New York
Employment S0S
One-Stop Operating System

Services System

Trade Adjustment
Assistance - Enroliment
and Entering the First
Service
OSOS Guide

3/28/2019



SOS

One-Stop Operating System

TABLE OF CONTENTS

Table Of CONTENTS ...ttt st e st e s b st e e s neeeneesneesaneens 1
U 0T 0 F] 2
Y3 G O 41 1= - PP OPOTOPPRR 2
Creating the Trade Act ENFOIMENT ..cciieiiiee e ee e 3
Creating an Individual Employment PIan (IEP) ....c..eecuiieeiieeeeeeeee et 3
Logging INtO the COrreCt OffiCe .. it aaee s 4
Finding the Customer Record t0 Add @ TAA SEIVICE......ciiiiciiieiiiiiee ettt 5
Reviewing the CuStomMer's WOrk HiSTOIY ......uueiiii ittt e e e e sever e e e e e 7
Changing the CUSTOMEI'S LWDA .......eeeeeee et e e e e e e e e e e e e e s et ae e e e e e e e e e nnnneeens 9
SChEdUIING the [EP SEIVICE «ovviiie it e e e e e s e e e e e e e e s nntraa e e e e e e e eesnnnenens 12
UL oY [T o= T T 1 USRS 15
Confirming the Trade ACt ENrollImMeNnt.......ooo it e e e 19
ENAING the SEIVICE.....uiiiicitiee e e s e e s e e e e s bt e e e s estaeeeessaeeeeenanees 21
L g N =T T T =3 00T Y 1= o (3R 23
RESOUICES aNd ASSISTANCE .....eeiiiiiiiiiie ettt e e s nnees 24

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
-1- 3/28/2019



I
One-Stop Operating System

PURPOSE

This guide will provide detailed instructions on enrolling an eligible customer in Trade Act,
which includes entering an Individual Employment Plan (IEP) service. The Trade Act IEP is a
written document, signed by the participating trade affected worker and their TAA Specialist.
The plan outlines the customer's previous training and experience, as well as their qualifications
and need for training. The plan also identifies the training provider, the industry-recognized
credential to be earned, the customer's occupational goal, and a detailed timeline indicating
the start and end dates of training.

Before any training can be approved, the customer's training plan must be reviewed to verify
that it meets the six approval criteria.

SIX CRITERIA

1. There is no suitable employment — Suitable employment is work of a substantially equal or
higher skill level than the trade-affected worker’s past adversely affected employment, and at
wages for such work at not less than 80% of the trade-affected worker’s average weekly wage.
(CFR617.22.1)

2. The worker would benefit from the training — The trade-affected worker must be job ready
upon completion of training. It is not permissible to approve and pay tuition costs for the first
two years of a four-year program because the trade-affected worker would not be job ready for
employment at the end of the training period. However, the first year of a two-year Community
College degree program may be approved if it leads to an industry recognized credential such
as a certificate necessary for the trade-affected worker to obtain employment. (CFR 617.22.2)

3. There is a reasonable expectation of employment as a result of training — Tools that can be
used to show that there is a reasonable expectation of employment in the customer’s labor
market at the conclusion of training are: the demand occupation list, projections from the
NYSDOL website, job postings from Jobs Express/NYS Job Bank, or classified ads from the
newspaper or online postings. Additionally, a job offer from an employer, which includes a firm
start date, will meet this criterion. Your local area’s NYSDOL Labor Market Analyst can assist
you in determining in-demand occupations. (CFR 617.22.3)

4. Training is reasonably available from either a governmental agency or private source and
emphasis must be given to secure training within the commuting area — The training is within
the trade-affected worker’s commuting area at any governmental or private institution or
facility, particularly on-the-job training. Training outside the normal commuting area is not
precluded if none is available within the trade-affected worker’'s commuting area. Whether the
training is within or outside the commuting area, the training must be available at a reasonable
cost (See Criteria #6 below). First consideration must be given to training opportunities
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available within the trade-affected worker’s commuting area. Training outside the commuting

area should be approved only if such training is not available in the area or the training to be
provided will involve less funding. (CFR 617.22.4)

5. The trade-affected worker is qualified to undertake and complete training — The trade-
affected worker’s personal qualifications to undertake and complete the training must be
assessed. Evaluation of the trade-affected worker’s qualifications must include the worker’s
physical and mental capabilities, educational background, work experience, and financial
resources, as adequate to undertake and complete the training program.

6. Training is suitable for the worker and available at a reasonable cost. For TAA purposes,
“reasonable cost” is when all costs being considered, training of substantially similar quality,
content and results cannot be obtained from another provider at a lower cost within a similar
time frame. It also means that training may not be approved when the costs of the training are
unreasonably high in comparison with the average cost of training other workers are receiving
in similar occupations at other providers. (CFR 617.22.6)

CREATING THE TRADE ACT ENROLLMENT

When working with a TAA customer in the career center, the first Trade Act related service that
should be provided is the IEP. This service is a vehicle for creating a Trade Act Enrollment. The
Individual Employment Plan outlines the customer's intent to utilize their Trade Act benefits
through training.

