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BACKGROUND

The Trade Adjustment Assistance (TAA) Program is a federal program that provides a path for
employment growth and opportunity through aid to U.S. workers who have lost their jobs as a
result of international trade. The TAA program seeks to provide these trade-affected workers
with opportunities to obtain the skills, resources, and support they need to become
reemployed. TAA provides assistance such as job search, relocation, retraining, and income
support. The Trade Adjustment Assistance Reauthorization Act 2015 (TAARA) is retroactive to
January 1, 2014 and expands group eligibility requirements, individual benefits and available
services. TAARA is effective until June 30, 2021. Consult the Trade Adjustment Assistance Desk
Guide for additional information regarding Trade Act programs.

A petition must be filed with the United States Department of Labor (USDOL) by or on behalf of
a group of workers who have lost, or may lose their jobs, or experienced a reduction in wages
as a result of international trade. After USDOL investigates the facts behind the petition, it
applies statutory criteria to determine whether international trade was an important cause of
the threatened, or actual job loss, or wage reduction. If USDOL grants the petition to certify the
worker group, individual workers in the group may apply to their State Workforce Agency for
TAA benefits and services. TAARA applies to all petitions filed during that period, which are
designated with a series of numbers from TA-W-85,000 and above.

PURPOSE

0SOS is a case management system designed to record a process in which services are provided
to jobseekers and businesses. 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.

Case management for TAA eligible customers may start with outreach or a Rapid Response
event. Regardless of how the customer service is facilitated, an initial assessment should be
immediately provided and a determination regarding the initial assessment outcome (Career
Development Services or Job Search Ready Services) must be entered into OSOS to comply with
NYS policy.

This guide will provide detailed instructions on how to conduct outreach to TAA eligible
customers and record the OSOS data entry describing the outreach performed. It will cover
data entry required for every TAA customer after receiving an initial assessment including
accurately completing the Work History tab to document the customer’s TAA eligible status.
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CUSTOMER OUTREACH

The Unemployment Insurance Division (UID) Special Programs Unit (SPU) is responsible for
determining overall program eligibility for individuals. To trigger the outreach process the SPU
mails an eligibility application form to customers who are potentially eligible for the Trade Act
program. To apply for eligibility the customer must complete and return the Request for
Determination of Entitlement to TAA/TRA/RTAA (TA720) form.

TAA Central Office provides career centers with a weekly summary of TA720 forms that were
mailed. This summary report, the TAA TA720 Outreach Report, lists potentially eligible
customers who received a TA720 the previous week. TAA Central Office emails the TAA TA 720
Outreach Report to the local TAA Coordinator and Career Center Managers and directs the local
office to conduct an initial outreach.

=

A B o} D F G H | J K L I N o Pl
Coordinator  QS0S_ID LAST_NAIFIRST_NAADDRESZCITY STATE ZIP  COUNTY Cormpany_Name PETITION CERT_DA LDW PACKET_tAPP_F

1

2 |Jean'ieland NYQ14601536 Malinak  Mary 39 Michiga Blue Point NY 11706 Suffolk  The NPD Group 91185 T0/2016 1/28/2016 418/2016
3 |JeanWieland NYQ14320843 Smith Jonathan 36 Long S1Happauge NY 11746 Suffolk  The NPD Group 91185 110/2016 5/26/2015 4182016
4 |JeanWieland NY0143843825 Kelly Joan 151 Gerarc Rocky Poir NY 11980 Suffolk  The NPD Group 91185 110/2016 7/13/2015 4182016
5 |Jean‘ieland NYQ14393302 Jones Bridget 17 Evelyn [Montauk P NY 11725 Suffolk  The NPD Group 91185 110/2016 8112/2015 4182016
& |Jean‘ieland NYQ14405323 Fish Bonita 26 Midland Cormmack NY 11798 Suffolk  The NPD Group 91185 1102016 8/6/2015 41182016
7 |Jeanieland NYD14414144 Case Justin 15 Elderbe Dix Hills ~ NY 11746 Suffolk  The NPD Group 91185 1102016 9M4/2015 4182016
g |Jean‘Wieland NYQ02040830 Furst Tugo 31 West Sivaphank  NY 11701 Suffolk  The NPD Group 91185 1102016 2/9/2015 418/2016
g

Upon receipt of the TAA TA720 Outreach Report, the Career Center TAA Specialist must reach
out to each customer listed and offer career center contact information and guide the customer
in completing and returning the TA720 form. The customer must mail or fax the completed
TA720 form to SPU.

Once the TA720 is returned and SPU determines entitlement, SPU mails the Determination of
Eligibility for Trade Adjustment Assistance (TA722) to the customer indicating eligibility for TAA
and TRA; listing TAA program benefits; and specifying and describing the importance of meeting
the training enrollment deadline.

Each week, TAA Central Office also provides career centers with a summary of TAA eligible
customers who were issued a TA722 during the previous week. This report, the TAA TA722
Report is sent to the local TAA Coordinator and Career Center Managers for potential outreach.
The Career Center TAA Specialist must determine which of the customers on the report are
already interacting with the Career Center. The Career Center must outreach to those
customers not currently active with a viable employment plan. Working with the customer,
Center staff must develop a plan for the use of Trade Act benefits. Those customers who will
need training must be offered assistance with creating an approvable training plan to be
enrolled in training or issued a waiver from training before the training enrollment deadline
date.
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Ideally, the potential TAA customer will receive four contacts spaced apart:

1. the TA720 letter (Application for Trade Adjustment Assistance) mailed from the SPU;

2. the outreach contact letter/call/email from the Career Center to follow up with all
customers on the TA720 Report (Initial Outreach);

3. the TA722 (Determination of Eligibility for Trade Adjustment Assistance) from the
SPU, and

4. the outreach contact letter/call/email from the Career Center to those who were
determined TAA/TRA/RTAA eligible.

