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PURPOSE

The TAA program offers customers various benefits. One of these benefits is training.

Customers determined entitled to TAA can choose to take advantage of this benefit through

On-The-Job Training (OJT).

TAA can be better connected with business needs and economic development using Employer
Based Training (EBT), which may include OJT and customized training. According to the Code of
Federal Regulations 617.24, On-The-Job Training is the preferred method of training for Trade

Adjustment Assistance.

This guide provides comprehensive instructions for entering OJT Services for TAA participants in
an approved OJT program. It will cover the OSOS data entry for adding, funding, and ending the

OJT service.
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LOGGING INTO THE CORRECT OFFICE

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 and the Current Office the user is logged into (if the user has any
secondary office assignments), is 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.

"CUSTOMER "PROVIDER "EMPLOYER

Staff Detail

Primary Office  NY53359
Current Office NY3999

Change Office To| hd Change Office I

Password
Username | usbip

Confirm New Password |:|

Change Password |
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FINDING THE CUSTOMER RECORD FOR ADDING A TAA SERVICE
ON-THE-JOB TRAINING

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 the search criteria. Click the Search button.

EMPLOYER

FPROVIDER

Customer Detail Comp Assess JobZone
[ze] < QLR E U General Info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Reports
— Customer SSN - — Customerid
ssN1[ ] ID 1 [ NYD15138429
Enter or paste one or Enter or paste one or
more S55H3. more Custcmer IDs. Partial SSN:
Last Mame
FirstName| |
Mlddlelnmal|_|
BithDate| |
Usemame| |
Email Exists| |
vore | vore | Email| |
| ososio | Seeker Name | bos | Phone | Email |
O] | | | | |
< >
e =] = [l | e el ol el e ] v i o e v
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From the customer record, click the Services button to navigate to the Services window.

CUSTOMER PROVIDER EMPLOYER STAFF

Customer Search De Comp Assess Services JobZone
TRADE ADJUSTMENT, ASSISTANCE SSN: 0S0S ID: NY015138429 10of1
el = Elgibility | Add'l Info | Pgms/PA | Objective | Work Hist. | Ed/Lic | Skills | Saved Searches | Activities | Comments | Te :
-~ Customer Data
@ Ethnic Hertage & Race
o _ssN | estaus @Job Seeker| Acive V| I
nUsemame|TMTest | nPa,sswora|taatest | Merge | — Education & Employment
@Last Name| TRADE ADJUSTMENT | @First Name | ASSISTANCE [ SEducation Level
eDate of Birth| 03/19/1980 | eGender|Mzle | Portfolio Lul. | JobZone Adut V| ||[12 Grade - HS Graduate v|
@Address| 123 MAIN STREET | @School Status
| | A 11| ot Attending School; Secondary Scho |
S City| ALBANY | @State | New York v]ezip[12204 | SRR et N
: : [ Not Emplayed v
Counl1r|Ene V|Counw|Umth5tatE V| MEII'0| V|
Phone| 5555551212 | Ext| | Al| e[| Fa | ||| Underemployed| V|
El‘nail|tmdeadjustmerrtassistance@gmail.com | v Long Term Unemployed v
— @Contact Preferences
URL| |
o [v] use Postal [ Fax
#U.S. Citizen [] Pri. Phone  [_] Email
Enrcliments |JZR:ZManager L] Add 1o Case Load | [] Alt. Phone Resume Contact Info
— Customer Assignment
Staff Assigned DEWEY, JENNIFER | Change | - Registered| 03/19/2018
WIB Assigned Eie Courty | Origin, Staff
Agency| Department of Labor I Profiled
Office| BUFFALO - 0710 | _Offica Profiled Date
Ul Claimant| v| s et Internet Resume [ | Confidential [ |
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ENTERING AN OJT SERVICE FOR A TAA PARTICIPANT
Navigate to the Services tab. The Services tab shows the services Detail for the customer. Click
the New Service button.

FROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess BT, TeEL i JobZone
TRADE ADJUSTMENT, ASSISTANCE

wc| = Agency Info | Achievement Objectives F
— Detail ~ Funding
Service Name Assessment Interview, Initial Assessment | =5 Aeial | [ dolig |
Senvice Desc. FA Staff Assisted Core |WIB  |WIOA Dislocated|$ 1.00 5000 |
Service ID| 58739
Senvice Type | Assessment Interview, Intial Assessment |
Provider Mame| Functional Alignment PY 2006 |
Location Name | FA Y 2006 Statewide |
Provider ID| 50865 Offering ID| 61177
Plan_Start Date[03/30/2018  Plan. End Date | 03/30/2018
Actual Start Date[03/30/2018  Actual End Date [ 03/30/2018 Total Funding[$ 100 £dd | Edr | Dfese |
Completed Successfullyl Petition #l
Mext Contact Date | RR Event# |
Program Service Type | Basic Career Svcs - Staff Assisted Incumbent Worker Training |
Pant Time Learn. I— Distance Learn. I— bt
| Provider Name | Service Name | Actual Start Dat{ Actual End Dat| ~ Program Sve Type
|| Functional Alignment PY 2006 | Assessment Interview, Initial Assessmr| 03/30/2018 | 03/30/2018 | Basic Career Svcs - Sta

SUITGE | whligated
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0SO0S will navigate to the Provider module > Offering Search window > Quick Search tab. If
known, enter the Offering ID, then click the Search button. NOTE: Multiple Offering IDs may

be entered.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail Links

General Info

Enter cor paste
one or more
Offering ID3.
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If the Offering ID is unknown, the service offering can be searched from the Customer module >
Offering Search window > General Info tab. Enter the first few letters of the business name in

the Provider Name field and click the Search button.

The business name may be listed in OSOS under different variations, naming
conventions, or abbreviations. For example, a business may be listed in OSOS as

“The ABC Company” or “ABC Company”.

STAFF
Dffering Detail

CUSTOMER EMPLOYER
Links

Provider Detail

Provider Search

Quick Search RECUCEULIEY | st Search

~ Location
WIB | v| ciy | |

From | | To |

I' Start Date Range

— Provider Information

F'rtmderNameHBC | Semice Name|:| F'rogram| v|

Provider Status
Senvice Type | SenrinETypel
|:|| Provider Mame | Senvice Mame | Location | Start Date | Start 'I'|me| End Date | End Time |

O] | | | | | | |

There are designated staff in each of the LWDBs that have permission to create and

modify provider offerings. If the offering is not found or needs to be modified,
contact the appropriate staff. For more information, reference OSOS Guide: Creating

Providers, Services, and Offerings.
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The search may result in multiple offerings that match the specified search criteria. To view the
details of the offering, check the corresponding box to highlight the appropriate offering. Click
the Detail button.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail fie Offering Detail Links

1-140f14 @

Quick Search RECLEERLILY | ist Search

~ Location I' Start Date Range

WIB | v| City | | From | | To|

— Provider Information

ProﬁderNameMBC | Senvice Name: F'rogram| v|

Provider Status | Active

Service Type | Sa'\rineTypEI
|:|| Provider Name Senice Mame Location Start Date | Start Time | End Date | End Time
[1]| ABC Companies Case Management ACB Companies 07/01/2001 06/30/2002

ABC Companies On the Job Training (QJT) ACB Companies 07/01/2001 06/30/2002

N ABC Diaycare Center Inc. Limited Internship ABC Daycare Ce
4 ﬁ.E!C Hardware & Rentals On the Job Training (OJT) ABC Hardware & 07/01/2001
|| ABC Heating & Air Conditioni| ABC Heating OJT ABC Heating & A
|| A4BC Training Follow-up Adult Mentoring ABC Training
|AEIC Training mDMUzZzzMurse Technician ABC Training
||_| I AN Trmimimas M oamdnre TnrtiFiad hliras Aid i

Options Search | v Assigniolil v | Clear
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The system will navigate to the Provider module > Offering Detail window > General Info tab.
NOTE: If only one offering matches the search criteria, OSOS navigates directly to this screen.

Review the offering and then click Return to Search. If a different offering is required, repeat
the previous steps until the desired offering is found.