CREATING AN INDIVIDUAL EMPLOYMENT PLAN (IEP)

An |EP is required before any Trade Act funded training service begins. The IEP is a detailed
assessment that includes the identification of marketable or transferable skills, and the
provision of job search assistance and other reemployment services. It should allow customers
the opportunity to combine the information gained from the assessment tools, individual
career counseling, and group structured activities to gain insight regarding their abilities,
interests, and the relevant labor market information. An IEP must be created for every WIOA
participant as a justification for training.

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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LOGGING INTO THE CORRECT OFFICE

Career Center staff must ensure that they are logged into OSOS in the same office associated
with the customer before recording any activities or services. The user's Primary Office (if the
user has any secondary office assignments) and the Current Office, are displayed in the Staff
module > Preferences window > Login Preferences tab. To change the Current Office, select
the appropriate office from the Change Office To drop-down field, and then click the Change
Office button.

EMPLOYER
 Preferences |1 [H<

CUSTOMER PROVIDER
Staff Detail Logout

Login Preferences

Office
Primary Office | DEWS Central Review Unit CRU

Current Office  DEWS Central Review Unit CRLU
Change Office To| ~|< Change Office
I > I Change Office II

Password
Username usagrb

Old Password

Mew Password

Confirm Mew Password

Change Passwonrd

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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FINDING THE CUSTOMER RECORD TO ADD A TAA SERVICE

From the Customer module > Customer Search window > Quick Search tab, search for the
appropriate customer record. This can be accomplished by entering the customer's Last Name
and First Name as search criteria. Click the Search button.

PROVIDER EMPLOYER

| Customer Search Customer Detail Comp Assess

1= CEs [cenerainto ‘ob Criteria] Text Search |Geographic (it Search as

~ Customer SN — Customer ID
Enter or paste one or Enter or paste one or
more SS5Hs. more Customer IDs. F’arﬁaISSNl—|
LastName|Sm’th |
First Name| Phylis |
Middle Initial| |
Bith Date| |
Usemame| |
Email Exists| V|
e | = Email |
[]| ososi | vet| stats | Seeker Name | WIOA |Rotindid AdDWRRA  1WT TAA LX
| |

] | |

<
I }l Search IvI Clear I :--E'_E_I REgRNE _e!_l Aele] ey EE I I HEEELIEtET | Fl=far I e '.;-l AR I Commznts | Curza oz |_:|Ee_w|
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This will display the customer record. Select the Work History tab.

PROVIDER

~ e rp——————
Customer Search

EMPLOYER

Comp Assess Services Links JobZone

SMITH, PHYLLIS SSN: 0S80S ID: NY 10f1

= Eligibility | Add"l Info Pgmsfp-f (Work Wist. EdlLic| Skills | Saved Searches | Activities JComments | Td = [>>
— Customer Data

o SN | oSt L @ Ethnic Hertage & Race
iUsemame| (15038197 | .Passwurd| DS8197 | Merge | ~ Education & Employment
sLastName| SMTH | @First Name | PHYLLIS M[ ] || eEducation Level

@Date of Birth Im @Gender ’Female—V‘ @Paorifolio L\||.| JobZone Adult V| | HS + 1yr Postsecondary - Mo Degree V|
@Address | 292 FLIGHT LOCK ROAD | #School Status
| | A | Not Attending School; Secondary Scho V|
SCity| TROY | @State | New York v|ezip[12180 | @Employment Status
Cuunly| Rensselaer V|Counlly| Urited States V| Metm| V| |N°t Employed V|
Phone | 5185556789 | Ext.| | Alt Ext | Fax | Underempluyed
Emai|| armyvet@ermailcom | v Long Term Unemployed v
URL| | — @Contact Preferences
oU.S. Citizn UsePostal | | Fax
- Pri. Phone Email
MIJZ:‘CZ Manager || Add to Case Load | [ At Phone Resume Contact Info
— Customer Assignment
Staff Assigned PIACENTE, JASON | Change | ¥ | Registered 101212017 |
WIB Assigned| Colurbial Gresnie Counties | Origin Staft |
Agency Department of Labor ' Change Profled |
Office| HUDSON - Office Profiled Date
ul Claimant| Mone (Mot Claiming UI) el | lote Szzneh Flacored | Internet Resume || Confidential [

Save | Start Match | Services | Comp Assess| Activity | |.A. Referals| Comespond | IVR | Retto Srch | Comments | Tag | ~--0o- | Sched | Message
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REVIEWING THE CUSTOMER'S WORK HISTORY
The first step to entering an IEP, is to identify the customer's Trade Act Eligibility Date, listed in
the Work History tab. To find this, proceed to the Customer module > Customer Detail window

> Work History tab. A list of the customer's previous employers will be displayed. Click on the
trade-affected business, then click on the Eligibility button.