Staff are required to enter an Activity (L1 service) and a comment into the customer's OSOS
record describing each outreach performed with regard to the TA720 and any TA722 outreach.

Click the Activity button at the bottom of the customer's OSOS record to access the Activities -
- Webpage Dialog screen.

PROVIDER EMPLOYER
WL e e 0 Customer Detail | Comp Assess services Links JobZone

Miller, Trade Act H. SSN: 0SO0S ID: NY013451035 10f1
<] < S0 Eigibitity | Add'l info | Pams/PA ] Objective | work hist. | Editic | Skitis [ saved Searches | Actiities | Comments | 7dl > >
— Customer Data —
@ 55N | @Status @Job Seeker m ¢ St & foee I
@Usemname| 01 | spassword|password | Merge I — Education & Employment
@l ast Name | Miler | @First Name | Trade Act [mi @Education Level
Date of Birth| 02/05/1382 | @ Gender @Portfolio Lvl. | JobZone Adut | || Masters Degree v
@Address| 123 Address Place | @5chool Status
| | A |11 | Mot Attending Schocl; Secondary Scho V|
@ City| Arytown | @State | New Yok v|ezip[13350 | JELEIIUCL £
- - | Employed v
County| Herkimer | Country| United Ststes v| etro| V]
Phone | 555-555-5555 | Ext. | | At |Ext | | Fax| | Underemployed| V]
Email|tmdeact@example_com | Vv Long Term Unemployed W

| — «Contact Preferences
[ usePostal [ ] Fax
1 Pri. Phone Email

URL|
@5, Citizen

_ Ewolmenss_| J2/CZ Manager [ Add to Case Load _ | [] Al Phone  Resume Cantact Info
~ Customer Assignment
StaiTAssigned| Administrator, Seff Service | Changel -| Reqgistered 08/13/2013
WIEMssigned| NYSDOL - CO | Qrigin
Agency Department of Labor | Change | Profiled
Office| NYS999 | _Office Profiled Date
Ul Claimant| i eosrd | Internet Resume [¥] Confidential [

Save | Start Matoh | Servioes| Comp Asses:| Activity

Activities LlCnmmEmsl Tag | Resume | Sched | Message

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Click the folder icon to open the L1 State Specific folder.

Activities - - Webpage Dialog

Open the L1 State Specific folder

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Click the TAA Customer Outreach folder to access the six activities.

Select the appropriate activity and change the Activity Date, to reflect the date that the
outreach was conducted.

Click the OK button to add the activity to the customer's record.

Repeat these steps to record activities for each outreach that was conducted.

a Activities -- Webpage Dialog | 22 |
- P TP T Y Ty T
r—
| ) RESEA/REA Grant
3 ~
— Return to Work - WCB
L seap
L3 7AA Customer Outreach TAA Customer Outreach folder I

l— [_|TA 720 Customer Qutreach - Emailed

— (1 TA 720 Customer Qutreach - Mailed TAA Customer Outreach Activity

— I TA 722 Customer Qutreach - Emailed
l— I TA 722 Customer Qutreach - Mailed
| S [ |TA 722 Customer Qutreach - Telephone
L] Training
1 VET Referrals
L wny mnitiative
7 \work search Plan

.

Activity Date | 03/28/2018 Activity Date I
RR Event# | N] V]

|

Kemord{5}| | Search | ﬂ OK button
L \i |

|
|
: l— [ 1TA 720 Customer Qutreach - Telephone
|

These activities will not create or extend an enrollment.

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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The activity will then be visible in the Customer module > Customer Detail window > Activities

tab:

oIme a

oL one

The activity will also be visible in the Service module > Customer Detail window > Service

History tab:

PROVIDER

Customer Search Customer Detail

EM

PLOYER

Comp Assess

Miller, Trade Act H. SSN: 0S0S ID: NY013451035
gib dd PO Ob d d iviti ACtiVitieS

[] Activity Activity Date Dffice

[1|TA 722 Customer Qutreach - Mailed  |03/28/2018 |OS0S/REQS CentnKLI Outreach Activity Mo
[1|self Semice (0505) 03/26/2018 |NYD5999 Admirm Na
[ |5elf Senvice (0S0S) 03/22/2018 |NY9999 AdministratofNNIT Mo
[]|self Semvice (0S0S) 03/20/2018 |NY2999 Administrator, Selfy Nao
[ |self Senice (0S0S) 03M6/2018 |NYD999 Administrator, Selfy MNa
[] |self Semvice (0S0S) 02/28/2018 |NY9999 Administrator, Selfy MNao
[ |self Semvice (0505) 01/26/2018 |NYD5999 Administrator, Selfy Na

Self Service (0S03)