CUSTOMER EMPLOYER

Provider Search Provider Detail Offering Search

On the Job Training (OJT) Offering ID: 28455

LA Lists | Attachments

~ Provider Info — Schedule
Provider Name| ABC Companies | Start Date | 07/01/2001 End Dalel 06/30,2002
Senvice Category Individualized Career Services/Training (Intensive/Training) | | Start Time | End Time |
Senvice Type Ondhe-Job Training | | sun. [ Mon. &) Tue. M1 wed. ¥ Thu. ]
Senvice Description| || P Msat O
Pay for Performance IT
Erpstab_ml— ~ ETP Program of Study Leading to
Industry Recognized Certification
E Lm:nhnn Registered Apprenticeship
 — I State or Mational License
Address 1100 Main . | Associate Degree
| | Bachelors Degree
City Buffalo State NewYok | Community College Cerfificate
Zip 14209 | WIB Erie County | Secondary School Diploma or Equivalent
Employment
Measurable Skill Gain
Additional Info
Cost|$1.00 Total Seats | 555 Available Sealsl
Description

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding

-10- 3/15/2019




>0

One-Stop Operating System

When the appropriate offering is identified, check the corresponding box to highlight the
offering and click Schedule.

STAFF
Offering Detail

CUSTOMER EMPLOYER

Provider Search

Provider Detail

1-140f14 @B

Quick Search e EEULIEN | i=t Search

~ Location Start Date Range
WIB | v| city | | |7Frorn | | To|
— Provider Information

F'rwiderName|ABC | Service Name: F'rogram| V|

Provider Status | Active

Semnice Type | SHvquTyp-EI
|:|| Provider Name Service Name Location Start Date | Start 'I'|rne| End Date | End Time |
]| ABC Companies Case Management ACB Companieg 07/01/2001 063012002
ABC Companies On the Job Training (QJT) ACB Companies 07/01/2001 06/30/2002
A | ABC Daycare Center Inc. Limited Internship ABC Daycare Ce
ABC Hardware & Rentals On the Job Training (OJT) ABC Hardware & 07/01/2001
\ ABC Heating & Air Conditioni| ABC Heating OJT ABC Heating & A
\ ABC Training Follow-up Adult Mentoring ABC Training
ABC Training zzzDMUzzzMurse Technician ABC Training hd
Options Search | v | Assign 1o Lis{ v | Clear | De1ai_|2;_=_:=_
- _
0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Clicking the Schedule button navigates directly to the Customer module > Services window >
Services tab. The Service Type, Provider Name, Location Name, and other details will auto-
populate in the Detail section and are shown in the grayed-out fields.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess | Services Db JobZone
TRADE ADJUSTMENT, ASSISTANCE SSN: OS05 ID: NYD15138429

<] | Agency Info | Achievement Objectives Jambdaaial] Sevice History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcomy > |>>)

Detail Funding
Service Name | On the Job Training (0JT) |Le\.-'eI| Source |0h|igated| Actual | Oblig # |

Senice Desc. (1] | | | | |
Senvice 1D 27855
Semnvice Type | Onthe-Job Training

Provider Mame ABC Companies
Location Mame ACE Companies
Provider |D| 27745 Offering ID| 28455

Plan. StatDate] |  Plan.EndDate[ |
Actual StatDate| | ActvalEndDate| | Total Funding| | Add | = | |

Completed Successfully Petition #
Next ContactDate| | RR Event#| v|
Program Service Type| V| Incumbent Worker Training
Part Time Learn. Distance Learn. v
| Provider Mame | Senvice Name |.m:lual Start Datl Actual End Datl Program Svc Type
]| Functional Alignment PY 2006 Assessment Interview, Initial Assessm 03/30/2018 0330/2018 Basic Career Svecs - Sta

ABC Companies On the Job Training (OJT)

Options | PrintList | Mew Service | Delete Service | Authorzaton | IPA Service Summany | | Tracking |

Ssve | Customer Detsd| Comp Assess | Comments |  Check Labor Market Information |

The Planned Start Date and Actual Start Date of the service cannot be earlier than
the: Application Date, Qualifying Separation Date, and Eligibility Determination
Date.

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

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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of the threatened status letter in both fields. Contact the TAA unit for assistance at
labor.sm.wdtd.taa

Complete the following data fields in the Detail section of the tab.

