center
Schenectady, Hallie » Schenectady County Career Center b
Optons | Search | v | Clear | Detd Detail I | ~| | | Actvay| PiPA | Commems | Comespond| IVR | New|
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records.

PROVIDER

0SO0S will display the customer record of the first customer selected. Use the arrows at the top
right corner of the screen to toggle through the customer records. Staff can review the records
to identify the customer they were searching for, as well as to identify potential duplicate

EMPLOYER 5TA HELP

0505 b . o140

OSOS Guide - Syracuse |-81 Project
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SEARCHING BY FULL SOCIAL SECURITY NUMBER OR NY ID
Once staff are case managing a particular customer, they can search by Customer SSN or
Customer ID in the Quick Search tab to find the customer record.

Then click the Search button at the bottom of the screen.

PROVIDER EMPLOYER STAFF

 Customer Search % Customer Search f= 00 Services JobZone
[ 3 quick sesrch O yick Search [Text Search | Geographic | Activities | Programs | List Search]
Customer 55 -~ Customer ID
SSN ssM1/ | 101 [ 0171668521 NY ID#
P Enter Cl: paste ong or Enter or paste one or
BOL= S3Hs. Bore Customsr IDS. Mﬂml:l
P —
T —
Middle Initial| |
T —
 —
Email Exists|
= ] Bmal |
] ososi | Seeker Name | vet| Dos | City | status |
] | [ | |
{ >
Opsons | Search | ol el =2 = = [ | | ew)

If there is a matching record, OSOS will display the customer's record. If there is no matching
record, the system will display No Matches Found in the upper right-hand corner.

The search can be based on either SSN or ID number, but it cannot be based on both.
Including data in both the Customer SSN field and the Customer ID field will result in
an error message.
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If an existing customer record cannot be found, click the New button at the bottom of the
screen to create a new customer record.

PROVIDER EMPLOYER STAFF

Links

General Info | Education | Job Criteria | Text Searc raphic | Activities | Programs | Lis

Enter or paste one or Enter or paste one or
more 55Ns. A mare Customer IDs.

Tome s =] le= | o] Bl = [ o MW—

For detailed information on searching for a customer record, please see the Performing a
Customer Search OSOS Guide.

For detailed information on creating a customer record, please see the Creating a Basic
Customer Record OSOS Guide.
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BASIC CUSTOMER RECORD

Creating or updating a basic customer record requires data entry in seven tabs. These tabs are
located in the Customer module, Customer Detail window. They are:

e Gen. Info tab (General Information)

e Eligibility tab

e Add'l Info tab (Additional Information)
e Objective tab

e Work Hist. tab (Work History)

e Ed/Lic tab (Education/Licenses)

e Skills tab

PROVIDER

EMPLOYER

Comp Azzess

Customer Search

Services Links JobZone NextGen

Parker, John SSN: =*=.3232 0S0S ID: NY016747525 10f1
|| .4 Gen.Info Higibility | Add"lInfo | Pgms/PA Ohjedi'.aEWDrk Hist.EﬂLicSkins Saved Searches | Actidties | Comments [ Td > [==
~ Customer Data
@ Ethnic Heriaqe & Race
o SN | eswmms[fwve V] eyob Seeker[tewe V] |
iUsemame| parkeree | @Passwond | park 7550 | Mearge I  Education & Employment
@l ast Name| Parker | #First Name | John ||l|| l:l @Education Lewel
eDate ofBirh| 05/01/2004 | @Gender| M3= | @Portiolio L. | JobZone Adut | [10 Grade v
@Address| 123 Main Sreet | @School Status
| | ||| In-school, Secondary School or Less V|
SCity] Anytown | estate| New Yok M EE CEu i
Employed o
County| Onondaga v | Country| Unted States v metro| V| [ Net |
Phone | 5185555555 | Ext, | | | |Ext | | Fax| | Underem ployed | V|
Em ai| 1e=t@1estoad com |
M= #Contact Preferences
URL| |
US i [v¥]Use Postal [ Fax
w5,
=n [Jpr.Phone [ |Email
Enrolments |szz Manager [ Addto Caselosd | [ ] At Phone Resume Contact Infs
~ Customer Asszignmemnt
Staf Assigned KLINE, REBECCA | Change| = | Registered 07/30/ 2021
WIB Assigned | Albany/Rensseber Schenectady Counties Origin | Staff
Agency Captal Distict WAE | | P rofiled
Ofice| Albsny Career Gantral | Office Profiled D ate
Ul Claim ant| None (Not Caiming UI) v| eE=rh e | InternetResume | | Confidential [ |
Save | Start Match | Services | Comp Asses:| Actwity | |LA Referrals | Carespond | (VR | Ret to Sich | Comments | Tag | Resume | Sched | Message

All required fields in OSOS are indicated by a green dot @ in front of the field name.

OSOS Guide - Syracuse |-81 Project
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To save the basic customer record, all required fields must be completed. However, to best
serve the customer, staff should always enter as much information as possible.