SelfService Administn

Department of Labor

- Outreach Activity EluCuSoiED
[]|CMNAtraining classes 0 P rtment of Labor |HERKIMER
] |self Senice (0S0S) U3J'257N8 SelfService AdministrDepartment of Labor [NY9999
[]|Self Senice (0S0S) 03/2212018| SelfSenvice Administr Department of Labor |(NY99393
[ |=elf Service (050S) 032002018 | SelfService AdministrDepartment of Labor [NY2989
] |self Senice (0S0S) 03M6/2018| SelfService Administn Department of Labor |NY399589
[ |=elf Service (0303) 02/28/2018|SelfService AdministriDepartment of Labor [NY39589
[ ] |Accounting & Office Management 02/01/2018|Business Engageme Department of Labor [OS0OS/REQS Central
[ |=5elf 3envice (0305) 01/26/2018| SelfService Administn Department of Labor |NY39989
[] |career Guidance - Intensive 01/09/2018 PAMELA MILLER Department of Labor |0303/REOQS Central
[]|Assessment Interview, Initial Assessment 01092018 PAMELA MILLER Department of Labor |OS0S/REOS Central
[] |Live Chat - Job Search/Career Exploration 01092018 PAMELA MILLER Department of Labor |OS0S/REOS Central
[ |Assessment Interview, Initial Assessment 01/09/2018 PAMELA MILLER Department of Labor |0303/REOQS Central
[ |=elf Service (0303) 01/09/2018| SelfService AdministrDepartment of Labor [NY3989
[]|Career Guidance - Individualized 01092018 PAMELA MILLER Department of Labor |OS0S/REOS Central
[] |Career Exploration Workshop 01/09/2018 PAMELA MILLER Department of Labor |0303/REOQS Central
] |self Senice (0S0S) 01/03/2018| SelfService Administn Department of Labor |NY39989
[]|=elf Service (0505) 01/02/2018| SelfService AdministriDepartment of Labor [NY3989
[ |=elf Service (0505) 1212002017 | SelfService AdministriDepartment of Labor [NY3989
O 1200712017

MNY3999

Dot | e | _ iy |

_ EEWICMDEEHIQWAEESICMI Check Labor Market Information _

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Using the Comments button at the bottom of the Customer Detail window, enter a comment
referencing the contact information that was used. Click the Save button to add the comment.

Customer Assignment
Staff Assigned | Administrator, SeffService | Change | | Registered| 08/13/2013
WIB Assigned NYSDOL -CO | Origin
Agency| Department of Labor | ml Profiled
Office| NY9999 || _Offics Profiled Date
Ul Claimant| : g i Il

EE]Cnmnnﬁmt-—ﬂ?&bpage[ﬁmng [ 28 )

TA722 cutreach via mail to 45 Malinak Circle

N

Save

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Additional data entry may be necessary to save the customer record. Required fields are marked
with a green dot. Data must be entered in the following fields in order to save the record:

e Social Security Number

e Status, Job Seeker

e Last Name, First Name

e Gender

e Portfolio Level

e Address, City, State, Zip, County, Country

e U.S. Citizen
e Ethnic Heritage
e Race

e Service Veteran

e Education Level

e School Status

e Employment Status

e At least one contact preference must be entered

e Income Info — Lower Living Standard and Income 70% LLSIL

e Disability Status

e Migrant / Seasonal Worker

e Certificates/ Licenses, Schools, and Professional Organizations, or check the No
Information Provided checkbox for each.

e Skills

If you attempt to save a record that does not have data in all required fields, an OSOS pop-up
error message will indicate which fields are missing data.

a 03505 Error Message -- Webpage Dialog 2

0S50S Error Message

Tou must enter informaticn for at least cne Certificate/License or check the "Ho
Informaticn Provided' checkbox.

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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INITIAL ASSESSMENT
Upon initial contact with any customer connected to an existing OSOS record, all information
must be reviewed and updated as necessary to ensure a complete record. A complete OSOS
record must also be created for a new customer. The customer's job readiness skills should be
addressed to develop a preliminary determination of the customer’s needs and what services

exist to meet those needs. All subsequent services should be driven by staff’s assessment of
the customer’s needs at that point in time.

TAA related data entry requires prerequisites to the customer record. The following
sections detail the additional information needed for TAA data entry.

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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EMPLOYMENT STATUS

The Employment Status must be accurately recorded at the time of participation. It is recorded
in the Customer module > Customer Detail window > General Info tab. Generally, Trade Act
customers will be listed as Employed - Rcvd Notice of Termination or Not Employed.

Customer Search

PROVIDER

EMPLOYER STAFF

Services

Comp Assess

JobZone

Miller, Trade Act H. SSN: 0S50S ID: NY013451035 1 0f 1
@ Ethnic Heritage & Race
s ssu | estatus sJob Seeker| Acive V| I
@Username| 013451035 | ePassword|password123 | Mege | | Education & Employment ——————
aLast Name| iler | eFirst Name | Trade Act [m eEducation Level
@Date of Birth| 02/05/1982 | Gender wPortfolio Ll | JobZone Adut | | [ Masters Degree v/
@Address| 123 Address Place @School Status
| I 5|11 | Mot Attending School Secondary Scho W |
SCity] Amytonn | ostate[ Employment Status .’lllEmplormentStatus y
Counl}'| Herlamer Vlentrﬂ United States | Metro Em
Phone| 5555555555 | Ext| | Al e | Fa Underemployed| V|
Email| tradeact @example com | | /LengTerm Unemployed hd
— Education & Employment
@Education Level
| Masters Degree V|
@3chool Status
| Not Attending School; Secondary Scho V|
@Employment Status
I Employment Status Not Employed v|
Employed
Emploved - Rovd Notice of Termination
“| Mot In Labor Force =
L] w3S 1 whILal L1 1 asa
[ | Pri. Phone Email
[ ] &lt Phone Resume Contact Info
Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
-11- 04/26/2019
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ADDITIONAL INFORMATION TAB
Selective Service information must be recorded for male participants born on or after January
1, 1960. It is located in the Customer module > Customer Detail window > Add’l Info tab.