EMPLOYER STAFF

PROVIDER

JobZone

Customer Search Comp Assess Services Links

SMITH, PHYLLIS SSN: 0S0S ID: NY 10f1
[ <)Gen-nfo | vty | koaTwto ] PomsPA | Objectve) LT T "T1 | Fatic] Skis | Saved Searches | Acivibes | Comments) 4 >1>>8
~ wDetall -
@Job Title! Detaier ) | O°Met Tdes | O*Net Code |
$Employer | Honch Auo  Inchude onkne | oaano.n! 01 24/2017 | WEnd Date| 1002 2017 ]
$Address | 1234 Certrsl Ave Supenvisor |Phonel | Ex |
#Wage S 1300 | Houty v| Hou k! 40!
wCity| Abary | {Ressonfor Leaving Coeaory 500 Deboates due 0 1o V|  Reason for Leaving |
ng. Ne- York V] bpl _J‘JODD@O Cperate air coapressar, pressure her, wax N
.cwm lhlod Sates V] 2 - n*ehxc‘.gs, steam c.eaﬂ engines, spriy paint v
JobType| rul Tme V| RR Event# _Event |
NACS| NAKCS Lookup hdvdusl wOussbity |
TAA/NAFTATAA . = — . -
@Pettion Number | 21080 @Application Date | 12/ 01/2017 “Powon Centification Date| 12/ 14/ 2011
eAdvers. Afect Incumb. Wy, | "o | eTenure | 252 ooumsmnmoau 10/ 022017 |
Eligidility Deter | Bigbiity | sProgam| »a Vv Liable/Agent State| Eotn (n & V|
_] Job Company | ciy | st | End |

Med:calLaboramrySpeaabst US Army |Ft Benning |03/2872002 |09/30/2002

<

MNew Jeb Ertry | Delete Selection|

ﬁ Save | Stat lﬁg!g&g,ﬂi'*““‘!gl lgaosmlc_.ml g I | Sched I""gﬂ,

€ If the Work History tab includes multiple entries, review the Reason for Leaving field
() to identify which entry indicates Category 5-DW Dislocated due to foreign trade.

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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The Webpage Dialog box will pop-up and display the Eligibility Determination Date. The date
of the IEP must be on or after this date. When complete, click OK.

PROVIDER EMPLOYER

Customer Search s tomer Deta Comp Assess Services Links JobZone

SMITH, PHYLLIS SSN: 0SO0S ID: NY 1o0f1
[<e] <|Gen.info Eligibilitv I Add"l info | Pam =/BA TOhiective \ctivities | Comments | T¢ > >]
— @Detail —§ 2] Trade Eligibility Determination -- Webpage Dialog

@Job Title | Detailer t Code
Trade Eligibility Determination |:|

@Employer | Honda Aut
eAddress | 12234 Certri @Eligibility Determination | Eligible
Eligibility Determination Date | 03 22/ 2012

#City| Albary Eligibility Cancel Date

eState | New York | @Eligiblity Staff PIACENTE. JASON | Change | = |
@Country| Unied Statd Eligibilty Office HUDSON  Change |
Job Type | Full Time ‘ E Corcel | Event
nacs| |/ — |Weividual wDisabiiy |
— TAA | NAFTA-TAA
@Petition Number | 81080 Petition # Listing | @Application Date @Petition Certification Date
@Advers. Mfect. Incumb. Wkr. [No W @Tenure @Qualifying Separation Date
EligibiltyDetermination Eigble  Hiabiity | Program| A V| Liable/Agent State | Both (In 5t |
I Job | Company | City Start I End |

[]|Medical Laboratary Specialist U.S. Army Ft. Benning 03/28/2002 |09/30/2002
Detailer Honda Auto Albany 0172412017 f

New Job Entry | Delete Selection|

Save | Start Match | Services | Comp ﬂssessl Activity I LA F{ﬂferrdsl Ccrrespcndl IVR | Betto Srch I Ccmmemsl Tag I :5:-_-"5| Schedl Message
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CHANGING THE CUSTOMER'S LWDA

Next, proceed to the Provider module > Offering Search window > General Info tab. The user's
Workforce Development Board (WDB) should be displayed in the WIB window. To change this
field click the drop-down and select the appropriate choice. Once the WDB has been updated,
click the Service Type button.