Planned Start Date: The date when the service is expected to start.

Planned End Date: The date the service is expected to end.

Actual Start Date: The date the service begins.

Program Service Type: For OJT, select "Non - ITA Training" from the drop-down
menu.

Part Time Learn: For OJT, select "No" from the drop-down menu.

Distance Learn: For OJT, select "No" from the drop-down menu.

O*Net: Select the O*Net Title that best describes the occupation that the
customer plans to pursue when training is completed.

Click Save.

'CUSTOMER

PROVIDER

EMPLOYER

Customer Search Customer Detail Comp AS5e55 . Services 0L JobZone

TRADE ADJUSTMENT, ASSISTANCE S5N: 0S50S ID: NY015138429
[=<] = [ Agency Info[ Achievement Objectives eyt Service fistory | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > |>>)
Detail Funding
Senice Type Onthe-Job Training ~ | Level | Source |Obligated| Actual | Oblig# |
Provider Mame | ABC Companies ||:|| | | | | |
Location Mame | ACE Companies
Provider 1D 27745 Offering ID | 28455

al Start Date | 03/30/2018 Actual End Date

Completed Successfully
NextContactDate| |
Program Service Type | Non-ITA Training ) G— ging| | add | | |

Plan. Start Date | 03/30/2018 Plan. End Date | 09/30/2018 _

Part Time Learn. Distance Learn. on &
Program| v RR Event #| v
Minimum Hours|:| Mumber of Weeks Incumbent Warker Training
O*Net Laborers and Freight, Stock, and Materiz M v
| Provider Name | Service Name |m:tual Start Datl Actual End Datl Program Svc Type
[]| Functional Alignment PY 2006 Assessment Interview, Initial Assess 0330/2018 Basic Career Svcs - Sta

ABC Companies On the Job Training (OJT) : 2018 B MNon-ITA Training

Options | Printlist | New Service | Delete Sewvice | Authorzston | IPA Service Summary | | Tracking |

[ s=ve | Customer Detai| Comp Assess | Comments | Check Labor Market Information |

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Click the O*Net button. This will bring up the Select O*Net--Webpage Dialog screen. To
search for the desired O*Net, enter applicable keyword(s) and click Search.

—
2 Select O*Met -- Webpage Dialog 1 @

Hierarchy Search EEEE

Current O*Net
O*Met Code CFMet Title

Hierarchy

| Architecture and Engineering Occupations ~
- Arts, Design, Entertainment, Sports, and Media Occupations

- Building and Grounds Cleaning and Maintenance Occupations

! Business and Financial Operations Occupations

- Community and Social Service Occupations

I com puter and Mathematical Occupations

! Construction and Extraction Occupations

| L Education, Training, and Library Occupations I
L Farminag, Fishing, and Forestry Occupations
I ! Food Preparation and Serving Related Occupations I

! Healthcare Practitioners and Technical Occupations
! Healthcare Support Occupations
—In stallation, Maintenance, and Repair Occupations
- Legal Occupations
I - Life, Physical, and Social Science Occupations I
I L Management Occupations
| military Specific Occupations
! Office and Administrative Su pport Occupations

@ Keyword(s) | material :<|I Search I

Select | Cancel | Dear|

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Use the scroll bar to view the O*Net Titles containing the keyword. Check the box for the
appropriate O*Net Title.

Details

If the details of the O*Net Title are not required, click the Select button to populate the O*Net
field of the Services Detail section.

0OSO0S Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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For more information on the selected O*Net Title, click the Details tab. This contains the
description of job duties for the selected O*Net Title.

If the O*Net Title is appropriate, click Select. If a different O*Net Title is required, return to the
Hierarchy Search tab. NOTE: Clicking the Cancel or Clear buttons from the Details tab will
remove the O*Net window. Repeat the previous steps until the desired O*Net Title is found.

Amenca’s Career Infolet Oocupaton Profile
0*Net Code Connector Report
0"Met OnLine Summary Report

0OSO0S Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Upon selection of the O*Net Title, the system returns to the Customer module > Services
window > Services tab. Click Save.