The Register/Lookup button can be used to identify the customer’s Selective Service number.
Enter the Selective Service number, then click the Save button.

Selective Service
Selective Senvice?

#I 756324162 Register/Lookup |

requirements are not eligible for WIOA funding and not able to be registered as
Dislocated Workers. The only exception to this is if the customer is able to provide
convincing evidence to the agency providing the benefit that their failure to register
was not knowing and willful. For further information regarding Selective Service
Requirements under WIOA, please reference Technical Advisory 12-9.1.

@ Customers who have chosen not to comply with Selective Service registration

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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WORK HISTORY

A Rapid Response event may result in the creation of a new customer record that includes the
affected worker's work history, including a current job if the customer is still employed. The
Unemployment Insurance (Ul) automated process that integrates with OSOS may create
duplicate job listings in an existing customer record. Any duplicate job listings must be
combined into a single inclusive job history.

Navigate to the Customer module > Customer Detail window > Work History tab to edit the
customer’s work history information. Select the box next to the appropriate work history from
the list at the bottom of the screen.

PROVIDER EMPLOYER

Comp Assess Links

JobZone
10f1

[Commens | 74> |>>]

Work History Activities

[<¢] <] Gen. into] Engibility | Add'T info | Pams/PA | Objective [l

@Detail

@Job Title| BUSINESS MANAGER N | O'NetTites | O"NetCode| |
@Employer | BROADWAY SOLUTIONS Include online ] @Start Date | 06/01/2006 | @End Date|08/01/2017 |
@Address | 25 MAIN STREET Supervisor| | Phane | | Ext| |
| | @\Wage| £0.01 | | other | Hoursiweek | 40]
@ City| ALBANY | @Reason for Leaving| Lack of work v
@State | New York v/ zip| @.Job Duties| LAST EMPLOYER ON TCC RECORD FOR UT
@Country| United States v|
Job Type RR Event# Event
nacs| ] NAICS Lookup
| Jab Company city Start End
[1|Business Manager Broadway Solutions Albany 06/01/2006 |08/01/2017

BUSINESS MANAGER } 06/01/2006 |08/01/2017
[ |=ales Representative ABC 3ales Albany 03/01/2013

New Job Entry | Delete Slecton|

Save | Start Match | Servioes| Comp Asses:| Activity | | A Refersis| Comespond| VR | Retto Srch | Comments | Tag | Resume | Sched | Message

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Staff must correct and complete the work history information to be retained. This may require
adding the O*Net Code, Address, Wage, Job Duties, and NAICS code.

<] <] Gen. Info] Eligibiity | Adcf info | Pams/PA | Obijective | i 3 EdiLic ] Skilis | Saved Searches | Activities | Comments | Td > ||
@Detail
@Job Titlel Administrative Services Managers | O Net Tites | O*Met Code
aEmponer| Broadway Solutions | Include anline @Start Date End Date
@Address | 25 Main Strest | Supenisor | Phone | | Ext | |
| | @\Wage $ 30.00 | | Houry v| HoursrweekD
@ City| Abany |  @Reason for Leaving Category 5-DW Dislocated due to foreig V|
@State | Mew York V| Zipl 12205 @Job Duties|Oversaw accounts receivable an
@Country | United States Vl Managed all ajmass ==
Job Type| FulTme  V Event button Event
nacs[ |
TAA | NAFTA-TAA
Petition Number Pesiion # Listing | Application Date | Petition Cerification Date|
Advers. Affect. Incumb. Whr. l— Tenure l— Qualifying Separation Date ’7
Eligibility Determination Program| Liable/Agent State [N |
Job Company City Stant End
Administrative Services Managers Broadway Solutions

Albany 06/01/2006

Whenever a Rapid Response event occurs, Rapid Response staff will create the event in 0OSOS
and usually attach it to the work history. However, if the Rapid Response number is not visible
and staff can see that a Rapid Response orientation occurred by reviewing the activities in the
0SO0S record, they should contact the local Rapid Response coordinator. If the coordinator is
able to provide the appropriate number, click the Rapid Response Event button and enter it

into the Rapid Response Lookup dialog box. Click the OK button to save the Rapid Response
Event Number.

<] <] Gen. info | Eligibiity | Add'r info | Pams/PA ] Objective L] Eaitic [ Skitls | saved Searches| Activities | Comments | T¢l > |>>)
@Detail
@Job Titlel Administrative Services Managers | 0O"Net Trdes | O*Net Code
aEmponer| Broadway Solutions | Include anline @5Start Date End Date
@Address | 25 Main Strest | Supenison | Phone | | Ext.| |
| | @\Wage € 30.00 | | Houry | Hoursiweek| |
iCil]'| Albany | @Reason for LEEI.'U'iI"IQ| Category 5-DW Dislocated due to foreig V|
@State | Mew York V| Zipl 12205 | @Job Duties| Oversaggccounts receivable and payable. ~
iCOUHtr}‘| United States Vl VB'TFJ‘TENSPECES of daily operaticna for W
Job Type| FulTme V| Rapid Response # RR Event# RR-NY-2017518804 | = - |
nacs| | Cockup
TAA | NAFTA-TAA
Petition Number Petition # Listing | Application Date li Petition Cerification Date Ii
Advers. Affect. Incumb. Whr. l— Tenure l_ Qualifying Separation Date ’7
Eligibility Determination Program| Liable/Agent State [IRRIN V]
Job Company City End
Administrative Services Managers Broadway Solutions Albany

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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The Reason for Leaving data field for the trade affected job must state Category 5 DW -

Dislocated due to foreign trade.