STAFF
Offering Detail

"EMPLOYER

'CUSTOMER

Provider Search Provider Detail Links

1-20f2 ®
[Quick Search [EXTII List Search] Custom|
Location Start Date Range
IW|B | Columbia/Greene Countes I\-‘I City | | Fram | | To |
Provider Information
Provider Narne| | Semnice Name I:l F'rograrn| V|
Provider Status | Active
Service Type  Individual Employment Plan [LX Enroling] | Service Type ) [ serice Tyee|
(] Provider Mame Senice Name Location Start Date | Stat Time | End Date | End Time
Columbia/Greene One Stop | Individual Employment Plan ColumbiaiGreen
[1| Columbia/Greene One Stop | zDNUZIEP Update ColumbialGree
Options Search | * AssigntoList v | Clear | Detmd | | Scheduie|

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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From the Service Type Dialog Box, select L2 Trade Act > Individual Employment Plan (IEP),
then choose the Individual Employment Plan (LX Enrolling). When complete, click OK.

OSOS Guide - Trade Adjustment Assistance - Enroliment and Entering the First Service
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The system will automatically navigate back to the Provider module > Offering Search window
> General Info tab. Click the Search button at the bottom of the screen to search for the
Provider Name, and the corresponding IEP Service Name. Be sure to select the appropriate IEP
offering.

Note that each WDB enters the Service Name individually, so the IEP Service Name may appear
differently from what is shown below.

Then, click on Schedule.

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail ffe Offering Detail

Links

1-60fb 09
~ Location Start Date Range
wiB |Nbany.-'ﬁ&nss&laer."ﬂch&nE{ Vl City l:l |7FFDITI | | To |
— Provider Information

F'rwiderName| | Senvice Namel:l F'rogram| v|

Provider Status | Active

Service Type | Individual Employment Plan [LX Enrolling] ServineTypel

Provider Mame l Service Name I Location Starnt Date | Start Time | End Date | End Time

(- Career Central One ! 1EP - Individual Employment Plar Albany - Career (_
Capital District Women's Em| Individual Employment Plan Capital District V)
Rensselaer County One Stog TAA Employment Plan Rensselaer Cou
Schenectady Community Acti Employment Plan Development | SCAP-Schenect
Schenectady One Stop IEP/Intensive Schenectady On
Schenectady One Stop Intensive / Individual Employmen| Schenectady On

YL

I

| search | ~|Assignw Lis| v | Clear | Demd | 0--t- | Schedule]

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
-11- 3/28/2019



>0

One-Stop Operating System

SCHEDULING THE IEP SERVI

listed must be the same date.

PROVIDER

Customer Search Customer Detail

SMITH, PHYLLIS

CE

Clicking the Schedule button navigates directly to the Customer module > Services window >
Services tab. Complete the data fields in the Detail section to enter the service.

Next, enter a Planned Start Date, Planned End Date, Actual Start Date and Actual End Date.

Please note, since the IEP service is completed with the customer in one meeting, all four dates

Once the Actual Start Date is entered, the Petition # field becomes accessible, on the right side
of the screen. This will be explained in more detail on Page 18 of this guide.

EMPLOYER

Comp Assess

SSN:

T Links

JobZone

0SO0S ID: NY

arvice Name  Indiv dual Enployment Plan
Semvice Desc. indvidual Enployment Plan
Service ID 45558
Service Type Indwidual Enployment Plan
ProviderName Colunbia/Greene One Stop
Location Name Colunbia/ Greene One Stop
Provider ID 23616

_J Lowl I

Enroliments | Outcomes Empl. Oicomes m

Source | Obligated | Acwal | Obig# |

\ | Plan. StartDate| 0315 2018)

cual StartDate| 03/ 15 2018 Actual End Date| 3 1572018l| || TowlFunding| | [Add | | D
§Comptﬂod Successfullyl V| Petition # |
NestContact Date| RR Event#| —— =
Program Service Type [N“dud'rcd Career Services VJ Incumbent“bdmthdn&ngM
PatTimeLean | Distanceleam [ b
i Provider Name | Service Name | Actual StartDay Acual End Daff  Program Swc Type

(T]' TAAWaiver Statewide

Indiwdu

| TAAWai

ver

al Employment Plar

| Mew Serviee | DddeSoana] Mhodwbnj IPASmSumuy] quu\u ] hdrm] ‘

[ 03/22/2018 Individualized Career Sel

_sove | Customer Deta| Conp Asses | Comments | _ Creck Labor Maket mfomaten | %)

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service

=12 -

3/28/2019




>0

One-Stop Operating System

The Planned Start Date and Actual Start Date of the service cannot be earlier than:
)
e the Application Date- the date the customer signed the TA720,

e the Qualifying Separation Date- the customer's last day of work at the trade-
affected employer, or

e the Eligibility Determination Date- the mail date on the TA722.

Note: The Application Date will always be on or before the Eligibility Determination
Date.