Do not click Save until all the required information, in all tabs, is recorded for the
complete basic customer record. If Save is selected before the data is completely
entered, it will generate an error message. If this error message does appear, you will
still be able to continue with the record by clicking OK and continuing to enter the
information. Instead, when creating the customer record, simply select the next
appropriate tab. Click Save when all the required information has been entered.

Staff must review all of the information in the customer record each time they work with the
customer. This ensures that the record reflects the most up to date and accurate information.

BASIC CUSTOMER RECORD DETAILS

For detailed instructions on creating a basic customer record, please see the Creating a Basic
Customer Record OSOS Guide.

Below are some noteworthy points for filling out the tabs located within the Customer Detail
window.

General Info Tab
e SSN: The SSN field is located "behind" a button in order to keep it as confidential
as possible. When the customer provides their SSN it must be entered. Having
an SSN in OSOS is very important because customer SSNs are used to match
against wages and determine if the customer is employed. Entering a customer's
SSN also helps prevent duplicate records.

PROVIDER EMPLOYER HELP

Customer Seanch

Comp Assess I JobZone

Parker, John a SSM -- Webpage Dialeg o 10f1
8 6 oonei (T sn Gas
Customer Data . 5
o s | estaus SSN [ 123456789 *_ ErioHeitage &Race |
@Usemame | parkeres m 123456784 Education & Employment
#LastMame | FPaker NotDisdosed [ Educafion Level
@D ate of Birth | 05/01/ 200 &I Cancel | 10 Grade hd
#Address | 123 Man 5 Scheol Status
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e Ethnic Heritage & Race: Select the Ethnic Heritage & Race button. If the
customer provides Ethnic Heritage and/or Race information, select the most
appropriate choice. If no information is provided, select Not Disclosed. This
information is also located "behind" the button in order to keep it as confidential
as possible.

PROVIDER EMPLOYER HELP

Mextzen

: @ Ethnic Heritage and Race -- Webpage Dialog

OSOS Guide - Syracuse 1-81 Project -11- 11/15/2021
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e Portfolio Level - A new record will default to JobZone Adult. You may keep this
designation and therefore create the JobZone account along with the new OSOS
record. Or, if the youth is younger than 18, you can choose the highest level of
education completed (ex: Tenth Grade) in order to create a CareerZone account
along with the new OSOS record.

Username and Password - While this is a required field, any record with
Portfolio Lvl set to JobZone will not use these fields for JobZone access. All
Portfolio Lvls other than JobZone Adult will use these fields as login credentials
for CareerZone. Any unique username and any password may be entered in
these fields, as long as they are at least 6 characters in length.

PROVIDER EMPLOYER
Customer Search
Parker, John SEN: ==+ 3232 OS0OS ID: NY016747525 1011
£ Gen-vre SR 5= = che = | Activite= | Comments [ ol - -]
2
CustomerData Saventh Grade . Ethric Heritage & Race I
@ 55N | estaus _ﬂ‘li-'EV @Job Seeker | Active W EQTEG'?;E
nti a2
@Usemname | parkeres | Password| p=+7890 Tenth Grade Education & Employment
@lasthame|Padker | @Firstham e | John .?E"'IE'-'F tg:’dafe @Educaion Level
<D ate of Birth | 05/01/200¢ | @Gender | Male h JL:2T0 TRYRYN JobZone Aduk | [ 10 Grade hd
Young Adult
I S Addrace | 177 Mam Qe L——="— ||| @School Status

Note: If you are creating a new customer record, the Portfolio Level selected should
reflect the highest grade level that the youth has completed. If an OSOS record
already exists for the youth, do not change the Portfolio Level in OSOS.

OSOS Guide - Syracuse 1-81 Project -12- 11/15/2021
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Additional Info Tab

Veteran Status is the only required field on this tab. Additional information
entered on this tab can be used to match customers to relevant job postings.

Programs / PA Tab
e This tab does not contain any required information. If the participant is receiving
public assistance use the check box next to the title, and then fill in the Reg Date.
If the customer is unsure of when they began receiving public assistance, ask
them for their best approximation.

Objective Tab
o Desired O*Net: At least one O*Net title is required. Click the Add a Job Title
button. Then, click the O*Net Titles button. This opens the Select O*Net
Webpage Dialogue box. Use the Keyword search at the bottom or the O*Net
folder hierarchy to find the job title most closely related to the employment the
participant is seeking. Check the box next to the job title. Then click Select.