@Detail

[<<] < | Gen. Info | Eligibility | Add'l Info | Pams/PA | Objective Jull LX) EdiLic | Skills | Saved Searches | Activities | Comments | Td > |>>]

@Job Tiﬂe| Administrative Services Managers

| 0’Ne1‘|’rd5| O*NetCode

$Employer| EROADWAY SOLUTIONS | Include online [v] @Start Date| 05/01/2006 |  End Date|08/01/2017 |
@Address | 25 MAIN STREET | Supenisor | Phone | |
| | OWage{ £30.00 | | Hourly V| Hoursfw

@ City| ALBANY

| #Reason for | eaving| CSiEg6 6 DN DEesca ols o fores - |

Reason for Leaving

OS‘[atel MNew York
OCOL.Ir‘Itl']'l United States

JooType| V]
nacs| |

When the Reason for Leaving is set to Category 5 — DW Dislocated due to foreign trade,
additional fields are displayed in the TAA / NAFTA-TAA section requiring specific information.

|¢_Jo|] Duties|0versaw accounts receiwvable and pN
Managed all aspects of daily operators I ‘

Event

RR Event#
MAICS Lookup

The data in this section needs to be entered or verified.

TAA | NAFTA-TAA
@Petition Number | 853600 Pettion # Listing | @Application Date | 04/20/2017 @Petition Cerification Date | 03012017
@Advers. Affect. Incumb. Whr. @Tenure @Qualifying Separation Date | 08/01/2017
Eligibility Determination Eigty | @Program|1ea V] Liable/Agent State | Both (In 51 V|
Job Company City Start End
Administrative Services Managers Broadway Solutions Albany 06/01/2006 |08/012017

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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The additional fields include:
e Petition Number (includes a button with a hyperlink for petition search): This is the
petition number for the trade certification. If there is an alphabetic suffix, it must be

included. The petition number is used in the Services module to link the customer to
the Trade Act enroliment.

e Adversely Affected Incumbent Worker: This is an employee that has received a
letter of threatened status. This letter grants eligibility (solely) for the training
benefit. The Career Center may provide service to an Adversely Affected
Incumbent Worker that is receiving training while still employed. In this situation,
the work history should leave the End Date field blank and state Category 5 - DW
Dislocated due to foreign trade rather than Still Employed in the Reason for
Leaving field. The Qualifying Separation Date will not become a required field until
the employment has ended.

e Application Date: This is the date the customer signed the TA720 and returned it to
SPU. If the customer has been determined by NYSDOL to be an Adversely Affected
Incumbent Worker (AAIW), the Application Date entered will be the mailing date
on the customer's “threatened status letter.” The Application Date must be a date
that is before or equal to the Eligibility Determination Date. For purposes of AAIWS,
the Eligibility Determination Date entered will also be the mailing date of the
customer’s “threatened status letter.”

e Tenure: This is the total number of months that the customer was employed with
the employer of record ending with the customer’s Qualifying Separation Date or
Last Day Worked on the customer’s TA722 Determination of Entitlement to Trade
Adjustment Assistance.

e Program: The TAA option in the drop down covers all amendments to TAA
regulations. Included are the Trade Adjustment Assistance (TAA), Trade and
Globalization Adjustment Assistance (TGAA), Trade Adjustment Assistance Extension
Act (TAAEA) or Trade Adjustment Assistance Reauthorization Act of 2015 (TAARA).
For all programs listed above, the customer is eligible to receive services and/or
benefits based on the petition certification.

e Petition Certification Date: This is the date on which USDOL approves a petition for
trade program eligibility. (Available on TAA Outreach Report, distributed via email
and at the USDOL website:
https://www.doleta.gov/tradeact/petitioners/taa search form.cfm)

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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e Qualifying Separation Date: This is the date of separation from trade-impacted

employment that qualifies the customer to receive benefits and/or services under
the Trade Act. It is the Last Day Worked on the customer’s TA722.

e Liable/Agent State: This field identifies the trade-related liable or agent state.

o Select Both (In State) if the customer resides in New York State and New
York is responsible for determining the customer’s entitlement to TAA;
paying the Ul and TRA benefits; issuing waivers from training, and monitoring
training.

o Select Liable if the customer resides outside of New York State and New York
is the entity responsible for determining the customer’s entitlement to TAA;
paying the Ul and TRA benefits; issuing waivers from training, and monitoring
training.

o Select Agent if the customer resides within New York State and a state other
than New York is the entity responsible for assisting customers to file claims
for TAA program benefits and services. The Agent State is responsible for the
costs of an approved training program, including subsistence and
transportation costs. The Agent State will continue to monitor the
customer’s training progress.

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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e The Eligibility Determination field is accessed by clicking the Eligibility button.