PROVIDER

Customer Detail

EMPLOYER

Customer Search Comp Assess Links JobZone

TRADE ADJUSTMENT, ASSISTANCE SSN: 0S50S ID: NY015138429
[<<] < | Agency Info] Achievement Objectives |z Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > |>>)
— Detail ~ Funding
Senvice Type Onthe-Job Training |A | Level | Source | Dhligatedl Actual | Oblig # |
Provider Name ABC Companies | O] | | | | |

Location Narne| ACB Companies

|

Provider ID| 27749 Offering ID 28455
Plan. Start Date Plan. End Date
Actual Start Date|03/30/2018|  ActualEndDate] |

Completed Successfully
NextContactDate| |
Program Semvice Type | Non-ITA Training v Total Fundingl:l add | Edz | Dtere |
Part Time Learn. Distance Learn. Petition #

F'rogram| RR Event #| V|

V]
Minimum Hour5|:| Mumber of Weeks > IncumhentWorkerTraining

O*Net | 53706200| Laborers and Freight, Stock. and Materiz O°Net |

Provider Mame | Semnvice Name | Actual Start Datl Actual End Datl Program Svc Type

[1| Functional Alignment PY 2006 Assessment Interview, Initial Assessm 033002018 033072018 Basic Career Svcs - Sta
IC C panies On the Job Training (OJT) 18 Maon-ITA Trainine

Options | PrintList | Mew Service | Delete Service | Authorzation | IPA Service Summary | Foyen: | Tracking |

Cusmmer Detad| Comp Assess | Comments|  Check Labor Market Information |

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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FUNDING AN OJT SERVICE

The appropriate funding source is required to be attached to the service.

Within the Customer module > Services window > Services tab, check the corresponding box to
select the appropriate service.

FPROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services | Ll JobZone

TRADE ADJUSTMENT, ASSISTANCE SSN: OS50S ID: NY015138429
[<<[ < | Agency Info | Achievement Objectives Jkazal] Service History | Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > |>>)
— Detail Funding
Senvice Type Onihe-Job Training |A | Level | Source | Obligated | Actual | Oblig# |
Provider Name  ABC Companies O] | | | | |

Location Name| ACE Companies

|

Provider ID| 27749 Offering ID| 28455
Plan. Start Date[03/30/2018|  Plan. End Date|05/30/2013]
Actual Start Date|03/30,2018|  ActualEndDate] |

Completed Successfully
NextContactDate| |
Program Service Type | NonITA Training v Total Fundging| | Add | Edt | D]
Part Time Learn. Distance Learn. Petition #

F'rogram| RR Event #| V|

v
Minimum Hours|:| Mumber of Weeks v IncurnhentWorkerTraining

O*Net| 53706200/ Laborers and Freight, Stock, and Materiz  O*Net |

| Provider Name | Service Name |A::rual Start Datlhdual End Datl FProgram Svc Type
[]| Functional Alignment PY 2006 Assessment Interview, Initial Assessm 03/30/2018 03/30/2018 Basic Career Svcs - Sta

ABC Companies On the Job Training (OJT) 03/3042018 B Mon-ITA Training

| e e | el PR | e e

Save | Customer Detad| Comp Assess | Comments |  Check Labor Market Information |

0OSO0S Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Enter $1.00 in the Total Funding field. Select the correct Petition # from the drop-down menu.
Select the appropriate RR Event # from the drop-down menu, if applicable. Click the Add

button.

The 51.00 amount 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.

— Funding
|Leve|| Source |Dh|igated| Actual | Oblig # |

ol | | | | |

Total Funding|51.ﬂ-ﬂ | m ==k | :ii'il
Petition #| 52595 V|

Waiver Fteason|

RR Event#| v

Incumbent Worker Training hd |

v

The Petition # drop-down menu will only be available after all information has been
entered in the customer's Work History tab, including the Eligibility Determination
Date. Refer to the Trade Adjustment Assistance Intake & Eligibility OSOS Guide for
more information about accurately completing a TAA customer's Work History tab.

0OSO0S Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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This will open the Funding -- Webpage Dialog box. Click the Funding Source column header to
sort funds. From the list, select the appropriate "TAA" funding with the most recent year.
Enter $1.00" in the Obligated Amount data field. Obligated Percentage will auto fill. Click OK.