IO E UIELY  = Select O*Net - Webpage Dialog El
Customer Search Customer Detail
Hierarchy Search

Parker, John Current 0*Net
2 B R [FEA G| || 0*NetCode | 43908800 | 0*NetTitle | Helpers-Instalation, Maintensnce, and Repsir Workers
“Employment Objec tive Hierarc hy
FontFamily | FontSiz.. - |B [ U & | - painters and Paperhangers N
To graduate high schooland obtain employm ent I I—DPainters,Cunstrudiﬂnand Maintenance
L] Other Construction and Related W orkers
L] Highway Maintemance Workers
— |:| Highway Maintenance Workers
0:;;?:::: IOL L T Rail-Track Laying and Maintenance Equipment O perators
Emerienue:\%ar(s” Munth(s)| : _DRaiI—Trac:k Layngand Maintenance Equipment Operators
N etTitle ' Installation, Maintenance, and Repair Occupations (Filtered)
L] OtherInstallation, Maintenance, and Repair Occupations (Fitered)
L Industrial Machinery Installation, Repair, and Maintenance Workers (Filtered)
I I_DMaintenanoe Workers, Machinery
I L] Maintenance and Repair W orkers, General
Add a Job Tde | Dekete Selee I I L [IMaintenance and RepairWorkers, General
Desired Employers I L] Miscellaneous Installation, Maintenance, and Repair W orkers (Filtered )
EOnETy I I—EHehem—lnslnllalinn Maintenance, and RepairWorkers
D l I—Dlnstallatiun, Maintenance, and Repair Workers, All Other
L] Supervisors of Ingtallation, Maintenance, and Repair W orkers (Filtered) v
| Add an Employer Keyword(s) [mantenance  Search
Save | Start Match| Seices| Comp Ases:| Actity
Select | Cancel | Clear |

lStaif CARIMAND O, SUSAN IOﬁoB:ALEANY

OSOS Guide - Syracuse 1-81 Project -13- 11/15/2021
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Work History Tab
Select New Job Entry to enter a work history for the customer. Enter all required
fields and any additional information provided by the customer. If the customer
does not have any Work History, select No Information Provided.

PROVIDER EMPLOYER
Customer Search _ Customer Detail Comp Aszess
Parker, John SSN: ==*=_3232 0S0S ID: NYD16747525 10f1
[<=] = Gen.Info | Big biity | Add'Info | Pam 1P| Obiective UGS @mﬁﬁ@
~ @Detail
#Job Tifle | Faciity Mainenance | onaTies € Complete Fields |
9E mployer | General Hospital | Indude online ¥] #Start Date @End Date
#Address | 123 Chuch Stest | Supenisor |Phone Exd.
| | @Wage| §12.50 | [Foury | Hoursiweek
@City| Anyiown |  @Reason for Leaving| S employed v
@State | New York V| Zip @Job Duﬁe;5| Fh'fmnpevmﬁﬁveaﬂmdmehsksmﬂ'ﬁl JDbDUEl
@G ountry| United Sates V|
@JobType | PartTime W RA Event | Evemt |
NACS | [ | NAICS Lodkup |
Job Com pany City Start End
FadlityMaintenance General Hospital Anytown 03/01/2021 |
I Add New Job Entry New Job Eniry | Delete Selection| .- |
Save | Stat Mateh | Services | Comp Asses: | |.A Referrds | Cavespond | VA | Bet to Srch | Comments| - | Resume | Sched | Message |

OSOS Guide - Syracuse 1-81 Project -14 - 11/15/2021
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Click the Job Duties button to open up a new webpage dialog box. Enter the job duties in the
freeform text box and click Save.

PROVIDER EMPLOYER
Customer Search _ Customer Detail Comp Assess Services Links Jobfone NextGen

Parker, John S8N: =*=_3232 0505 ID: NYD16747525 10f1
=] =] Gen. nto | Sigwitity | Ada'tinto | Pam s 1Pa ] Goje ctive JUEELEE Activties | Comments| T = >
#Detail
|_ @Job Tilel Helpers—Installation, Maintenance, and Repar W okers O*Net Tiles | 0*Met Code I499’D‘%ﬂﬂ‘
a — —— Dialog il “End Date |1ﬂ;“|5-'2{521
ies -- Webpage Dia I
Phnne' Ext_l
Edit Job Duties Ly - Hnursﬂveekl-u]
Font Family. FontSize... B I U 5 FontFormai = =FEE |i|
Perform preventative and general maintenance tazks on the inzide and cutzide of geneal mainenance ndcsumhe{ Job Dmﬁl
hospifal buildings
Assistthe gardening staffin handling grounds-keeping adivies.
Change lightbulbs RAM vent | Event |
Azsistwith renovation and rem odeling activities incuding repairing plasters and
drywall and painting structures A
Mow and maintain lawns. Enter ',Ob Duties I
Clean floors using brooms, mops, and scrubbing cloths
Emptywastepaper baskets and ensure that allgarbage is propedydisposed of

Save Save

New Job Entry | Delete Sekotion| Audit |

Save | omp Asses:| Activity | 1A Referss| Carespond| VR | Ret 1o Srch | Comments | Tag | Resume | Sched | Message

Ed/Lic Tab
e There are three required sections within this tab; Certificates/Licenses, Schools,

and Professional Associations. If the customer does not have information to
enter in these sections, select No Information Provided under each section.
Skills Tab
e Additional Skills Text: Enter any additional skills and abilities that are important
to the customer's job performance.

Once the Skills tab is completed, and the entire basic customer record has been
entered, click the Save button at the bottom of the screen. Record Saved will briefly
be displayed in the upper right-hand corner when the record is successfully saved. If
there are fields missing information, an Error Message pop up box will indicate the
error.