TAA | NAFTA-TAA
@Petition Number | 5500 Petition # Listing lication Date | 04/20/2017 @«Petition Certification Date | 03/01/2017
@Advers. Affect. Incumb. Wkr. @Tenure @Qualifying Separation Date | 08/01/2017

Eligibility Determination Eigbdty | @Program Liable/Agent State
Job Company City Start End
Administrative Services Managers Broadway Solutions Albany 06/01/2006 |08/012017
i It
2| Trade Eligibility Determination -- Webpage Dialog - [
Trade Eligibility Determination

sEligibility Determination Date| |

Eligibility Determination
Eligibility Cancel Date

@Eligiblity Staff| KLINE, REBECCA Change | = Il
@Eligibilty Office | ALBANY Change

M Cancel

Eligibility Determination: This defaults to a blank space and must be
changed to Eligible or Ineligible when a determination is rendered indicating
if the customer is, or is not eligible, for TAA benefits.

Eligibility Determination Date: This is the mailing date of the TA722 form
that informed the customer of their eligibility for Trade Act services.

The Eligibility Cancel Date is the date that the customer is no longer eligible
for Trade Act funding. For example, if a customer misses their training
enrollment deadline, fails to attend regularly scheduled training waiver
reviews without justification, or secures suitable employment, then local
staff will enter the Eligibility Cancel Date.

The Eligibility Staff and Eligibility Office will automatically populate, but may
be changed by any user.

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Click the Save button after all work history information is complete.

PROVIDER EMPLOYER

Customer Search ' Customer Detail |

STAFF
Services

0505 ID: NY013451035

Comp Assess
SSN:

JobZone

Add'l Info | Pgm=/PA | Objective

— @Detail
@Job Tllle| Administrative Services Managers | O"Net Titles I O*Met Code
$Employer| Broadway Solutions | Include online [¥] @Start Date #End Date
wAddress | 25 Main Street | Supenvisor | Phone | | Ext | |
| | aWage{ £30.00 | | Hourly V| Hoursfweek |:|
@City| Albany | @Reason for Leaving Category 5-DW Distocsted due o forsig |
lSta.tel Hew York V| 3p| 12205 @Job Duties| Oversaw accounts receivable and payable. ~
@Country | United States V| Managed all aspects of daily cperaticns for W
Job Type| Ful Tme WV RR Event# ==
NAICS | || | MAICS Lookup |
— TAA T NAFTA-TAA
SPetition Number | 85600 | | Pettion #Lising | @Application Date | 04/20/2017 | @Petition Certification Date| 03/01/2017
@Advers. Affect. Incumb. Wi #Tenure »Qualifying Separation Date | 02/01/2017
Eligibility Determination | Eighity | eProgram[T1ax V| Liable/Agent State| Both (1n 51 V|
Job Company City End
Administrative Services Managers  |Broadway Solutions Albany -
[] |5ales Representative ABC Zales Albany 03/01/2013
Asses:| Activity | LA, Referals | Comespond

IVR | Ret to Sich | Comments | Tag | Resume | Sched | Message

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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Saving the Eligibility Determination will create an activity in the Activities tab.

PROVIDER EMPLOYER
WL e e Customer Detail | Comp Assess

Miller, Trade Act H.

Links JobZone

SSN:

Comments E

Delete Activiy | Print List | Detzi |

Save | Start Match | Services | Comp Assess | Activity | 1.A. Refemals | Comespond | IVR | Ret to Srch | Commerts | Tag | Resume | Sched | Message |

This is not the Trade Act enrollment.
After functional alignment occurs, enrollments will include:

e WIA/WIOA
e Common Measures
e Labor Exchange

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide

[T |TA 722 Customer Qutreach - Mailed | 09/21/2011

[ [Trade Eligibility Determination - Eligibl| 0 011 ( Trade Eligibility Determination I
[T |TA 720 Customer Outreach - Mailed  |09/19/2011 |Albany Career Cen|Rotman, MNeil I Bl

[ [Trade Act Enroliment 07/30/2010 |Albany Career Cen|Raotman, Meil Yes

[T |Commaon Measures Enrollment 02/21/2010 |Albany Career Cen|Rotman, Meil Yes

[~ |WIA Enroliment 02/21/2010 |Albany Career Cen|Raotman, MNeil Yes

[~ |Trade Eligibility Determination - Eligibl| 02/18/2010 |Warren County Em|{Rotman, MNeil =5
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To view enrollments, navigate to the Customer module > Services window > Enrollments tab.

Click the Show Eligibility Determination button to view the details of any determination.

L e R G Sarvices window 0 2 Senvices i JobZone
' Agency Info
~ Enrollment Info
Program Type | Common Measures | Exit Date
Enrollment Date | 05/31/2017 | Enrolled in Education I_ Exit Reason |
Enrolling Service Mame | | 3rd Qir Exclusion|
Enrolling Service Type | Seff Service {DS0S) | Exit Admin| |
Enrolling Admin| MILLER, PAMELA | Exit Office |
Enrolling Office| 0S0S/REQS Central Support Unit |
Staff Assisted | Yes TransactionDate |
Employment Status | Employed Transaction Admin| |
Transaction Office| |
Program Type Enr. Date Enrollment Office Exit Date Ezxit Office | SA |
[T |Common Measures [10i08/2012 |Albany Career Central Yes ﬂl
[T |Lahor Exchange 1000812012 [Albany Career Central Yes
[ [wia 10/08/2012 |Albany Career Central Yes
[
Show Eligibility Determination Shaw Blig. Deter.
Save stomer Detail | Comp Check Labor Market Information
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— Trade Eligibility Determination Info
Eligibility Determination

Eligibility Determination Date | 02182010

Eligibility Cancel Date| |

One-Stop Operating System

PROVINER

Customer Search Wil Services window

& ﬁ Agency Info | Achievement Objectives

ERARI AY

Service History LU

Eligibility Sta.ﬁ| Rotman, Neil

Eligibility Office| Waren County Employment & Training |

@505 ID: NY(0134

This is the Trade Act Determination and not an enrollment. Without attaching the petition
number to an L2 service, the Trade Act enrollment will not have occurred yet.