Exception: When data entering the Application Date and Eligibility Determination
Date for Adversely Affected Incumbent Workers (AAIW), you must enter the mail date
of the threatened status letter in both fields. Contact the TAA Unit for assistance, at
TAA.WDTD®@Iabor.ny.gov

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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Proceed to the Program Service Type drop down, and choose Individualized Career Services
for an IEP. Click the Save button.

EMPLOYER

PROVIDER

Customer Search Customer Detail Comp Assess . Services NS

SMITH, PHYLLIS SSN: OSOS ID: NY

T Gutcont 1}
| Lewel Source | Obligated | Actal | Oblig# |
() |

Service Name | Individual Employment Plan |
Service Desc. Individual Employment Plan |
Semice ID 45568 |
Service Type | Individual Employment Plan |
Provider Name | Colurrbia/ Greene One Stop |
Location Name  Colurrbial Greene One Stop |

Provider ID | 23616 Offering ID 44613

Plan_StartDate Plan. End Date m
Actual StartDate| 03/15/2018]  Actual End Date| 03/ 15/2013] TotalFunding| | Add | Eo

Completed Successfully V| Petition # |
N Next Contact Date RR Event# | V|
I f» | Program Service Tlﬁ Individualized Career Services VI > lncumbentWorkerTraining( R
PartTime Learn. Distance Learn.
| Provider Name | Service Name [Actual StartDablAdual EndDaf  Program Svc Type
]| TAAWaiver Statewide TAAWaiver 03/22/2018 Individualized Career Se

Columbia/Greene One Stop Individual EmploymentPlan

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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FUNDING AN IEP
Next, click on the appropriate Petition # from the drop-down menu, and the Rapid Response
(RR) Event # if one exists. Click the Save button.

PROVIDER EMPLOYER STAFF
Customer Search Customer Detail Comp Assess . Services Ll
. S5N: 0505 1D:
[<<] < | Achievement Objectives |auuas: | Service History | Enroliments | Ouicomes | EmpL Outcomes | Trng. Outcomes | Commen > |>3]
-~ Detail ~ Funding
Senvice Name | Individual Employmert: Plan |A | Level | Source [ Obligated| Actual | oOblig# |

Senvice Desc. Individual Employment Plan |
Semvice |D| 45558
Senvice Type | Individual Employment Plan |
Provider Mame  Columbia/Greene One Stop |
Location Name | Columbia/Greene One Stop |

Provider ID| 23616 Offering 1D | 44613

Plan. Start Date | 04/28/2018 Flan. End Date | 04/28/2018
Actual Start Date | 04/28/2018 Actual End Date | 04/28/2018 Jotal Funding Add | Eefie | | Eizlziz

Completed Successfully Petition # )| Petiion# s10z0 V||
NextContactDate| | BiyarReason ] )
Program Senvice Type | Individusized Career Services vl r::;remﬂ RR-NY-2015-000004 - 04/28/201¢ W || RR # I
Part Time Leam.l— Distance Leam.|— v Incumbent Worker Training| V|
{Fh] Provider Name Senvice Name Actual Start Daty Actual End Dat Program Svc Type
[]| ABC Heating & Air Conditioning ABC Heating QJT 05/29/2018 Mon-ITA Training
1| TAA Waiver Statewide TAA Waiver 0212212018 Individualized Career S¢

Individualized Career 54

Columbia/Greene One Stop Individual Employment Plan 042812018
< >
Options | PrintList | Mew Servics | Delete Ssrvice | Authorzaton | IPA ServiceSummayy | - | Tracking |
| Save |Jcustomer Datsi| Comp Assess | Comments | Check Labor Markst Information |
lStafrcaRSTENSEN Il POUL | Office: NY3999 | Unsaved Changes |Security: Delete | 10/22/2018 '

The Petition # and Rapid Response drop-down menu will only be available after all
information has been entered into the customer's Work History tab, including the
Eligibility Determination Date (see page 7 of this guide).

Most customers will only have one petition # in the drop-down menu. However, it is
possible for customers with multiple lay-offs to have more than one petition # listed.
Be careful to select the appropriate petition number. Attaching the petition number
will create the Trade Act enrollment.

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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An IEP is funded using the right side of the same screen, under the Funding heading. Enter
$1.00 into the Total Funding data field. Click the Add button.

HELP

JobZone

EMPLOYER STAFF

PROVIDER

Customer Detail Links

Customer Search Comp Assess

SSN: 0S0S ID:
Eﬁ Services mw nts | Outcomes | Empl. Outcomes | Trna. Outcomes | Commen > I>>
— Detail - Funding
Senvice Name | Individual Employmert Plan | | Level | Source | Obligated | Actual | obligz |
Senvice Desc. | Individual Employment Plan |A
Service |D| 45558

Senvice Type | Individual Employment Plan |
Provider Name | Columbia,/Greene One Stop |
Location Name| Columbia/Greene One Stop |

Provider ID| 23616 h Offering ID| 44613

Plan. Start Date | 04./28/2018
00 )| |rotal Funding|s 1l x e J]< ]
/ 81080 W

Total Funding $1.