OSOS Guide - Syracuse 1-81 Project -15- 11/15/2021
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CASE NOTES

It is important to document case notes in the customer record. It is best practice to record case
notes every time staff work with the customer. Case notes are documented in the Customer
module, Customer Detail window, Comments tab.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess

Wallace, Jamie SSN: b s 10f1

(<] < B8 vty AdcTno] Pams AT Objective | Work Hist. Eartic St [T < | Comments | T > |-

Case notes should include details of the appointment that are not recorded anywhere else in
0S0S. They should be clear, factual, relevant to employment, and show a logical progression.
Case notes allow staff to gain a more complete understanding of the customer's situation.

OSOS Guide - Syracuse 1-81 Project -16 - 11/15/2021
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COMPREHENSIVE ASSESSMENT

Information documented in the Comprehensive Assessment window is important for recording
the customer's barriers and challenges. For detailed instructions on completing the
Comprehensive Assessment, please see the Comprehensive Assessment & Supplemental Data
Guide.

Many of the fields in Comp Assess are used to determine eligibility under WIOA programs.
Since the I-81 Grant is a state funded program, participants do not need to be co-enrolled in the
WIOA programs. Participants served solely under this grant will not be included in WIOA
performance. For the purposes of this initiative, providers should only enter information that is
known. If the information is unknown, please select No or Not Disclosed.

In order to provide additional services to participants, Local Areas may choose to co-enroll in
WIOA. If a customer is being enrolled in both the 1-81 Grant and the WIOA programs, then
information required under WIOA must be entered in OSOS. Once a customer is co-enrolled, all
WIOA eligibility, data entry, and reporting requirements must be followed. Co-enrolled
customers will be included in Local Area Performance measures.

The Comp Assess window is located in the Customer module.

When information is entered into the Comprehensive Assessment section, all required
data fields (as indicated by a green dot) must be completed in order to save the
record.

OSOS Guide - Syracuse 1-81 Project -17 - 11/15/2021
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PROVIDER EMPLOYER . HELP
Customer Search

Parker, John

_Save | Customer Detai| Services | Actviy | _Camespond | WOA Exgisity|_Summary | Commenss

OSOS Guide - Syracuse 1-81 Project -18- 11/15/2021
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Below are some noteworthy points for filling out the tabs located within the Comprehensive
Assessment window for participants only enrolled under the 1-81 Grant. However, as a best

practice, staff should always enter as much information as known about the customer to better
serve and meet their needs.

Employment Tab
e Youth Needing Additional Assistance: Local area determines what youth will fall
into this category. For the purposes of this initiative, staff may select No.
e Cultural Barriers to Employment: This information is collected as a requirement
under WIOA and is not related to this initiative. Staff may select Not Disclosed.

Education Tab

e Basic Skills Deficient/Low Levels of Literacy: Providers do not need to determine
basic skills deficiency. Only enter this information if it is known. If unknown,
select No.

e English Language Learner: An English Language Learner will have limited ability
in speaking, reading, writing or understanding English. They may also meet one
of the following two conditions:

o Their native language is a language other than English; or
o They live in a family or community where a language other than English is
the main language.

Financial Tab - Do not enter any information into this tab.

Family Tab

e Marital Status - Select the option that most closely reflects the customer's
marital status. Or, select Not Disclosed.

e Family Status - Select the option that most closely reflects the customer's family
status. In most cases, such as a non-parenting youth, the customer is considered
an Other Family Member. Or, select Not Disclosed.

e Is Customer parenting youth? - Female youth customers are considered
parenting once pregnant. Alternatively, male youth customers are only
considered parenting once their child is born.

Female customers will have the additional required field Is customer pregnant? If
Yes is selected, staff must enter a Delivery Date.

OSOS Guide - Syracuse 1-81 Project -19- 11/15/2021
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Health tab and Treatment tabs are both greyed out and not accessible. They require no action.

Legal Tab - There is no required information located in this tab. However, if the customer
discloses that they are an ex-offender, staff should select Yes. If the customer identifies as an
ex-offender, record relevant comments in the Customer Detail window, Comments tab.
Information recorded would include when the conviction occurred, and whether the customer
has work restrictions. Comments must be specific to job search restrictions and work search
restrictions only.

Housing Tab

e Current Housing - Select the option that most closely reflects the customer's
current housing status. Many youth will not own or rent their own home, so this
information should be based on their care taker. For instance, if the youth lives
in a home owned by their parent(s), select Own. Or, select Not Disclosed.

Comments Tab - Do not use the Comments tab located within the Comp Assess window. Any
Comments must be recorded in the Customer Detail window, Comments tab.
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SERVICES

Staff use the Services window in OSOS to record the services provided to the customer.

ENTERING THE SERVICE
To record a service, first select the Services tab.

Select the New Service button.

Parker, John SN: 0S50S ID: NY015147173
Services
~
O
P
W'
w
O
>
New Service
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This navigates to the Provider module, Offering Search window, Quick Search tab. Select the
General Info tab.

CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Detail Links NextGen

General Info General |nf°

Enter or paste
One or More
Qffering IDs.
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Verify the correct WIB is selected
Click the Service Type button to bring up a new webpage dialog box.

CUSTOMER EMPLOYER HELP

Provider Search Provider Detail

Quick Search List Search

I —

@ Service Type -- Webpage Dialog X

Service Type >
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@ Service Type -- Webpage Dialog >

Service Type

Select the corresponding Service Type being provided to the participant and click OK.
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Once the Service Type is chosen, click Search.

Provider Search Provider Detail

=t Search | Custom

CUSTOMER EMPLOYER

Search
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The search results will be presented at the bottom of the screen.

Select the appropriate service that is being provided and click Schedule.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail fTe 23 Offering Detail Links

1-180of18 OB

[Guick Search [ S LuiY st Search

~ Location Start Date Range
wie |Onondaga County V| City | | IVFI'DI‘I'I | | To |

~— Provider Information
Provider Name | OCM | Senice Name |:| Frogram | V|
Provider Status | Active

Service Type | Occupational Skills Training e

gertiame | Senicelame ' R e
e ——— ————

[]| oCMBOCES Medical Assistant Medical Assistant raining program
]| OCMBOCES Medical Billing Medical Billing
ID QCMBOCES Medical Secretary Medical Secretary
ID QOCMBOCES Pharmacy Technical Frogram Pharmacy Technical Mram
QOCMBOCES Web Site Design and Maintenang Web Site Design ap L

OCMBOCES WELDING WELDING Training Seryice

Search | v AssgntoList v | Clear | Demmi | D™
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This brings you to the Customer module, Services window, Services tab. Select the Service
using the check box in the far-left column.

Enter the following fields in the Detail section: Plan Start Date, Plan End Date, and Actual Start
Date. If the service provided is ongoing, do not enter an Actual End Date until the service is
complete. Instructions for closing a service are provided later in this guide. As a best practice,
enter a Next Contact Date to follow-up. A reminder will show up in your Staff Inbox when it's
time to review the Service.

Many services may be provided in one day. If this is the case, enter the same date in all four
date fields and select the appropriate option on the Completed Successfully drop-down menu.
If a training spans over a course of time beyond one day, then you will select Completed
Successfully (yes/no) once the training has ended.

PROVIDER
Customer Detail

EMPLOYER
Links

HELP

Customer Search Comp Assess

CareerZone

Parker, John SSN: 0S50S ID: NY015147173
[<<] < | Achievement Objectives |iyhect ] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > ||
Detail Funding
Service Name | WELDING . | Level | Source | Ohligatedl Actual | Oblig # |
Senvice Desc. | WELDING O] | | | |

Senice ID | 143653
Senvice Type | Occupational Skills Training
Provider Name | OCM BOCES
Location Name OCM BOCES
Provider ID 54363 Offering ID | 144135
Plan. Start Date | 08/ 30/ 2021 Plan. End Date | 02/ 25/ 2022

Actual Start Date | 08/30/ 2021 Aciual End Date| |

Total Funding| | _Add | Ede | Deiess |

Pefition #
Nesd Contact Date | 11/02/2021 RR Event# | v
Program Senice TWE| V| Incumbent Worker Training |
W
Part Time Leam. Distance Learn.
Provider Mame Senvice Name Actual Start Dat§ Actual End Dat Frogram Svc Type

QOCMBOCES WELDING 08/30/2021

Options | Print List | New Service | Delete Sevice | Authorizaton | IPA Service Summary | Tracking |

Save | CusmmErDeIzil Comp Assasl CDmmEnlsl
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Choose an appropriate Program Service Type. This will vary based on the service provided. If
you are recording an occupational skills training, select ITA-Training. If you are recording an
On-the-Job training, select Non-ITA Training. Other services will be recorded as either Basic
Career Services (for example, assessment or career guidance) or Individualized Career Services
(for example, supportive services.)

For Program, select the Syracuse | 81 Project from the drop-down menu. Syracuse | 81 Project
needs to be selected when recording a service under this grant.

If you are recording a training service, select the O*Net Title which corresponds to the training.
You will also need to indicate if the training is part-time (yes/no) and if the training is offered
via distance learning (yes/no.)

Click the Save button.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess Links CareerZone NextGen
Parker, John SSN: 0S0S ID: NY015147173
@ﬁ -1 service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > >
Funding
o StartDate AcwualEnaDate| | . | Level | Source | Obligated | Actual | obiig# |
Completed Successfully| V| (] | | | | |

Part Time Learn. Distance Learn.
Program

Total Funding| | _Add | Edn | Deterz |

Min. Prog. Agreed | | Petition #
Achv. Objective | v RR Event #| v]
5 - Incumbent Worker Training |
Staff Assigned CARIMANDO, SUSAN Change Vv
WIB Assigned | NYSDOL-CO
FProvider Mame Senice Name Actual Start Daty Actual End Dat Program Svc Type

OCM BOCES WELDING 08/30/2021 ITA-Training

Options | Primt List Tracking |
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Next, you will attach the funding. Enter 1 into the Total Funding field. Then click the Add
button.