The Eligibility Determination Date can be viewed in the Customer module > Services window >
Enrollments tab. It is not necessary to navigate to the Customer module > Customer Detail
window > Work History tab.

JobZone

Enrollments Eﬁﬁ

Petition Number:l
Application Date:
Program Type Date Dffice te | Exit Office | SA'
[ |Trade Eligibility Determination 021812010 Warren County Employment . ep e I
I [Trade Eligibility Determination | 09/21/2011 Albany Career Central Trade Act Eligibility
I [wia 02/01/2013 ALBANY ~d Yes [
[T [Commaon Measures 011052013 NY3999 B Yes
[ |Labor Exchange 011042013 NY2999 Yes j
Prirt List I Enrolment Re-Upen Histony: I Edit I Hide Hig Detem. I

Save I Customer Detail I Comp Ass&ssl Cnmmerﬂsl Check Labor Market Information I

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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COMPREHENSIVE ASSESSMENT

Trade Act customers are usually co-enrolled in WIOA and must therefore comply with the Data
Element Validation (DEV) requirements per the following Technical Advisories:

e TA 11-12.2 Data Element Validation for the Workforce Investment Act, Wagner-
Peyser, Veterans Employment and Training Service and Trade Adjustment
Assistance/Trade and Globalization Adjustment Assistance Programs

e TA 10-3.1 Requirements for the Collection of Additional Participant Demographic
Information upon Receipt of Intensive or Training Services under Title I-B of the
Workforce Investment Act of 1998

All Technical Advisories are available on the New York State Department of Labor’s Policy
Directives page.

It is necessary to complete data fields required for dislocated workers and staff must verify this
data through the customer’s self-attestation.

To access the Comprehensive Assessment tabs, select the Customer module > Comp Assess
window.

Customer module

Customer Search Custome, | etail Comp Assess
SSN: 050w

(<] <Ll i Education ] Financial | Family | Healih | Treatments | Housing Transportation | Comments | Afiachments > ||

Origination Date| pas27/2018 Last Update 03/27/2018 Job Behavior and Skills
Staff Assigned | Administrator, SeffService
Employment Objective

Job Title | Training and Development Specialists
Wage Desired ¢ 50000.00 Per Yeary
Geographical Location
Within 25 miles of 12211 SRl o

Employment Behavior

Is the customer interested in - Yes (N
non-traditional employment? == WD Job Keeping Skills

Current Employment Status | Employed

Poor Work History? [

Youth Needing Additional Mo (v
Assistance?
Serious Barriers to Ne W Summary of Occupational Strengths & Weaknesses
Employment?
@Cultural Barriers to Mo W
Employment?

View Employment History | ACI'NET |

Save | Customer Detad| Seryices | Activity | Comespond | WIOA Ekgibiity| Summary | Comments |
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For detailed guidance on completing these tabs, please view the Comprehensive Assessment
and Supplemental Data OSOS Guide.

All required fields are marked with a green dot. Once information has been entered in
one of the Comp Assess fields, all required fields must be completed in order to save
the record.
As noted in the above referenced Technical Advisories, Dislocated Workers who are Limited
English Proficiency and/or a Single Parent require additional data entry as summarized below.

Limited English Proficiency must be recorded in the English Language Learner field. This is
located in the Customer module > Comp Assess window > Education tab.

PROVIDER EMFLOYER

Customer Search Customer Detail MMp ASSESS

JobZone

Comp Assess

SSN: 050 v 5
£ (3 (S Educatio Education ﬁ Housing Attachments > 15>
~ Math & Reading Training Information
*Basic Skills Deﬁcient.‘| Mo V| Training
Low Levels of Literacy Completed
@English Language -Nc, [V
Learner -
Training in
~ Education Completed Progress
Education| Bachelor's + |
Current School Status| Not Attending School; Secondary Schoo
Job-Related | |

If applicable, Single Parent status must be recorded in the Family Status field. This is located in
the Customer module > Comp Assess window > Family tab.

FPROVIDER EMFLOYER

Customer Detail DIMP ASSESS

Customer Search

\ 0505 ID: NY013451035

Eﬁ Employment Family 4¢ ﬁ-g Transportation Attachments

Personal Information

Shlarital Status | ynmamed V|

Victim of domesticviolence? [ yas () Mo

#Family Status v

Members of Household
Name | Relationship | Birth Date | Dep. |

— Family Needs
Special needs of household members:

Child care arrangements:

“:‘l | | | | Support from family & friends:

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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INITIAL ASSESSMENT ACTIVITY

An activity, also known as an L1 service, must be recorded for the initial assessment. This
activity will create a WIOA, Common Measures, and Labor Exchange (LEX) enrollment and will
extend an existing Trade Act enrollment. It will not create a Trade Act enrollment by itself.