Actual Start Date | 04/28/2018

Completed Successfully | Yes b Petition #
Mext Contact Date:l Waiver Reason | V|

Program Senice Typel Individualzed Career Services Vl RR Event #l RR-NY-201 8-00000A - 04/28/2018 V|

; W
Part Time Leam.l Distance Leam.l Incumbent Warker Training hd

Actual Start Daty Actual End Dat Program Svc Type

Provider Mame Senice Name
1| ABC Heating & Air Conditioning ABC Heating OJT 05292018 Mon-ITA Training
[]| TAA Waiver Statewide TAA Waiver 0312212018 Individualized Career S¢
(0 i Individualized Career 5

Columbia/Greene One Stop Individual Employment Plan

Options | Print List | New Servioe | Delete Servioe | Authorizaton | 1PA Service Summary | == | Tracking |
vl | G Dt | [Comp s | [Commmrrs | D Che R o et it

| Unsaved Changes |Security: Delete | 10/22/2018 '

'Slaﬁ CARSTEMSEN I, POUL IDﬂ’Ice: MNY3999

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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This will open the Funding--Webpage Dialog box. Select the most recent year "WIOA Dislocated
Worker Local" as the Funding Source. Enter "$1.00" in the Obligated Amount field and click the

OK button.

= | Funding -- Webpage Dialog . > [
Funding

Level Funding Source Year Remaining MEGIContract/Grant # |
] |wie WIOA Adult Local 2017 5 100000.00
] |wie WIOA Adult Local 2018 $10000.00
\ [1|wie WIOA Dislocated Worker Local 2017 % 100000.00
[ 1 |wiB WIOA Dislocated Worker Local 2018 $10000.00
/ ] |wie WIOA Youth Local 2017 $99985.00
] |wie WIOA Youth Local 2018 $10000.00
1 |wiB Youth Statewide 15% 2017 5 100000.00
[ |state Youth Statewide 15% 2018 $999989.00
L= Dislocated Worker Statewide 15% 2017 F100000.00
[1|state Dislocated Warker Statewide 15% 2018 % 100000.00
1 |wie Adult Statewide 15% 2017 $ 100000.00
[ |state Adult Statewide 15% 2018 $99985.00
[] |state Workforce Learning Link 2017 F99996.00 1013
| > Obligated Amount | 2 1.00 I WIB  Dutchess County
OR Office DUTCHESS JOBS
Obligated Percentage Region  Hudson Valey
| > OK) Cancel

Trade Act funds are not required to create the Trade Act enrollment. TAA funds are
only used to fund these benefits:

e TAA Training

o TRA

e RTAA

e Job Search Allowances

e Job Relocation Allowances

OSOS Guide - Trade Adjustment Assistance - Enrollment and Entering the First Service
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Click the Save button.

PROVIDER EMPLOYER HELP

Customer Search Customer Detail

Comp Assess R, UL i JobZone

SMITH, PHYLLIS SSN: 0S50S ID: NY015038197
— Detail . — Funding
Part Time Learn. | Distance Learn. | n | Level | Source | Obligated| Acual | oOblig# |
Program| v C]wie |WioADislocateds 1.00 5000 |
MinimumHours| | Mumber of Weeks
O*Net| | ||z
MAICS | I | naics|
Win. Prog. Agreed|
Achv. Objective | v
Staff Assigned| BUCCI, GINA || Ehanee| =]
WIB Assigned| Albany/Rensselaer/Schenectady Cd Total Funding[51.00 | Add | £t | Deme|
Agency| Capital District WAE | Changs | Pelition #| 51020 V|
Office| Albany Career Central | _ Office Waiver Reason | v
Orig. Obligation| $1.00 Total Obligation $1.00 RR Event #| RR-NY-2018-000004 - 04/28/201¢ V|
. v
Offering Cost Actual Costl:l Ll Incumbent Warker Trajning| V|
| Provider Name | Senice Name | Actual Start Datf Actual End Dat|  Program Sve Type
[]| ABC Heating & Air Conditioning ABC Heating QJT 0529201 Mon-ITA Training
Columbia/Greene One Stop Individual Employment Plan 04 18 18 Individualized Career S
1| TAA Waiver Statewide TAA Waiver 0212212018 Individualized Career S¢
L4 >

Gl e e el el e el el

_ Save ICLmDHﬂIQmmAEEEICMI Check Labor Market Information _

'Stalt CARSTENSEN Ill, POUL | Office: Albany Career Central | Unsaved Changes | Security: Delete | 10/22/2018 '

The 51.00 used to fund services in OSOS is not reflective of any real costs of service. It
is the convention used for tracking services in the system. Some of the information is
used for federal reporting purposes.
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PROVIDER

CONFIRMING THE TRADE ACT ENROLLMENT

The Trade Act enrollment is created when the service is funded, and the petition number has
been attached to the service. To confirm the prior steps have been completed properly, select
the Customer module > Customer Detail window > General Info tab to display the customer's
enrollments. To confirm the customer is enrolled in the Trade Act program, select the
Enrollments button. This will open the Customer Enrollments Webpage Dialog box.