PROVIDER EMFPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess . Services L CareerZone NextGen
Parker, John SSN: 0S50S ID: NY015147173
[==] < TAchievement Objectives [l service History | Enroliments | Outcome's | Empl. Outcomes | Trng. Outcomes | Commen > |>>|
— Detail ~ Funding
Actual StartDate|8/30/2021]  AcualEndDate] | . | Level | Source | obligated | Actual | oblig# |
Completed Successfully ] | | | | |
Next Contact Date
Program Semvice Type | ITA-Training v
Part Time Learn. Distance Learn.
Program| Syracuse | 81 Project V|
Minimum Hour5|:| Numberuf'ﬁeeksli
0*Net| 51412200|| Welding, Soldering, and Brazing Machin| ONet | m
NAICS | I naics| Total Funding _Add | Add
Min. Prog. Agreed | | Petition # I
Achv. Objective | v| RR Event#| v
Staff Assigned CARIMANDO, SUSAN | Eeal 2 Iv Incumbent Worker Training |
WIB Assigned| NYSDOL-CO I
Provider Name: Senice Name Actual Start Dat{ Actual End Dat Program Svc Type
OCM BOCES WELDING 08/30/2021 ITA-Training
< >
Cpimal| DEmiiet| Iiewcaveall| Ioaee sl Il NFA s sl e Frarmall
Save | Customer Detsi| Comp Assess| Comments|
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The Funding Webpage Dialogue box will open.

Select the Adult Statewide 15% funding.

Enter 1 in the Obligated Amount field. This will automatically populate the Obligated
Percentage field as 100.

Click OK.
Fundi
Level Funding Source Year Remaining MEGI/IContract/Grant #
] |wie Youth Statewide 15% 20149 5 99960.00
] |wie Youth Statewide 15% 2021 % 100000.00
[]|wie Dislocated Worker Statewide 15% 20149 599999.00
[]|{wie Dislocated Worker Statewide 15% 2021 5 #00000.00
] Adult Statewide 15% R
WIB Adult Statewide 15% Add :—
[1|wie Employment Recovery - NDWG ; DW3a478
] |wie Gun Violence Prevention Local Initiative 2020
] |wie Disaster Recovery NDWG 2020 $ 100000.00 DW-34651
Obligated Amount | 5 1.00 | WIB | Onondaga County
OR Office | SYRACUSE 0410

Obligated Percentage Region Central New York

OK|
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The appropriate funding has now populated the Funding section.

Click Save at the bottom of the screen.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services Ll CareerZone NextGen
Parker, John SSN: 0OS0S ID: NY015147T173
Q ﬁ Services Enrollment=s 1 Oufcomes | Fmol. Oonfocomes I Trno. Oofeomes Commen > 12
- Detail o o
QObligated | Actual
Actual Start Date[ 08/302021)  ActualEndDate| | ig ua
Completed Successfully[ V| WIB  |Adult Statewide 1$1.00  [$0.00
Next Contact Date | 11/02/2021
Program Service Type| ITA-Training Vl
Fart Time Learn. Distance Learn.
Program | Syrscuse | 81 Project v
Minimum Hoursl:l MNumber of Weeks
0*Net| | |_OMNet |
NAICS| I nacs| | TotalFunding _Add | Ed | Delere|
Min. Prog. Agreed | | Petition #|
i - Incumbent Worker Training |
Staff Assigned| CARIMANDO, SUSAN | Change | |v
__WIB Assigned NYSDOL -CO I

Provider Mame Senice Name Actual Start Datd Actual End Dat Program Swvc Type
OCM BOCES WELDING 08/30/2021 ITA-Training

Delete Service | | Attt | [IPA Servios Stnmany | | Paymens | e |
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CLOSING A SERVICE

It is important that an Actual End Date is added to a service when the service has ended. This is
called closing the service. Funded services, other than Follow-Up Services, that remain open
will prevent a customer from exiting their enrollment.

To close an open service, navigate to the Customer module, Services window, Services tab.
Select the service that has ended and must be closed.

EMPLOYER HELP

 Services bl

PROVIDER

NextGen

Customer Search Customer Detail Comp Assess CareerZone

Parker, John SSN: 0S0S ID: NY015147173
[<<] <] Achievement Objectives Jasdazid] Service History | Enrollments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen| > |57
Detail Funding
Semice Type Occupational Skills Training A Level Source Obligated |  Actual Oblig #

WIB Adult Statewide 15 1.00 5 0.00

Provider Name OCM BOCES
Location Mame OCM BOCES
Provider ID 54363 Offering ID 144135

Plan. Start Date | 08/30/2021 Plan. End Date| 02./25/2022

Actual Start Date| 08/30/2021 I Actual End Date

Completed Successully

Next Contact Date

Program Senvice Type | T&-Training v| Total Funding ﬂm%
Part Time Learn. Distance Learn. Peition #
Program | Syrscuse | 81 Project v RR Event #| v
Minimum Howrs| | Number of Weeks - Incumbent Worker Training |
O"Net oNet |
Provider Name Senvice Name Actual Start Daty Actual End Dat Program Svc Type

OCM BOCES WELDING 0813002021 ITA-Training

Options | PrintList | New Service | Delete Service | Authorzaton | IPA Service Summary |  Payments | Tracking |
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Enter the Actual End Date and select Completed Successfully (yes/no).