@ The OJT Service must be funded with Trade Act funds. Do not split training funds

between TAA and any other funding source, including Dislocated Worker.

a Funding -- Webpage Dia'lug? - M . ﬁ
Funding
Level Funding Source Year Remaining MEG/Contract/Grant # |
[ ]|5tate Workforce Learning Link 2017 5 988997.00 1013
=
q []|wiB Adult Statewide 15% 2017 $100000.00
[]|wiB Dislocated Worker Statewide 15% 2017 F100000.00
L]|wiB Youth Statewide 15% 2017 $ 100000.00
1 ] |wiB WI0A Dislocated Worker Local 2017 £ 99999.00
i |wie WIOA Adult Local 2017 $99999.00
] |wiB TAA 2016 $9975.00
I []|wiB WIOA Dislocated Woarker Local 2016 & 93557.00
| ] |wiB WIOA Adult Local 2016 5 95483.00
[]|5tate WIRED 2015 $9993.00 WR12
I L] |wiB TAA 2015 $9534.00
[]|wiB Adult Statewide 15% 2015 $ 10000.00
' []|wiB Dislocated Worker Statewide 15% 2015 $99493.00
L]|wiB Youth Statewide 15% 2015 $9992.00
[]|wiB WIOA Dislocated Worker Local 2015 §282.00
L]|wiB WIOA Adult Local 2015 $85075.00
Obligated Amount[£1.00 | WIB | Erie County

oR Office | BEre - Wordrce Develop Consort Inc

Dbligated Percentage Region | Westem Mew Yok

QK] Cancel

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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Click Save.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services | L JobZone

TRADE ADJUSTMENT, ASSISTANCE S5N: 0S05 1D: NY015138429
[<<] < Agency Info] Achievement Objectives |y Service History| Enroliments | Outcomes | Empl. Outcomes | Trng. Outcom > |>2]
— Detail — Funding

Service Type | Onthe-Job Training
Provider Name | ABC Companies

Lewvel Source Obligated | Actual Oblig#

wiB A4 $1.00 $0.00

Location Name| ACB Companies

|
Provider ID| 27749 Offering ID 28455
Plan. Start Date|03/30/2018|  Plan. End Date| 03/30/2018]

Actual Start Date|03/30/2018|  ActualEndDate| |
Completed Successiully
NextContactDate| |
Program Sernvice Tlfpe| Non-ITA Training V| Total Funding glilﬁl
Part Time Learn. Distance Learn. Petition #
Program| v| Waiver Reason | vl
Minirmum Hours: Number of Weeks RR Evem#| V|

v
O"Net| 53706200/ | Laborers and Freight, Stock, and Mater O"Net | Incumbent Worker Training h

| Provider Mame | Semvice Name |A.dual Start Datl Actual End Datl Program Svc Type
[]| Functional Alignment PY 2006 Assessment Interview, Initial Assess 03/30/2018 Basic Career Svcs - Sta

On the Job Training (OJT) Mon-ITA Training

Opiors | [Pt TNew Sarvce | Deieie Sarvice | iihonenon)| DIPA Servas Sty | [ Py | [ediina |

Customer Detad | Comp Assess | Comments | Check Labor Market Information |

The OIJT Service is now entered and funded with TAA funds.

0OSOS Guide - Trade Adjustment Assistance - Entering OJT Services & Funding
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ENDING AN OJT SERVICE
When the On-The-Job Training (OJT) Service has ended, the service must be closed. To close a
service, navigate to the Customer module > Services window > Services tab.

From the Services list, select the service to be closed. The details for that service will populate
in the Detail and Funding sections of the page.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services | Ll JobZone
TRADE ADJUSTMENT, ASSISTANCE SSN: Q505 1D: NYD15138429
[<=] <] Aency info] Achicvement Objeciives hambasin | Service Misiory] Enrolments | [ Trng. Outcom > 1o
Detail Funding
Sernvice Mame On the Job Training {2JT) A Level Source Obligated Actual Oblig #

Service Desc.
Senvice ID| 27899
Semvice Type| Onthe-Job Training
Provider Mame | ABC Companies
Location Mame ACE Companies