Another way to confirm if the customer has successfully been enrolled in Trade Act is
to proceed to the Customer module > Services window. Click the Enrollments button.
All the programs for which the customer has been enrolled will be listed under
Programs, toward the bottom of that screen.

EMPLOYER

Customer Search s tomer Deta Comp Assess
SMITH, PHYLLIS SSN: 0OS0S ID: NY 10f1
Copdeenmd i o st YEati] vt Y sved SesrcnosYactvtiesYComments 11> oo
" stomenhata @ Ethnic Hertage & Race |
@ SSN I @Status @Job Seeker =
@Usemame | 015038197 | @Password | DS3197 | Mewe | | Equcation & Employment
OLastNamel SMTH |iFirstName|PHYLL|S |M I:l @Education Level
@Date of Birth| 0802/ 1984 | #Gender @Porfolio Lyl.| JobZore Adut | |1[HS + 1 yr Postsecondary - No Degree V|
iMdress| 292 FLIGHT LOCK ROAD | @School Status
| | ~ | Not Attending School; Secondary Scho V|
sCity| TROY | @State | New York v|ezip[12120 | ST
- |Not Employed V|
Cour‘ltyl Rensselaer A |Country| United States V| Metml V|
F’hune|5‘18-555-6?89|E)¢_| | A]t| ||5¢| | Fax| | Underemployed
Email| armyvet@ermailcom | WV Long Term Unemployed v
URL| | — @Contact Preferences
SUS Cit Use Postal [ ] Fax
= Pri_ Phone Email
Enlments  §€ Enrollments Add to Case Load I [ | Alt Phone Resume Contact Info
— Customer Assignment
Staff Assigned PIACENTE, JASON | Change | = | Registered 10/ 12/2017
WIB Assigned Columbial Greene Counties | Origin  Staff
Pgency| Departrrent of Labor | e Profiled
Office’ HUDSON | _Offics Profiled Date
Ul Claimant| Mone (Mot Claiming Uy Vl et Szer) Flaeord | Internet Resume [ | Confidential [ |
Save | Start Machl Sergml Comp ﬂssessl Activity I LA Ha‘errdsl Correspondl VR I Retto Srch I Comrnentsl Tag I :.Ei-_"'-':l Sched I Message
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customer. Verify that the Trade Act enrollment is shown.

q@ Customer Enrcllments — Dialeg

o

Listed in the Customer Enrollments Webpage Dialog box are all the enrollments for the

enrolled in WIOA and Trade Act programs.

benefits.

|
Program Type Status Enr. Date Exit Date SA

Common Measures Inactive 013002017 012002017 Yes

I Trade Act | Inactive 013002017 0173002017 Yes ~
WA Inactive 013002017 0173002017 Yes
Common Measures Inactive 102712016 102712016 Mo
Labor Exchange Inactive 100272016 102712016 ]
WA Inactive 10MZTI2016 10ETI2016 Mo
Common Measures Inactive 01212016 03312016 Yes
Labor Exchange Inactive 01212016 031312016 Yes
WA Inactive 01212016 03312016 Yes
Common Measures Inactive 02/0712015 08/0712015 Yes
Labor Exchange Inactive 08072015 08072015 Yes b
TR A I = i am, NoIM7Tnm4d B NoMT N4 E

Customers eligible to receive WIOA and TAA program funds, are required to be co-

Customers who are TAA eligible, but not DW eligible due to insufficient Selective
Service status, are only eligible for Trade Act benefits. They are not eligible for WIOA
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ENDING THE SERVICE

When the |IEP service has ended, the service must be closed. To close a service, navigate to the
Customer module > Services window. Choose the Services tab.

Please note, since the IEP service is completed with the customer in one meeting, the Planned
Start Date, Actual Start Date, Planned End Date and Actual End Date /isted must be the same
date.

The list of services is displayed at the bottom of the page. In the Service Name column, select
the Service to be closed. Once that Service has been chosen, the details will populate in the
Detail and Funding sections.