Click Save. The service is now closed.

PROVIDER EMPLOYER STAFF

HELP

Customer Search Customer Detail Links CareerZone

Comp Assess

Parker, John SSN: 0S50S ID: NY015147173
[<<] <[ Achievement Objectives |isidtaad] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomes | Commen > |>>)
— Detail . ~ Funding

Semnice T:.I'pel Occupational Skills Training |A Level Source Obligated |  Actual Oblig #

Provider Name OCM BOCES | WIB  |Adult Statewide 15 1.00 $0.00
Location Name OCM BOCES |

Provider ID| 54363 Offering ID| 144135
Plan. Start Date| 08/30/2021 Plan. End Date| 02/25/2022

Actual Start Dalel DE»;‘BD;"EGﬂl Actual End Date | 02/25/2022

Completed Successiully | Yes W
Next Contact Date | 11/02/2021

Program Service Type | IT&-Training v| Total Funding ﬂlil%l
Part Time Learn. Distance Learn. Pefion#|
Program| Syrscuse | 81 Proect v| RR Event #| v/
Minimum Hours| |  Number of Weeks v Incumbent Worker Training |
O°Net| I | oNet |
Provider Name Senvice Name Actual Start Daty Actual End Dat Frogram Svc Type

OCM BOCES WELDING 08/20/2021 02/25/2022 ITA-Training
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OUTCOMES

Employment and training outcomes for Syracuse I-81 grant participants must be recorded in
the Employment Outcomes and Training Outcomes tabs of OSOS.

Please note that if a participant is served solely under this grant, they will only be
‘ counted in statewide performance measures. They will not be counted in local

performance measures and information entered in these tabs will not impact local
performance numbers. However, if the participant is co-enrolled in a WIOA program,
they will be included in both local and statewide performance measures. In this case,
all outcome information must be entered per the WIOA Performance Measures and
Outcomes OSOS Guide.

TRAINING OUTCOMES

When a participant has successfully completed training, it must be noted in the Trng. Outcomes
tab in the Services window.

Click the Add Outcome button at the bottom of the screen.

PROVIDER EMPLOYER
Customer Detai

Customer Search

S8N: ===.3232 0OS0S ID: NYD16747525

Parker, John

Trng. Outcomes

[<=] <[ Achie vem ent Objectives | Services | [Enrolim ents | Trmg. Outcomes
Training/Educafion Created
@Category| V|
Staff
0Type| i
ofi
Enroll Date:I Campleﬁan[)ate:I e
Atinment Status | v| Lez
Leads to Cred/Em pl.
; Last Modified
Major/Program | |
Degree/Cert/Cred. | | Staff
Schoolinsftute| | Ofice
Seeker Senvice ID Training Senvices Date
Type Schoollnstitute Enroll I ate Attainm ent Status
L
_sssowene | pdd Outcome  pee | Pt |
Save | Customer Detai | C | Comment |  Chedk Lsbor Maret Informstion |
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Enter the Category and Type of the Credential earned due to the completed training.
Enter the Enroll Date and the Completion Date of the training.

Enter the Attainment Status of "Completed - attained intended credential."

Enter the Certification Date, the Major/ Program, the Degree/Certificate/Credential obtained,
and the School/Institute which granted that credential.

Click Save.

HELP

STAFF

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess  Services | Ll CareerZone
Parker, John SSN: 0S0S ID: NY01514T173
62 1 e (e (e (e (i (R o ovcomen (G
 Training/Education -~ Created
@ Category| Occ Sklisifdvanced Training V|
@Type| Occupationsl Skils Certficate v Staff |
Enroll Date] 08/30/2021 | Completion Date| 02/25/2022 oz |
@Altainment Status| Completed - attained intended credental V| Date |
@ Certification Date| 02/25/2021 |
Leads to Cred [Empl.[Yes st odiiicd
@Major/Program| Welding | Staff| |
eDegreelCert./Cred.| Welding Certification | Office |
@Schoollnstitute| OCM BOCES | Date |
Seeker Semvice D] I e e |
Type Schoolinstitute Enroll Date Attainment Status

Occupational Skills Certificate OCM BOCES Bl eted - attained intended
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EMPLOYMENT OUTCOMES

When a participant obtains employment, this must be recorded in the Empl. Outcomes tab in
the Services window of OSOS.

Click the Add Outcome button at the bottom of the screen.