Provider ID| 27749 Offering ID | 28455
Flan. Start Date | 03/30/2018 Plan. End Date | 04/05/2018
Actual Start Date| 03/30/2013]  Actual End Date| 04.05/2018 Total Funding Add | Edit | Delete |
Completed Successfully Petition #
Mext Contact Date I:I Waiver Reason | |

Program Service Type | Mon-ITA Training ' | RR Event# | dt |
Part Time Learn. INa—V' Distance Learn. ’N::—VI e Incumbent Worker Training

| Provider Name | Service Name | Actual Start Datf Actual End Dat|  Program Sve Type
[ ]| Functional Alignment PY 2006 Assessment Interview, Initial Assess 03/30/2018 | Basic Career Svcs - Sta

On the Job Trainin ] 3 018 04/05/2018 MNon-TA Training

ABC Companies

>
Options | Prntlist | New Service | Delete Service | Authorzstion | IPA Service Summary | Payments | Tracking |
Save | Customes Detall| Comp Assess | Comments |  Check Labor Market Information |
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: > Completed Successfully
NextContactDate| |

Planned End Date: If the OJT program was accelerated or extended, a new date must be
entered. Enter a Comment in the Customer record detailing why the end date has been
changed.

Actual End Date: Enter the end date.

Completed Successfully: Select "Yes" or "No" from the drop-down menu. If the customer quit
or was terminated from the training program before successful completion, enter the
customer's last day in training as the Actual End Date and select "No" from the Completed
Successfully drop-down menu. Enter a comment in the customer record detailing why the
training ended unsuccessfully. Select "Yes" if the program was completed successfully.

Click Save.

PROVIDER EMPLOYER

JobZone

Customer Detail

Customer Search Comp Assess

TRADE ADJUSTMENT, ASSISTANCE S5N: 0505 ID: NY015138429
<] =] Agency Info Achievement Objectives Jhbatd] Service History | Enrollments | Outcomes | Empl. Outcomes | Trng. Ouicom > ||
Detail Funding
Semnice Type Onthe-Job Training ~ Level Source Obligated | Actual QOblig#
Provider Mame  ABC Companies WIB  |TAA 51.00 5000
Location Mame | ACE Companies
Provider ID| 27745 Offering 1D 28455
Plan. Start Date | 03,/30,2018 Plan. End Date| 04/056/2018

Actual Start Date | 03/30/2018 Actual End Date | 04/05/2018

Program Service Type | Non-TA Training v LT _Add |_Edit | Delee
Part Time Leam. Distance Leam. F‘eh’ﬁun#
Program| V| WaNerReasonl Vl
Minimum Hoursl:l Number of Weeks RR Event#| Vl
b
Ot Laborers and Freight, Stock., and Materiz  O"Net Incumbent Worker Training
Provider Mame Service Name Actual Start Dat{ Actual End Dat Program Svc Type
ABC Companies On the Job Training (OJT) 03/30/2018 04/05/2018 Mon-ITA Training
[]| Functional Alignment PY 2006 Assessment Interview, Initial Assessm) 03/30/2018 03/30/2018 Basic Career Senvices
< >

Options | Print List | New Service | Delate Sarvice | Authorization | IPA Service Summary |  Payments | Tracking |

[S=x= | Customer Datai| Comp Assess | Comments | Chack Labor Markat Informaton |

TAA Central Office staff sends a monthly Completion Report to each local TAA
Coordinator alerting them to training that is expected to be complete in the upcoming
month. The report includes the customer’s OSOS ID number, contact information, and
training information, including the scheduled end date. Each local TAA Coordinator
should contact customers regarding completion of training per the guidance included
with the report.
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ENTERING COMMENTS

As a best practice, when a customer's OJT has been extended or ended unsuccessfully, staff
must record relevant, detailed comments. Information such as the reason for the extension or
the reason(s) why the customer was unable to complete the program, and last day worked

should be included in the comment.

-

a Comment -- Webpage Dialog

=

Comm ents
Customer's OJT was originally scheduled to
complete on 12/25/17. The OJT was extended
because the employer shuts down during the last
week of December. OJT now scheduled to complete on
1/12/18.|
Save | SpellCheck | Cancel |
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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
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