"EMPLOYER HELP

 Services M

"PROVIDER

Customer Search Customer Detail Comp Assess Careerfone

Wallace, Jamie SSN: == **_7654 0S05 ID: NY
«=z] = | Achievement Objectives Service History | Enroliment= I out mm&ﬁ
Funding
Service Name  TAA Individual Employment Plan Obligated Oblig #
Service Desc. TAA Individual Employment Plan ~ WIB  |WIOA Dislocated|$ 1.00 $0.00
Service ID| 104657
Service Type Individual Employment Plan
Provider Mame | Dutchess One Stop
Location Mame  Dutchess One Stop
Provider ID | 76533 Offering ID 112535
Plan. Start Date[ 10/22/2012|  Plan. End Date| 10/22/2018]
Actual Start Date| 10/22/2013|  Actual End Date| 10/22/2013] Total Funding|$100 | Ade | Edit | Delete|
Completed Successfully Petition #
Mext Contact Date I:I Waiver Reason | V|
Program Service Type | Individualized Career Services v| RR Event#| RR-NY-2018-00000A - 04128201 V| Addl Assist [ ]
Part Time Learn. Ii Distance Learn. li v Incumbent Worker Training hd
Provider Mame Senice Name Actual Start Daty Actual End Dat] Program Sve Type
[1| DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience | 06/14/2017 04/1842018 Youth Semices
[T 5510 Provider S50 Provider Sernvice 060712017 060712017 Basic Career Services
[1 | Hudson Valley Community College AAS-Computer Information Systems | 0412172017 Youth Semvices
d ¥ | Dutchess One Stop TAA Individual Employment Plan 1 8 Individualized Career 54
Options | PrntList | New Service | Delete Serviee | Authorzaton | IPA Service Summary | Payments | Tracking |
Ssve | Customer Detad| Comp Assess | Comments | Check Labor Market Informaton |

lStaﬁ MILLER, PAMELA | Office: DUTCHESS JOBS | Unsaved Changes | Security: Search | 10/25/2018 '
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Click Save.

Customer Search

Wallace, Jamie
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: Enter the end date.

Actual End Date: Enter the end date.

PROVIDER EMPLOYER

Customer Detail Comp Assess

SSN: ™. 7654 0SOSID: NY(™

[<<] <[ Achicvement Objectives |iuis Service fistory | Enroliments | Outcomes | EmpL. Outcomes | Trng- Outcomes | Commen > |>>|

HELP

STAFF

Links Career/one

-~ Detail ~ Funding
Senvice Name| TAA Individual Employmenrt Plan | Level
Senvice Desc.| TAA Individual Employmert Plan |H\I WIB

Senvice ID| 104657

Senvice Type | Individual Employment Flan |

Provider Name | Dutchess One Stop |

Location Name  Dutchess One Stop |

Provider ID| 76538 | Offering |0 112535

Plan. Start Date | 10/22/2018 Plan. End Date| 10/22/2018)
Actual Start Date| 10/22/2013

Completed Successfully

Actual End Date| 10,22/201]

Total Funding | £ 1.00 Add | Edit | DeletE|
Petition #| 123424 v

Source Obligated | Actual Oblig #

$1.00 5 0.00

Mext Contact Date I:I Waiver Reason | v
Program Service Type | Individualized Career Services v o RR Event#| RR-NY-2018-00000A - 04128201 V| Addl Assist [ ]
Part Time Leam.l Distance Leam.l Incumbent Worker Training hd
Provider Mame Senice Name Actual Start Daty Actual End Dat] Program Sve Type

DC Regional Chamber of Commerce | Job Shadow Unpaid Work Experience

06/14/2017 04/19/2018 | Youth Senvices

SS8M0 Provider Service

QBI0TI2017 QBI0TI2017 Basic Career Senvices

O
[T 5510 Provider
L]

¥ | Dutcl

Hudson Valley Community College AAS-Computer Information Systems
]

TAA Individual Employment Plan

ciliet| Diew sae | Poaee savel | Pattoncsion | DiPA Serve stmman| IEamen= | Fredanal]

04/21/2017 04/19/2018 Youth Semvices

CLmumerDe'lail Comp Paseas | [Commenis || I Cheatiabo: Mot infomaienll]

lSla.ﬁ". MILLER, PAMELA

| Office: DUTCHESS JOBS

| Unsaved Changes | Security: Search | 10/25/2018 '
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ENTERING COMMENTS

It is best practice for staff to record relevant and detailed comments about the Individual
Employment Plan that was created and provided to a customer. Comments should reflect that
the IEP includes the necessary steps and timetables to achieve employment in a specific

occupation, industry, and/geographic area

= | Comment -- Webpage Dialog ﬁ

Comments

In COMMENTS, briefly describe
the IEP including the goal and steps
to achievew

Save | Spell Check | Cancel | i
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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:
https://labor.ny.gov/workforcenypartners/osos.shtm

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

For further assistance regarding Trade Adjustment Assistance (TAA), please contact:
labor.sm.wdtd.taa
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