EMPLOYER
. Services WS

PROVIDER

Customer Search Customer Detail Comp Azsess
Parker, John S5N: 0S0S ID: NYD16747525
[<<] <[ Achie vem ent Objectives | Empl Quicomes [Commen > ]>>)
— Employment
— Characternistics
e O] sstivse| | engves[ | TanngReaes ]
EmployerENM | | Emplover Lookug| = | Mon-Tradifonal
Empln:p.rl'.lame| | HifEdBYLﬂ!fﬂﬂ
NACS| | | NAICS Looku| FCJLJob| |
P Work Based
o stat | vz | kBased ||
0s05dobiD[ | Extemaidobin|  |Supervsor| | Disaster Reliet| ]
Seeker Senice ID | Il | Employment Servies | UlCowred| V|
ﬁucitl Manu=lsges I Fri'lgeBeneiB
StartD ate Employer Name Em ployer EINAD NAICS
L B

| 4kt oucore |€ Add Outcome I&lﬁl

Save | Customer Detsl | Comp | Comments|  Check Labor Market Information |
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Required fields in this tab are Type and Start Date, but you should enter as much information
as is known about the employment.

Please note the Characteristics section at the right of the screen. If the employment is related
to training provided to the customer, remember to mark Training Related as Yes.

PROVIDER EMPLOYER STAFF
Customer Search Customer Detail Comp Assess . Services | %
Parker, John SSN: 0SO0S ID: NYD15147173

&ﬁ Achievement Objective s @ Service History m Empl. Qutcomes vy e 1 (v [

— Employment

@Type| Unsubsidized Emplayment V| @Start Date EndDate| | _T::‘i:i'::‘:::'t’::
Sel Employed Mon-Traditional
Employer EINAD| NY010106666 | Emeloyer Lookug| = | - |
Employer Name | Smith \welding | I

NAICS| 23818 || Other Foundation. Structure, and Building Exterior Contract... | NAICS Looku| Work Based
Gity| Liverpool | State | New York v |Zip| | Training
0S0SJobD| | EstemalobD| | Supenisor| | Disaster Relief
Seeker Senvice ID| | | Employment Services | Ul Covered
Audit | Manual \Wages | Fringe Benefits

Start Date Employer Name Employer EINID MAICS

022872022 Smith Welding NY010106666

Add Outcome |
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When the participant wages are known, they must be entered into OSOS.

Click the Manual Wages button in the Employment Outcomes tab.

EMPLOYER STAFF

PROVIDER

Customer Search Customer Detail Comp Assess . Services | M4 JobZone NextGen
SSN: 0SO0S ID: NYD15147173
=] <[Achievement Objecives | Services [ Service History | Enrollments | Outcomes |zl ettt Ll Trng. Outcomes | Commen > >
— Employment
oType| Unsubsidized Enployment V| @Start Date[ 022212022] EndDate] | [
Training Related
Self Employed
- Mon-Traditional
Employer EIND| NYD10106666 | Employer Looku
e ool ~ | Hired By Layofi| o V|
Employer Name| Smith Welding |
FCJL Job
NAICS| 23819 | Other Foundation. Structure, and Buikding Exterior Contract... | NAICS Looku|
Work Based
Crty| Liverpool |State | New York A4 |Zip| | Training
0S0SJobD| | EstemalobD| | Supenisor| | | SRl
Seeker Senice ID| Il | Ermployment Services | Ul Covered | ves
Audit | Manual Wages |< Manual Wages
Start Date Employer Name Employer EINID NS
027282022| Smith Welding NY0 10106666 i
Add Outcome | Delete Outcome | Outcome Details | Print List
Save I CuslumerDelai_II Comp Assess Cam'nenlsl
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This opens the Manual Wages webpage dialog.
Click Add to open up the fields.
Enter the date of the paycheck or wage earned.
Enter the Salary Unit, the Salary per Unit, and the Number of Units.

Click the Calculate button.
Click the OK button.

£ | Manual Wages -- Webpage Dialog X
ManualWages
Em ployer EIN AD: Created
Employer Name | Smith W =di
AlEs = Staff | KLINE, RERECCA

NAICS | 235319 (Other Foundation, Stucture, and Bulding Extesor Contacte
Ofice | 0S0S/RECS Cental Suppot Unit

“Wage Eamed Date Program Year| 2021 | ar 3
ssalayUnit| Houty V| D ate
Salaryper U nit .
NumhernfUnits Last Modified
UManual Wage Pmnunt| saauﬂ-n| | Calculae Calculate Staff
D ate

Attachment
Upload | |

Noles D ate Modiied

Viage Earned Date| Wage Amount

03/152022 | $5580.00 |_

Remember to click Save at the bottom of the screen.

StartD ate Employer Name Em ployer EINAD NACS
Other Foundation, Structure, and Building E xte;

DS.H}EEGEEISmith Welding

Add Oucome | DeleteOucome | Outcome Demds | Frint List |

Save Save | Customer Detal | Comp Assess | Comments | Chedk Labor Market Information |
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found on the NYS
Department of Labor's website.

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

OSOS Guide - Syracuse 1-81 Project -40 - 11/15/2021


https://dol.ny.gov/workforce-professionals-tools?f%5B0%5D=filter_term%3A811
https://dol.ny.gov/workforce-professionals-tools?f%5B0%5D=filter_term%3A811
mailto:help.osos@labor.ny.gov