Click the Activity button at the bottom of the page to access the Activities - -Webpage Dialog
screen. Navigate to the L1 Staff Assisted Basic, Assessment, and select the Assessment

Interview, Initial Assessment activity.

Click the OK button to record the activity.

'PROVIDER EMPLOYER

Activities - Webpage Dialog

JobZone

Activiti

"I L1 Disability Employment Initiative Specific Services
I L1 self-Service / Informational Only
L1 Staff Assisted Basic
allf L Assessment
| L Assessment Interview, Initial Assessment [LX Enrollingl

I_D Counseling

L7 job Search Assistance

-7 orientation

-7 Referred to Job

-1 Tax Credit Eligibility Determination
" L1 Staff Assisted Individualized
L1 state Specific
|| ) L1 supportive Svcs / Need Related Pmts

T L1 Veteran Specific Services
i PR

\ Activity Date | 03/28/2018

RR Event# | v

Keyword(s) | Search | OK
—— | |

5 1of1

hes  Activiies | Comments | Tel >]>>

Ethnic Hestage & Race |

Education & Employment

Initial Assessment Activity Ia

School Status
Mot Attending School; Secondary Scho V|

Employment Status
Employed A4 |

Linderemployad
Long Term Unemployed

I @Contact Preferences
[ | usePostal [ | Fax
[ | Pri. Phone Email

D At Pone e ot |
L
Registered 08/13/2013
Qrigin
d
OK e

Confidential [

_S=+§ Activity button

Activity | |.A. Referrsis| Comespond| IVR | Retto Srch | Comments| Tag | Resume | Sched | Message|
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The initial assessment is intended to decide which level of services a customer needs: Job
Search Ready Services (JSRS) or Career Development Services (CDS). This assessment must be
made on the same day the customer receives his or her first staff-assisted service, with the
exception of a Rapid Response Orientation or a job referral. It must be indicated in the
customer record by adding the appropriate Initial Assessment Outcome activity.

Click the Activity button at the bottom of the page to access the Activities - -Webpage Dialog
screen. Navigate to the L1 State Specific, Initial Assessment Outcome folders and select either

the Job Search Ready Services (JSRS)-IA Outcome or Career Development Services (CDS)-I1A
Outcome activity as appropriate.

Click the OK button to record the activity.

PROVIDER
Activities -- Webpage Diale

EMPLOYER

JobZone

Milles Activities G5 10f1
EE| O raxcredit Eligibility Determination A hes | Activitics | Comments | 7el > >>
8 11 statr Assisted individualized @ EthnicHetsge &Rsce |
: I 11 state Specific _
=3 599 CRU - Education & Employment
sl [ - Education Level
o L Brooklyn Outstation P V]
NS - School S‘ta‘rus
BT Works Not Attending School, Secondary Scho Vl
L] Customer Engagement Model Employment Status
(. ] TR Employed Vl
L] Green Jobs Green New York Underemployed
I_'ﬁlnitial Assessment Qutcome Long Term Unemployed
| L [1Job Search Ready Services (JSRS3) - 1A Qutcome
(0 Initial Assessment Outcomes

l — Career Development Services (CDS) - 1A Qutcome
|| =0 v initiative

I =

I Activity Date | 03/28/2018

RR Event # | v|

[] AL Phone _Resume Contact info |

L

Registered 08/13/2013
Qrigin
ed

OK button ['®
Confidential [

Keyword(s)|

Activity button

ity | | 4 Refarsis| Comaspond| VR | Retto Sich | Comments| Tag | Resume | Sched | Message

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide

-26- 04/26/2019




>0

One-Stop Operating System

If the activity being recorded is the first service (i.e. the enrolling service), the Edit--Webpage
Dialog window appears, as shown below. The Customer Detail tab (shown below) and the
Comp Assess tab (next page) contain required fields that are designated with a green dot.
Verify all data and update information as required.

Click Save.

Customer Detail

12 Grade - HS Graduate 'S
Mot Attending School; Secondary Schor W
Mot Employed W
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Customer Detail
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If you attempt to save the Edit--Webpage Dialog without data in all required fields, an OSOS
pop-up error message will indicate which fields are missing data.

[t Wopeows 5]

Comprehensive Rasessment tab:
Cultural Barriers to Employment was missing. (SMITH JE,JOHN--05/24/2018)
Marital Status was missing. (SMITH JR, JOHN--05/24/2018)
Family Status was missing. (SMITH JE, JOHN--05/24/2018)
English Language Learner was missing. (SMITH JE, JOHN--05/24,2018)
Basic 5kills Deficient/Lower Levels of Literacy was missing. (SMITH JR, JOHN--
05/2472018)

More in-depth services may be necessary to determine the customer's job readiness. These
may include career counseling or guidance.

After the initial assessment, staff should continue to evaluate and update the customer's
situation as necessary. Assessment should be considered an ongoing process which may
change along with a customer’s varying needs and decisions.
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RESOURCES AND ASSISTANCE

Additional ETA program information and other resources can be found at:
http://www.doleta.gov/tradeact/factsheet.cfm

TAA Program Guides: https://labor.ny.gov/workforcenypartners/tools.shtm

TAA Quick Guide for Petitions: https://labor.ny.gov/workforcenypartners/taa/quick-guide-for-
petitions-ta-w-80000.pdf

Additional program information, OSOS guides and other resources can be found at:
http://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

Trade Adjustment Assistance — Eligibility and Intake OSOS Guide
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